Health and Safety Policy Statement

Health and Safety at Work etc Act 1974

This is the Health and Safety Policy Statement of

Feature Creep Ltd

(name of company)

Our statement of general policy is:

· To provide adequate control of the health and safety risks arising from our work activities

· To consult with our employees on matters affecting their health and safety

· To provide and maintain safe plant and equipment

· To ensure safe handling and use of substances

· To provide information, instruction and supervision for employees

· To ensure all employees are competent to do their tasks, and to give them adequate training

· To prevent accidents and cases of work-related ill health

· To maintain safe and healthy working conditions

· To provide an annual eye test 

· To review and revise this policy as necessary at regular intervals

This policy applies to employees at all levels
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_____________________________________________________

Date                   14th July 2008          
Review Date      14th July 2009   

Responsibilities

Health & Safety at work is everyone’s responsibility and safety should be a priority for everyone in the organisation.

It is the responsibility of all employees to ensure they are familiar with the contents of this policy and observe high standards of health and safety at work.  It is also the responsibility of all employees to ensure that our working environment is free from health and safety hazards, removing these where possible or reporting them to the Health & Safety Officer.

In particular, Article 8 and 9 of the Health & Safety at Work Order (NI) 1978 requires that you must not interfere with, or misuse anything provided by Feature Creep Ltd in the interests of health and safety. You must also co-operate with your employer in managing safety at work and report all health and safety concerns to an appropriate person (as detailed in the policy statement)
Overall and final responsibility for health and safety is that of:

Joe Soap
Day-to-day responsibility for ensuring this policy is put into practice is delegated to:

Jack Smith
To ensure health and safety standards are maintained/improved, the following people have responsibility in the following areas:

	Name
	Responsibility

	Freda Bloggs

	Hardware including electrical safety and soldering

	Paul Moorhead

	Fire safety equipment and escape routes

	
	


Health and safety risks arising from our working activities

· Risk assessments will be undertaken by: Paul Moorhead
· The findings of the risk assessments will be reported to: Joe Soap
· Assessments will be reviewed every: 12 Months
or when the work activity changes, whichever is soonest.

Consultation with employees

Consultation with employees is provided by: Joe Soap
Safe plant and equipment

· Freda Bloggs will be responsible for identifying all equipment / plant needing maintenance.

· Any problems found with plant / equipment should be reported to Freda Bloggs
· Freda Bloggs will check that new plant and equipment meets health and safety standards before it is purchased.

Safe handling and use of substances

· Freda Bloggs will be responsible for identifying all substances which need a COSHH assessment.
· Freda Bloggs will be responsible for undertaking COSHH assessments.

· Freda Bloggs will be responsible for ensuring that all relevant employees are informed about the COSHH assessments.

· Assessments will be reviewed every 12 months or when the work activity changes, whichever is soonest.

Information, instruction and supervision

· The Health and Safety Law poster is displayed in the Kitchen
· Health and safety advice is available from Joe Soap
· Supervision of young workers/trainees will be arranged / undertaken / monitored by their appointed supervisor
Competency for tasks and training

· Induction training on this policy, evacuation and any other safety procedures will be provided for all employees by Paul Moorhead
· Job specific training will be provided by the appointed supervisor
· Training records are kept at/by Paul Moorhead
· Training will be identified, arranged and monitored by Paul Moorhead
Accidents, first aid and work-related ill health

· The first aid box(es) is / are kept in the kitchen
· The appointed person(s ) / first aider(s) is / are

· Paul Moorhead
· tbd

· All accidents and cases of work-related ill health are to be recorded in the accident book.  The book is kept at reception.
· Paul Moorhead is responsible for reporting accidents, diseases and dangerous occurrences to the Health & Safety Executives to comply with the Reporting of Injuries and Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR).

· To work toward the prevention of recurrence Joe Soap will investigate all incidents where external reporting under the RIDDOR Regulations is required.

· Other not reportable incidents may be investigated as such a report must be completed as soon as possible after any accident/incident or near miss by the member of staff present or the to whom the accident was first reported.

Monitoring

· To check our working conditions, and ensure our safe working practices are being followed, we will make health and safety a standing agenda item at all board meetings, and the weekly team meetings.
· Joe Soap is responsible for investigating accidents.

Emergency procedures – fire and evacuation

· Joe Soap is responsible for ensuring the fire risk assessment is undertaken and implemented.

· Escape routes are checked by Paul Moorhead every week
· Fire extinguishers are maintained and checked by the landlord every 12 months. Paul Moorhead will monitor the equipment provided within the Feature Creep unit.
· Alarms are tested by the landlord every twelve months.
· Emergency evacuation will be tested by the landlord every twelve months.
DISPLAY SCREEN EQUIPMENT

The Health & Safety (Display Screen Equipment) regulations came into force on 1st January 1993.  The regulations state that “habitual users” of display screen equipment/VDUs are covered by this legislation.  A person is defined as a habitual user if they spend a significant portion of their working day using a VDU  and also covers the design of an employee’s workstation.

Feature Creep Ltd has a duty to ensure factors such as lighting, positioning of workstation elements and basic equipment are consistent with current legislation. Please read and follow the advice in the Workstation Guidance document. An assessment of your workstation will be carried out shortly after you commence work with Feature Creep and all practicable steps to address any issues will be carried out.
MANUAL HANDLING

Normally employees will not be required to undertake significant amounts of lifting or carrying.  If you are required to lift you should;

· Where possible use a trolley or other lifting equipment.

· You must be shown how to lift and carry items correctly before you attempt to do so.

· Only lift what you can easily manage.

· Get help if you think it is too heavy or awkward to manage on your own.

· Make sure you can see where you are going particularly if handling a load with another person.

ELETRICAL EQUIPMENT

All electrical equipment will be subject to Portable Appliance Testing including visual inspection, checking for appropriate fuse, earth bonding and insulation resistance tests where appropriate. Employees wishing to personal electrical items at work must submit them to the same testing.  The PAT intervals will be:
	Equipment including cable
	Testing
	Visual Inspection
	Full testing

	Battery operated
	None
	n/a
	n/a

	Low voltage e.g. phones
	None
	n/a
	n/a

	IT – computers, vdus etc
	Yes
	3 years
	None if double-insulated otherwise 3 years

	Photocopiers, Fax machines
	Yes
	3 years
	None if double-insulated otherwise 3 years

	Double insulated equipment e.g. fans, table lamps, projectors
	Yes
	3 years
	None

	Earthed equipment (Class 1) such as kettles, microwave ovens, toasters, grills
	Yes
	1 year
	1 year


When working with electrical equipment always ensure that you;

· Have been trained and authorized to use it where appropriate

· Examine outer casting and cabling to ensure there are no cracks, cuts or breaks in the cable.

· Follow instructions carefully.

· Switch it off at the mains before connecting or disconnecting the appliance.

· Do not use damaged or faulty equipment and report this to management.

GENERAL HEALTH & HYGIENCE

· Feature Creep Ltd expect a good general standard of hygiene amongst staff

· Always wear Personal Protective Equipment when tasks require it or when directed to do so by a supervisor in charge of the location/equipment.

· Always follow instructions provided.

Some important Health & Safety Rules

Feature Creep Ltd operates a no smoking policy.

Don’t block fire exits – inside or outside.

Watch out for loose carpeting or tiles.

Wipe up spills.

Wear appropriate shoes.

Chairs – keep all the legs on the floor!

Leads – beware of telephone, computer and electrical leads lying across the floor.

Stairways – use handrails.

Lights – report any dusty or out of order lights promptly.

Work in accordance with the advice you are given.

When Feature Creep Ltd employees are on clients sites or premises they must comply in full and at all times with the Health and Safety Policy of the client. 

Feature Creep Ltd takes Health & Safety seriously and expect that you will too.  By following the advice and guidance laid out in this policy you will be helping to make the environment safer for everyone.  Failure to comply with good health & safety practice may result in disciplinary action being taken against you.

This policy forms part of your Terms and Conditions of employment. There may be times when this needs to change, for example when the law changes.  If this is the case these changes will be communicated to you.
Reference – Disciplinary Policy & Procedure

Reference - Manual Handling Guidelines

Reference – Workstation Guidelines

Reference – Workstation Assessment

Appendix A – Electrical Safety Inspection

[image: image2.emf]


What can go wrong?
The leads and plugs, or sometimes the equipment itself, can become damaged. This may result in an electric shock. Electric shocks can kill. Damaged equipment can also cause fires.

How can I tell if it is damaged?

By looking! This is the most important maintenance precaution. Around 95% of faults or damage can be found just by looking (visual inspection).

First, identify your equipment and where and how it is used. The things you are looking for on the equipment, the cable and plug (after disconnecting it) are signs of:

· damage, e.g. cuts, abrasion (apart from light scuffing) to the cable covering;

· damage to the plug, e.g. the casing is cracked or the pins are bent;

· non-standard joints including taped joints in the cable;

· the outer covering (sheath) of the cable not being gripped where it enters the plug or the equipment. Look to see if the coloured insulation of the internal wires is showing;

· equipment that has been used in conditions where it is not suitable, e.g. a wet or dusty workplace;     

· damage to the outer cover of the equipment or obvious loose parts or screws; and

· overheating (burn marks or staining).
In addition, formal inspection could include removal of the plug cover and checking that

· a fuse is being used (i.e. it is a proper fuse not a piece of wire, a nail etc)

· the fuse is of the correct rating

· 4 the cord grip is holding the outer part (sheath) of the cable tightly;

·  the wires, including the earth where fitted, are attached to the correct terminals (see diagram above);

· no bare wire is visible other than at the terminals;

· the terminal screws are tight; and

· there is no sign of internal damage, overheating or entry of liquid, dust or dirt.

This does not apply to moulded plugs where only the fuse can be checked.

Most of these checks also apply to extension leads and their plugs and sockets.

Appendix B – Weekly Safety Checks

	Date:
	
	
	

	Check
	Result
	Action
	Signature

	Fire extinguishers in correct location and inspection not expired
	
	
	

	Fire exits clear of blockages and hazards
	
	
	

	Office free of tripping hazards
	
	
	

	Office free of waste material 
	
	
	

	H&S Policy and insurance displayed in kitchen
	
	
	

	First aid kit in kitchen and fully stocked

Fire blanket in kitchen

Any new employees trained on health and safety
	
	
	

	Fire doors opening and closing fully
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	Office free of tripping hazards
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	First aid kit in kitchen and fully stocked
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Any new employees trained on health and safety
	
	
	

	Fire doors opening and closing fully
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	Result
	Action
	Signature
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	Office free of tripping hazards
	
	
	

	Office free of waste material 
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	First aid kit in kitchen and fully stocked

Fire blanket in kitchen

Any new employees trained on health and safety
	
	
	

	Fire doors opening and closing fully
	
	
	


