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KOALA NORTH WEST

Health and Safety Policy 

Policy Statement

Trustees of Koala NW recognise and accept their responsibility to ensure that all reasonable precautions are taken to provide and maintain working conditions which are safe, healthy and comply with all statutory requirements and codes of practice and to ensure the health and safety of any other person who may be affected by the operations of Koala NW.

Koala NW will endeavour to create and develop a working environment in which there is an awareness of the vital importance of health and safety and which encourages employees to participate in developing and practising safe working methods and to have regard for the safety and welfare of themselves and others. 

Our health and safety policy is to provide:

· A safe place of work 
· A working environment that is free from hazard and risk to health
· Equipment and systems of work that are safe and free from risk to health
· Clear information, instruction, training and supervision as is necessary to ensure the health and safety of employees and volunteers
· Formal systems for identifying hazards and risk
· Adequate first aid facilities 
· Adequate emergency procedures, including evacuation in case of fire or other significant incident
· The monitoring and review of the implementation of this Health and Safety policy

Responsibilities for health and safety

Trustees hold overall and final responsibility for health and safety and for the allocation of responsibility for the implementation of the policy to the CEO/Deputy CEO.

The Trustee Board are responsible for reporting incidents to the appropriate authorities, where necessary (see appendix i).

The CEO/Deputy CEO has authority to delegate responsibility to other employees, as appropriate, and will ensure that:
· all employees are familiar with the health and personal safety policy
· the health and safety policy is implemented and adhered to
· safety records are maintained
· accident investigations are conducted
· assessments and regular inspections are carried out 
· all new employees are provided with adequate information, instruction, training and ongoing supervision in health and safety matters appropriate to their role, and any specific information appropriate to them.  This will include accident reporting, emergency procedures, fire precautions, code of safety practice and location of first aid box

All employees have a statutory duty to promote their health and safety and the health and
safety of others who may be affected by their actions. All employees should:
· cooperate with managers on health and safety matters
· take reasonable care of their own health and safety
· report all health and safety concerns to an appropriate person (see appendix ii)

Risk Assessment

Regular and systematic inspections and risk assessments of all potential hazardous substances and work activities will be made by, or under the authority of, the Trustees and CEO/Deputy CEO, who will take into account all the relevant regulations and codes of practice. 

Specialist advice will be obtained if necessary and the risk assessment will be reviewed periodically. The significant findings will be recorded and appropriate preventative and/or protective measures taken as necessary.

Information and Training

All employees will be informed about, supervised and trained in, health and safety matters including exposure to any identified risks. Changes in the law or circumstances affecting health and safety will necessitate information and/or updates to training. 

Employees’ training will be conducted during working hours if at all possible and may be on a one to one and/or a course.

Consultation

Koala NW will consult staff routinely on health and safety matters as they arise and formally when we review health and safety.

Evacuation

Koala NW will ensure escape routes are well signed and kept clear at all times. Evacuation plans will be tested at least once per year and updated if necessary. See appendix iii.

Related policies and legislation

Health and Safety at Work, etc, Act 1974; Fire Safety procedure; Lone Working policy; Staff Handbook; Incident Reporting and Follow-up procedure.
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Appendix i

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)
RIDDOR is the law that requires employers, and other people in charge of work premises, to report and keep records of:
· work-related accidents which cause deaths
· work-related accidents which cause certain serious injuries (reportable injuries)
· diagnosed cases of certain industrial diseases; and
· certain 'dangerous occurrences' (incidents with the potential to cause harm)
Types of reportable incidents
· The death of any person
· Specified injuries to workers
· Over 7-day incapacitation of a worker
· Non-fatal accidents to non-workers (e.g. member of the public) if they result in an injury and the person is taken directly to hospital from the scene for treatment
· Occupational diseases
· Dangerous occurrences
· Gas incidents
Further information is available on the Health and Safety Executive website at https://www.hse.gov.uk/riddor/index.htm 




Appendix ii


Reporting of incidents internally

All health and safety incidents, including near misses and potential hazards, must be immediately reported to the Health and Safety Officer, or designated person, as follows:

Hub – Rachael Critchley (Health and Safety Officer)
Charity shop – Mandy Edwards (Shop Manager)
Stanlaw Abbey Business Centre - Rachel Nickless

If the designated person is not available, please report to your line manager.

The Health and Safety Officer/designated person will ensure that incidents are recorded and, where applicable, the Health and Safety Officer will take responsibility for ensuring that corrective action is taken to prevent a recurrence, reporting to the Trustee Board without delay.




Appendix iii

Nominated Fire Officer and Deputy Fire Officer roles 

Within the Hub and shops, a nominated fire officer/deputy will hold additional responsibilities in the event of a fire alarm being raised or discovery of a fire, which include testing the evacuation plan.

In communal buildings, staff will be expected to follow the procedures laid down by the managing organisation and instructions from the building Fire Officer(s).

See also our Fire Safety procedure.
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