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1. Our Commitment  

[The Organisation]  acknowledges and accepts its health and safety responsibilities to 

provide a safe and healthy working environment, as far as reasonably practicable, for all 

employees and other visitors to its premises. This is in accordance with the Health and 

Safety at Work Act 1974, the Fire Precautions (Workplace) Regulations 1997, the 

Management of Health and Safety at Work Regulations 1999, as well as other relevant 

legislation and common law duties of care.  

To achieve this, [The Organisation]  will implement adequate control of the health and 

safety risks associated with our work activities, ensure that all employees are competent 

to carry out their tasks, and provide them with appropriate training. We will also consult 

with our employees on ma tters affecting their health and safety, in order to prevent 

accidents and work - related ill health.  

2.  Purpose  

[The Organisation]  has developed this policy and procedures to clearly communicate our 

approach to health and safety, our responsibilities, and what we require from all staff. It 

sets out how we will provide and maintain a safe office environment and equipment and 

safe and healthy working conditions. We also offer information, instruction, and 

supervision for our employees and regularly review and revise this policy as best practice, 

including with our paid - for policy service.  

3.  Scope and Definitions  

Scope  

This policy and procedure apply to all staff, volunteers, trustees, paid contractors, and 

people working in the [The Organisation]  office.  

Definitions  

Terms such as “staff”, “workers”, and “employees” include both paid workers and unpaid 

volunteers for the purposes of this policy, to ensure the health and safety of all.  

RIDDOR  is the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations.  

COSHH  is the Control of Substances Hazardous to Health . 

4.  Policy Awareness and Communication  

[The Organisation]  will ensure that all staff and trustees have a good working knowledge 

of this policy and associated procedures. They will be invited and encouraged to ask for 

clarity and guidance on all aspects of this policy and related procedures.  

[The Organisation]  will endeavour to communicate and embed this policy through the 

following mechanisms:  

https://www.hse.gov.uk/riddor/
https://www.hse.gov.uk/coshh/
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• Staff and Trustee Induction Processes  

• Ensuring that all staff can easily access the Current Policies Folder and the 

Employee Handbook via SharePoint  

• Amendments to policy should be cascaded to all staff within one month of 

implementation by email from a member of the Management Team  

We encourage all staff members to share any concerns or suggestions about health and 

safety at the [The Organisation]  office or when working remotely. Feedback should be 

shared via email to the Operations Manager, or to the Chief Executive Officer in their 

absence.  

5.  Roles and Responsibilities  

5.1. Overall and final responsibility for health and safety  

[The Organisation] ’s Trustees are responsible for ensuring that the charity complies with 

all its legal obligations, however, they delegate overall and final responsibility for internal 

enforcement, implementation and oversight of health and safety to the Chief Executive 

Offi cer.  

5.2.  Day - to - day responsibility  

The Operations Manager has the day - to - day responsibility of ensuring this policy is 

implemented and that safety standards are maintained and improved and any incidents 

are investigated.  

All employees are required to:  

• Cooperate with managers on health and safety matters;  

• Not impede anything provided to safeguard their health and safety;  

• Take reasonable care of their own health and safety.  

5.3.  Health and safety enforcement  

All [The Organisation]  working locations, excluding personal homes, are subject to 

scrutiny by outside regulatory bodies. These include Bristol City Council's environmental 

health officers, who enforce health and safety and investigate some accidents 

reportable under RIDDOR.  

Where staff are regularly located in external venues, we expect the building operators to 

implement Health and Safety enforcement.  

5.4.  Health and safety risk assessments  

• Risk assessments relating to health and safety are the responsibility of the 

management team. Templates can be found on the Staff Information SharePoint.  

• The findings of the risk assessments will be reported to the Chief Executive Officer 

who may then report the information to the Board of Trustees.  
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• Action required to remove/control risks will be overseen by the appropriate 

member of the management team, and supported by the Operations Manager.  

• Assessments will be reviewed every twelve months, or when the work activity 

changes, whichever is soonest.  

5.5.  Appointed Person  

[The Organisation]  has its own First Aid Appointed People who are responsible for calling 

emergency services if a health and safety emergency should occur. A rota with additional 

information is kept on the wall by the office door. We also ensure that fire marshals are 

avail able in the office.  

6.  Employees’ Awareness of Procedures  

Employees are made aware of the following during induction, in meetings with line 

managers or the Operations Manager, and with information provided on our Staff 

Information SharePoint or physically visible in the main [The Organisation]  office:  

• That Health and Safety advice is available from the Operations Manager and 

their line manager  

• Fire evacuation and assembly procedures  

• The contents of the Health and Safety Law poster (in the kitchen area)  

• Location of the First Aid Kit and Accident Report Form  

• That they must report all incidents and hazards, including near misses, to their line 

manager and the Operations Manager via email.  

7. Competency for Tasks, Supervision and Training  

• The Operations Manager ensures that all new staff receive standard induction 

training which includes all health and safety policy and procedures.  

• Job - specific training is provided by an appropriate person. The member of staff’s 

line manager designates either an appropriate member of staff or an external 

consultant to provide the training.  

• Training is identified, arranged and monitored by the staff member’s line 

manager.  

• Supervision of inexperienced workers, trainees and/or volunteers is 

arranged/undertaken/monitored by their line manager or a person designated by 

their line manager.  

8.  Safe Office and Equipment  

The [The Organisation]  office is currently situated at [Address] . [XXX ] has responsibility 

for maintaining and ensuring that health and safety regulations are adhered to in the 

building.  

The Operations Manager  is responsible for the following on behalf of [The Organisation] : 



 

Health & Safety Policy  EXAMPLE  
Policy #  

 

• Identifying all equipment in need of maintenance.  

• Ensuring effective maintenance procedures are drawn up.  

• Ensuring that all identified maintenance is implemented.  

• Checking that new equipment meets health and safety standards before 

purchase.  

• Ensuring that there is an up - to - date list of equipment.  

Any problems found with equipment should be reported to the Operations Manager.  

All staff have a responsibility to ensure that the working conditions in the [The 

Organisation]  office are kept safe and free from hazards. Staff also have a responsibility 

to care for the health and safety of themselves and other staff. Due to the nature of 

work, all staff have a responsibility to ensure the health and safety of themselves and 

collaborators from partner organisations, or [The Organisation]  service users, when using 

community venues. Staff have a responsibility to ensure their personal safe ty including 

when travelling between venues.  

9.  Control of Substances Hazardous to Health (COSHH)  

Due to the nature of [The Organisation] ’s work, it is unlikely that COSHH will be a 

significant issue. However, the management team and the Operations Manager are 

responsible for ensuring that assessments are carried out and recorded where 

appropriate.  

10.  The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 

(RIDDOR)  

If someone has died or has been injured because of a work - related accident, this may 

have to be reported under the Reporting of Injuries, Diseases and Dangerous 

Occurrences Regulations (RIDDOR). Not all accidents need to be reported – a RIDDOR 

report is on ly required when:  

• the accident is work - related , and  

• it results in a reportable injury  

The Operations Manager is responsible for reporting accidents, diseases and dangerous 

occurrences to the enforcing authority.  

11. First Aid Box and Accident Report Form  

The First Aid box is in the kitchen area and the Operations Manager is responsible for 

ensuring it is kept stocked up. The Operations Manager will liaise with key partner 

organisations to ensure organisational understanding of First Aid facilities where ou r 

people are based on a regular basis. Staff should ensure they are aware of First Aid 

locations when working in other venues on an ad hoc basis.  

https://www.hse.gov.uk/riddor/key-definitions.htm#work-related
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The Accident Report Form is an online form which can be found here [link] . All accidents 

and cases of work - related ill health should be recorded using this link. The Operations 

Manager is responsible for reviewing any form submissions and ensuring that 

appropriate action is taken.  

12. Workstation Assessment and Reasonable Adjustments  

An online Workstation Assessment Form can be found  here [link].  

All employees should complete this form at the start of their employment, as well as if 

there are any significant changes to their working environment (e.g. if they start using a 

new model of desk or chair). It is also required that they complete this form  if they have 

any long - term health changes or start to experience discomfort. The Operations 

Manager is responsible for supporting staff to complete the form should they need 

assistance.  

[The Organisation]  will implement reasonable adjustments such as specially adapted 

office furniture if necessary. [The Organisation]  will support staff who are eligible to 

secure Access to Work funding for adaptations. Where staff work regularly from home 

due to reasonable adjustments, we will seek to ensure they have suitable equipment for 

doing so.  

If the help you need at work is not covered by the organisation making reasonable 

adjustments, you may be able to get help from Access to Work.  

13. DSE Equipment Usage and Eye Care  

The Health and Safety (Display Screen Equipment) Regulations 1992 (amended 2002) 

apply to all display screen equipment (DSE), such as computer screens.  

The main provisions are as follows:  

• Employers must carry out a risk assessment of workstations used by employees to 

reduce any identified risks.  

• Employers must ensure that employees take regular and adequate breaks from 

looking at their screens, whether working from home or in the office or community 

venues.  

• Employees are entitled to ask their employer to pay for yearly eye tests.  

Employers must provide their computer users with adequate health and safety training 

for any workstation they work at. This entails showing employees how to properly adjust 

their chairs and desks (if adjustable) and the correct way to sit and work at their  

workstations.  

If you are a regular DSE user, you must take regular breaks. For example, refocus the eyes 

looking away from the screen for thirty seconds every 10 minutes.  
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You are entitled to receive eye and eyesight tests to ensure that your standard of vision 

enables you to carry out your job function when using display screen equipment without 

strain or injury to your eyes. All employees who use DSE regularly are entitled  to a regular 

eye test as recommended by their optometrist. New employees are entitled to an eye 

test on confirmation of employment after their probationary period. If at any time a staff 

member experiences visual difficulties and has reason to believe tha t these may be 

caused by working with display screen equipment, they may request an eye test. All eye 

tests must be requested via their line manager.  

The full cost of DSE eye and eyesight tests will be met by [The Organisation]  provided 

that the testing has been arranged with the prior consent of the line manager. If you 

obtain a test independently without prior approval of [The Organisation] , even if the test 

specifically relates to display screen use, [The Organisation]  will not be responsible for the 

costs incurred. If it is found that you need spectacles specifically for display screen use, 

then [The Organisation]  will pay the first £50 towards any new glasses required.  

Please note , eye tests specifically for the use of display screen equipment should be 

carried out by an accredited optometrist as soon as is practicable after you have 

requested a test. These eye tests are available for new or existing employees who are to 

become use rs before they become users. Regular eye tests at intervals specified by the 

optometrist should be organised following the initial eye and eyesight test. Eye and 

eyesight tests are also provided for users experiencing visual difficulties. The co st of eye 

and eyesight tests for users and basic special corrective appliances for those who require 

them specifically for computer use will be paid for by [The Organisation] . We will pay for 

basic frames and corrective lenses as prescribed for VDU use. The results of your test will 

be discussed with you.  

14.  Fire Safety and Evacuation  

 [The Organisation]  is responsible for the fire safety of the [The Organisation]  office . 

The Fire Evacuation Plan can be found by the main office door. The plan should be 

reviewed annually by the Operations Manager.  

[The Organisation]  has a small team of Fire Marshals who are responsible for evacuating 

the [The Organisation]  office. The rota for which Fire Marshal is on duty can be found by 

the main office door.  

The Operations Manager is responsible for coordinating a fire risk assessment of the 

premises and reviewing this annually, as well as coordinating any resulting identified 

actions as required. The Operations Manager is responsible for ensuring that other 

community venues at which our staff work regularly are able to provide risk assessments 

for fire, and that risk assessments are done for community - based work and events.  



 

Health & Safety Policy  EXAMPLE  
Policy #  

 

15. Working Alone  

For health and safety details about working alone either in or away from the office, staff 

should see the Lone Working Policy.  

16. Record Keeping  

The Operations Manager keeps a record of:  

• The number of accidents/incidents, including those reported under RIDDOR  

• Sickness or illness as a result of psychological or physical injury at work  

• Risks identified through risk assessment  

• Number of improvement/prohibition notices (following inspection by the Local 

Council)  

• Number of insurance liability claims  

• The annual risk assessment and its recommendations are documented and stored 

in the relevant section of the electronic filing system.  

• A task list of the recommendations is created and stored in the same location on 

the electronic filing system; as the tasks are completed the list is updated to show 

the completion dates.  


