DAMASK COMMUNITY OUTREACH

HEALTH AND SAFETY POLICY
Revised 1st September 2019

HEALTH AND SAFETY POLICY
To all Directors, Programme leaders, staff and volunteers.

The success of this policy will depend on your cooperation. It is therefore important that you read this document carefully and understand your role and the overall arrangements for Health and Safety. Programme leaders should bring this policy to the attention of volunteers with whom they work.
The policy is in four sections:-

Section A---General statement of policy.

Section B---Organisation and responsibilities.

Section C---General arrangements (Implementation of 
                    the policy).

Section D---Summary.

SECTION A    

GENERAL STATEMENT OF POLICY.
1. It is the policy of the Management Committee of Damask Community Outreach to provide, maintain and actively promote, in so far as it is reasonably practicable, safe and healthy working conditions, equipment and systems of work for all staff and volunteers and to provide and review such information, training and supervision as they may need for these purposes.

2. The Management Committee also accept responsibility, in so far as it is reasonably practicable, for the health and safety of members of the public who may be affected by the activities of Damask Community Outreach.

3. The allocation of duties for health and safety matters and the particular arrangements set in place to implement the policy are set out in the pages that follow.

4. The policy, duties and arrangements will be reviewed annually to take account of changes in the nature, activities and extent of the activities carried out in Damask Community Outreach. In the event of any breach or accident a review will be carried out immediately thereafter.
5. This revised policy was approved by the Management Committee of Damask Community Outreach on -----------------.
SECTION B
ORGANISATION AND  RESPONSIBILITIES.

1. Responsibility of the Management Committee.

1.1 Overall and final responsibility for health and safety in Damask Community Outreach shall rest with the Management Committee who have appointed

Dr Lindsay Easson
as designated Committee Member with special responsibility for health and safety matters.

2. Responsibility of the Company Secretary.
2.1 The Company Secretary will ensure that a list of the Management Committee, Programme leaders and staff is maintained and those persons receive a copy of the Health and Safety policy. A copy should also be available in the Damask office. 
3. Responsibility of Programme leaders, staff and volunteers.

3.1 Programme leaders, staff and volunteers have the responsibility to co-operate with the Management Committee in order to achieve a healthy and safe working/social/recreational environment and to take reasonable care of themselves and others. They must therefore:-

· Be familiar with the Health and Safety policy and arrangements and ensure that they are observed.

· Comply with safety rules, operating instructions and working procedures.

· Report any fault or defect in equipment immediately.

· Report all accidents (however minor) as soon as possible.

· Report when a health and safety problem is recognised and it cannot be rectified immediately.

· Not misuse anything provided in the interests of health and safety.

4. Raising awareness with members of the public. 
4.1 Members of the public shall, as necessary, be made aware of the health and safety objectives as set out in this policy by Programme leaders, staff and volunteers.

SECTION C

GENERAL ARRANGEMENTS (IMPLEMENTATION OF THE POLICY).
This section sets out our arrangements to minimise, in so far as it is reasonably practicable, risks to the health and safety of Programme leaders, staff, volunteers and members of the public.
1 ACCIDENTS AND FIRST AID.
1.1 First Aid boxes are located in the kitchens adjacent to the Wesley Hall, Minor Hall and Coffee Bar.
1.2 The Accident Report Book is located along with the Health and Safety Policy document in the Damask office.
1.3 All accidents occurring in Damask Community Outreach must be recorded in the Damask Accident Report Book. Reporting of accidents and ill health at work is a legal requirement. If the Accident Report Book is not available at the time the accident occurs, then a note should be made of the details, circumstances and action taken and as soon as possible afterwards enter this information in the Accident Report Book. 
1.4 Seymour Street Methodist Church (the Church) Property Steward should be made aware that an accident has occurred in order to fix any issues relating to the property. 

1.5 Reportable accidents will be dealt with as required by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (Northern Ireland) 1997. ( RIDDOR).

1.5.1 Under these regulations, some accidents are “reportable” (remember all accidents must be recorded) and some are not. “Reportable accidents are those which:

(a) Lead to death or major injury (including injuries sustained as a result of physical violence) or result in someone being taken to hospital.
Action:
Contact Dr Lindsay Easson immediately who will---

Notify the Health and Safety Executive immediately (by telephone on 028 9024 3249) and ---
Within 10 days follow up this initial notification with a completed accident report form (N 12508-original in white file, copies may be taken).

(b) Lead to an employee or self-employed person working on the premises being absent from work for more than three days, including non-working days (including as a result of an act of physical violence).
Action:
Inform Dr Lindsay Easson who within 10 days will inform the Health and Safety Executive (using form N 12508).

(c) Result in an employee contacting a reportable work-related disease.
Action:
A doctor’s certificate/letter will be required and the Health and Safety Executive will be contacted to verify that the disease is reportable.

If necessary, a disease report form (N 12508A) will be obtained, completed and submitted to the Health and Safety Executive.

(d) Do not result in a reportable injury but which clearly could have done.

Such incidents are defined as “dangerous occurrences”.

Action:
Notify Dr Lindsay Easson who will immediately contact the Health and Safety Executive and within 10 days follow up this initial notification with a completed Dangerous Occurrences report form (N 12508).
1.5.2 RECORDS.
Records must be kept of all accidents occurring on the premises.

Completed N 12508/ N 12508A forms will be copied and copies kept on file by Damask Community Outreach.

Details of all accidents/injuries occurring must be reported to Dr Lindsay Easson
1.5.3 DEFINITIONS.
· Reportable major injuries are defined in Schedule 1 of RIDDOR.

· Dangerous occurrences, which must be reported, are defined in Schedule 2 of RIDDOR.

· Reportable diseases are defined in Schedule 3 of RIDDOR.

2. FIRE SAFETY.
2.1 Programme leaders, staff and volunteers have a responsibility to ensure that designated escape routes are open, unobstructed and clearly signposted during activity sessions.

2.2 The following are in place under the responsibility of the Church: 
· Fire alarm system--tested once a week.
· Fire exits--clearly marked.

· Escape routes--signposted.

· Smoke alarms--tested twice a year by Fire Alarm Company. 

· Fire extinguishers--checked once a year by approved Company.  

          Appendix 1 details the type and location of fire extinguishers on 
          the premises.

· Fire blankets--Appendix 1 also shows the location of fire blankets.

· Green evacuation signs--these are illuminated when the fire alarm is activated.    

· Signs, alarm and detectors—checked twice a year by an approved company.
2.3 Action on discovery of a fire and evacuation procedure. 
If you discover a fire (no matter how small):-

· Immediately raise the alarm by operating the break glass switch at the nearest fire alarm call point. Appendix 1 details the location of break glass switches.

· Telephone the emergency services (telephone is located in the Damask office, or by mobile).

· Check the building for occupants.

· Evacuate the building by the nearest exit to the designated assembly point in the main car park (see Appendix 2). Programme leaders, staff and volunteers should familiarise themselves with escape routes and the assembly point.
· Do not use the lift in the event of a fire.

· Ensure that everyone, including members of the public, is accounted for.
·  Ensure clear access for the emergency vehicles.

· Contact the Property Steward.

· Do not re-enter the building for any reason until the Fire Service confirms that it is safe to do so.

3. ELECTRICAL SAFETY.

3.1 A visual inspection of plugs, sockets, light switches and cables will be carried out during the Damask Risk Assessment to ensure that there are no loose connections, worn flexes or trailing leads. Any repairs needed must be reported to the Property Steward. The Church arranges for the above items to be inspected once a year by an approved contractor.
3.2 Misuse and abuse of electricity is a significant cause of fires and injury. Faulty electrical equipment can kill. 

All Programme leaders, staff and volunteers must observe the following:-

· Visually check all electrical equipment before use.

· Report all faults immediately to the Programme leader.

· Do not attempt to use or repair faulty equipment.

· Portable electrical equipment brought onto Damask premises must be in a safe and serviceable condition with no loose wires, damage to plugs, casings etc.

· Electrical equipment should be switched off and disconnected when not in use for long periods.

· Flexible cables should be so positioned and so protected that they do not constitute a tripping hazard and are not subject to mechanical damage.

4. SLIPS, TRIPS AND FALLS-CONDITION OF FLOORS, CAR PARK, STEPS, PATHS AND RAMP.
4.1 In order to reduce, in so far as it is reasonably practicable, the risk of slips, trips and falls Programme leaders, staff and volunteers should report any problems/defects in relation to the floor areas used by Damask, the car park, all paths and steps around the Church and the ramp at the main entrance to the Halls.
4.2 A salt box is provided by the Church for use in the car park, on paths, steps and the ramp during frosty/snowy conditions.
5. LIGHTING
5.1 Any faults in relation to lighting both within the Church Halls and outside at the entrances and car park area should be reported to the Programme leader.

6. PREPARATION OF FOOD.
6.1 Before any food preparation commences all surfaces coming into contact with food must be properly prepared.
6.2 Work areas and equipment should be cleaned immediately after use/functions.
6.3 Staff and volunteers should exercise care when preparing/serving hot food/liquids.

6.4 The Programme leader should supervise the use of the kitchen.
6.5 Lisburn City Council (Environmental Health) checks the kitchens annually in relation to hygiene and food preparation practices. This is the responsibility of the Church.

6.6 Kitchen waste/rubbish should not be left lying around and should be binned immediately. The Church Cleaner clears bins on a daily basis.

7. MANUAL HANDLING.

7.1 Programme leaders, staff and volunteers should not lift items that appear to be too heavy.
7.2 Care should be exercised when lifting tables, chairs and other equipment. In “Parents and Toddlers” particular care should be taken when lifting boxes of toys.
7.3 When storing items such as tables and chairs Programme leaders, staff and volunteers should have an awareness of other stored items.

7.4 Programme leaders should consider manual handling training for staff and volunteers as appropriate. 

8. DISPLAY SCREEN EQUIPMENT.

8.1 Just like using any piece of equipment, you have to think about your health and safety when using computers. This is why it is important to make sure your computer is set up correctly. For those who use the computer in the Damask office, please take account of the following guidelines:-
· The monitor is at the correct height, the top line in line with your eyesight.

· The chair is at the correct height so your feet are on the floor.

· The screen is at the correct brightness to suit the room you are in.

· The keyboard and mouse are within easy reach.

· Cables are tidied away so they don’t clutter up the desk, or get in the way of your legs under the desk.

· No food or drink should be taken near your computer.

· Put any bags under the table to avoid tripping.

· Ensure good ventilation.

· Take regular screen breaks so you are not in the same position for long periods of time.

9. EVENTS/CONCERTS
9.1 The following should be put in place for large events/concerts:-

· Medic/First Aider.

· Fire Marshal.

· Stewards for showing people to their seats and for general marshalling duties.

· Car Park Attendants.

9.2 Ensure that the public are alerted to the position of free standing stage lights during concerts and that there is sufficient circulation space around these lights.
9.3 An announcement at the start of the event should be made regarding Health and Safety, Fire escape procedure and the assembly point.

10. CHILD PROTECTION.
10.1 A Child Protection Policy upholding our procedures is in place. The necessary training will be given to all Directors, Programme leaders, staff and volunteers who are required to work with children in Damask, or who need knowledge of Child Protection issues, in order to ensure our duty of care towards children and young people is fulfilled.

10.2 A permanent record will be maintained of all accidents involving children and young people.

11. ANTI BULLYING (Youth Activities).
11.1 All kinds of bullying are wrong and should not be tolerated within Damask Youth Activities. Damask should be a safe and welcoming place for all children and young people.

11.2 An Anti Bullying Policy in relation to “Youth Activities” is in place.
12. BEFRIENDING SERVICE.

12.1 Good health and safety practice should be followed when volunteers are dealing with clients in the Befriending Service.

12.2 In particular volunteers, in so far as it is reasonably practicable, should:-

· Be vigilant in relation to hazards that could cause a slip, trip or fall when taking a client outside of their home environment.
· Be careful when helping a client in and out of a vehicle.

· Ensure that they do not lift items that appear to be too heavy. 
· Ensure that lifts, where available, are utilised, for example, in coffee shops in order to avoid the use of stairs.

12.3 The Programme leader should check the position regarding car insurance and keep a record of checks made.

12.4 A Personal information form should be completed in respect of each client.

12.5 “Vulnerable Adults” and “Manual Handling” training should be considered for volunteers as appropriate.

12.6 Separate Guidelines in relation to the Befriending Service are in place. 

SECTION D

SUMMARY.

1. This Health and Safety Policy requires that all Directors, Programme leaders, staff and volunteers carry out their duties without compromising

the health and safety of themselves, their colleagues and the public who utilise the facilities/services of Damask Community Outreach. Programme leaders, staff and volunteers will be aware of local hazards in the premises and should seek guidance, if necessary, on safe working practices.

2. Any deliberate breach of, or threat to, the smooth and effective operation of this policy shall result in the person in breach or causing the threat being instructed to leave the premises.

3. The Management Committee is committed to implementing, reviewing and, as necessary, revising this policy to meet changing needs and circumstances and will also actively encourage Programme leaders, staff and volunteers to play a full part in fulfilling this commitment. 

Signed on behalf of Damask Community Outreach.

[image: image1.jpg]



Dr Lindsay Easson
CHAIRPERSON

DATE:  1 September 2019
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