Health and Safety Policy TEMPLATE
 
1. Who is covered by this policy? 
 
All staff, beneficiaries and stakeholders at [Organisation Name]
 
2. What is covered in this policy? 
 
This policy covers: 
 
· [Organisation Name] policy statement 
· Roles and responsibilities for health and safety 
· Hazards, risks, incident reporting and training 
· Working environment procedures 
 
3. [Organisation Name] statement of intent 
 
Through the way we work and behave, all our people and stakeholders will be protected from risks of occupational injury or ill health. 
 
4. The Policy 
 
[Organisation Name] is committed to ensuring that health and safety at work is paramount and encompasses all staff and any other people who may be affected by our work activities. Adequate resources will be provided to ensure all staff, beneficiaries and stakeholders are aware of this policy and committed to its effective implementation. 
 
We will comply with the requirements of health and safety legislation. 
 
All [Organisation Name] staff, beneficiaries and stakeholders have an awareness and understanding of health and safety hazards and risks that affect our business. 
 
5. Communication and consultation 
 
There will be active and open communication and consultation with all staff and stakeholders. Health and safety will be integrated into our communications, wherever appropriate.   
 
Roles and responsibilities for health and safety will be defined, as necessary, within job descriptions or profiles. 
 
 
6. Management roles and responsibilities 
 
The Leadership Team will ensure that: 
 
· They demonstrate leadership in health and safety 
· They undertake tours (“walk the job”) to ensure that health and safety issues are identified, assessed and managed 
· Systems are in place and staff are empowered to raise health and safety concerns with management 
· Adequate resources are provided for health and safety. 

7. Hazard identification 
 
[Organisation Name] will identify workplace health and safety hazards. We will inform staff and stakeholders, as appropriate, of these workplace hazards. 
 
8. Risk assessment and management 
 
[Organisation Name] will assess the risks associated with health and safety hazards in the workplace. All staff will be informed of the health and safety hazards and risks that affect their work. We will take action to prevent, reduce or control risks to an acceptable level and reduce the potential for incidents and accidents. We will require our subcontractors and stakeholders to identify health and safety risks that may impact on our work activities. 
 
9. Health and safety training 
 
All [Organisation Name] staff will be adequately instructed and trained on the health and safety issues that affect them, and the safe working practices that should be followed.  We will ensure the health and safety competence of our stakeholders. 
 
10. Incident investigation 
 
[Organisation Name] will report and investigate accidents, incidents and near misses to drive improvement in our health and safety management. Any lessons learned from such events will be used to take corrective action to prevent recurrences. 
 
11. Measuring performance 
 
We will actively and openly review and report on our health and safety performance against published objectives and targets. Improvement plans will be developed to support the delivery of these objectives and targets. 
  
12. Health and safety management system 
 
We will implement management systems to ensure [Organisation Name]:
 
· Complies with health and safety legislation 
· Fulfils the requirements of BS8800 and OHSAS18001 
· Continually improves our health and safety performance. 
 
13. Work-related health 
 
[Organisation Name] will assess our occupational health risks. All staff will be informed of the occupational health risks that affect their work. We will take action to prevent, reduce or control occupational health risks to an acceptable level and reduce the potential for ill health, including assessing all our people’s fitness for work. Health surveillance will be conducted to satisfy health and safety legislation. 
 
14. Delivering [Organisation Name] policy 
 
Our policy will be delivered by: 
 
· Generating a culture that does not tolerate threats to health and safety 
· Ensuring the involvement of all our people, beneficiaries and stakeholders. 
 
 
15. Health & Safety and Working Environment Procedures 
 
Storage 
 
· Storage should be kept to an absolute minimum. 
· Any storage items should be placed in allocated areas and in a manner that does not create fire or health hazards. 
· Adequate planning for storage of deliveries should be made prior to the delivery. 
· Fire exits must be kept clear at all times. 
 
Deliveries  
 
· All deliveries should have the recipient’s and [Organisation Name] name clearly stated to enable the building reception to direct it to its correct destination. 
· Staff must take responsibility for their own parcels, envelopes, etc. 
 
 
Clear Floor Policy  
 
Floors must remain clear at all times; individuals are responsible for the area around their desks.  All items in an individual’s floor space, regardless of who left them there, are the responsibility of the individual. This includes files, paper, plates, storage boxes, etc.   
 
Clear Desk Policy  
 
Desks should be kept as free of paper and clutter as possible. This helps to create a better working environment. 
 
16. Working with Display Screen Equipment (DSE) 
 
· Staff working with DSE should follow the recommended Health and Safety guidance which is detailed in the Staff Handbook. [Organisation Name] has a responsibility to provide adequate working equipment and training on the use of DSE in order to minimise any potential negative impact on the health and safety of staff. 
· Staff using DSE for long periods on a daily basis should have an annual eye test. [Organisation Name] will pay £15 towards the cost of the eye test and £50 towards the cost of spectacles or contact lenses.   
 
17. All staff should note: 
 
· It is an offence to reveal entry or door code to unauthorised persons within or outside the organisation. 
· It is an offence to lend office keys to unauthorised persons. 
· All staff leaving [Organisation Name] employment should return their keys to their line manager. 
· Anyone opening a window should personally ensure that it is closed again at the end of the day. 
· It is the responsibility of the person/persons leaving the premises to ensure no visitors are left inside, lights are turned off, and the entrances are securely locked. 
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