Health and safety

Company and employee responsibilities - what the laws says

Health and safety policy

The promotion of health and safety measures is regarded as a mutual objective of management and employees at all levels.

It is therefore company policy to do all that is reasonably practicable to prevent personal injury and damage to property, and to protect everyone from foreseeable work hazards that may result in fires, security losses and illness. This also applies to visitors, consultants and members of the public insofar as they come into contact with the company or its products.

In particular, the company has a responsibility to:

· Provide and maintain safe and healthy working conditions, taking account of any statutory requirements

· Provide training and instruction to enable employees to perform their work safely and efficiently

· Maintain a constant and continuing interest in health and safety matters applicable to the company’s activities, and for its management to set an example in safe behaviour

· Consult with employees’ safety representatives on health and safety arrangements

Employees must co-operate with management in carrying out their statutory duties with the object of raising and maintaining a high standard of health, safety and environmental protection: 

· By working safely and efficiently

· By using any protective equipment provided and by meeting statutory obligations

· By reporting incidents that have led, or may lead to injury or damage

· By adhering to company procedures for securing a safe workplace

· By assisting in the investigation of accidents, with the objective of introducing measures to prevent a recurrence

· By compliance with national, local and company regulations regarding environmental protection measures in order to ensure that the impact of company operation on the natural environment is minimised

Our approach

Health at work

Our people are our most important asset, delivering outstanding service to our clients every day and driving our business success. We have to ensure that our workplace and environment are as healthy and as safe as possible and that nothing we ask our people to do will put their health at risk. We should also be encouraging our staff to take responsibility for their own good health.

We will achieve this through our health at work policy by:

· Adopting effective systems for identification, reporting and monitoring of all work related health issues

· Implementing specific training information on appropriate issues to enable our employees to take responsibility for their own safe working practices

· Implementing health and safety representative training for each company

· Taking into account specific health related issues that occur in our business to ensure: 


· the design, purchase and maintenance of workstations, equipment and fittings are ergonomically sound and create a healthy work environment

· the methods and work practices used to carry out tasks, including appropriate timing of shifts and breaks, pay due regard to potential ill health

· that protective measures are introduced to protect employees and customers from actual risk to health from infectious diseases

· the effective provision of first aid and emergency treatment to employees and clients is delivered by trained and competent first aiders

· the company’s operational methods will not prejudice the health of any employee

· that where necessary and appropriate, re-deployment/rehabilitation of employees is implemented

By implementing, being advised and carrying out the above, the company fulfils its responsibilities for employees’ health by promoting their physical, mental and social well being and providing safe and healthy workplaces, products and services.  

Display Screen Equipment - what the law says

The Health and Safety (Display Screen Equipment) Regulations, 1992, place on the employer the duty to ensure that daily work on display screen equipment is periodically interrupted by breaks or changes of activity that will reduce an individual’s workload on that equipment.

They do not stipulate what form or length these breaks should take, but generally advise that these jobs are designed to consist of a mix of screen-based and non screen-based work to prevent fatigue and to vary visual and mental demands.

Under no circumstances may an individual be forced to undergo a test against their will. 

The Employer has a duty to provide users with the following:

· Adequate information about all aspects of health and safety relating to their workstations

· Information on measures taken regarding analysis of workstations and assessment of risk

· Information regarding health and safety training in the case of modifications of the workstation

· Eye tests

Our approach

As part of our health and safety policy we want to safeguard all our people who spend a large proportion of their normal work time using a computer terminal.

We will always ensure that the equipment used meets the Health and Safety (Display Screen Equipment) Regulations of 1992 and commit to the following: 

· Provide workstations that meet the regulations’ standards

· Examine users’ display screen equipment and workstations to assess any health and safety risks

· Ensure appropriate modifications to equipment are carried out to reduce any health and safety risks that have been identified

· Ensure that users are made aware of identified health and safety risks and the preventative action take by the company

· Allow users to request a screen user eye test

· Ensure that users’ work on VDUs is periodically interrupted by short, frequent breaks

Definition of display screen equipment

Includes all computer terminals and personal computers and similar display such as microfiche readers.

Does not include television or video screens, calculators or portable computers used for short periods.

Definition of users

Any employee (or agency temp) who uses/will use display screen equipment for continuous periods of more than one hour, and who, in a normal working day, will operate the equipment for a cumulative period of more than three hours  

Time-off for tests

Employees are expected to attend eye tests and subsequent visits to the optician in their own time. Where this is impractical, paid time off will be given following discussion with the appropriate line manager.

Risk assessment

Display screen equipment and workstation assessments will be carried out largely on a generic basis, and reviewed whenever there has been a significant change to the circumstances/conditions to which they relate.

Training and information

Training and information will be provided on an on-going basis, which will be formally documented and will cover the following: -

· Use of the workstation

· Use of the display screen equipment and its software

· The measures that have been taken to prevent health and safety problems

First aid - what the laws says

We are required to provide sufficient numbers of qualified first aiders. In workplaces of low risk, a ratio of 50 or less to one first aider is adequate, and our level of first aid cover in all areas is based on this ratio.

Our approach

Our aim is to ensure that <Company Name> fulfils its responsibility through compliance with First Aid at Work Regulations 1981, in the provision of first aid emergency treatment to staff, clients and visitors delivered by trained and competent first aiders.

To achieve this we will:

· Select and recruit suitable employees to be trained as first aiders, in adequate numbers to cover all the company workplaces and operational hours

· Provide approved training in order for all <Company Name> first aiders to gain the First Aid at Work Certificate or other appropriate certification

· Provide adequate administration of training programmes to ensure certification/ training is continuously updated

· Provide additional training, information and guidelines for company qualified first aiders, relating to the specific risks occurring in our business and in line with occupational health standards

· Provide, through an effective system of ordering, high quality first aid equipment and supplies in adequate amounts, required to carry out first aid emergency treatment

· Ensure that our trained first aiders are properly protected from the risk of infection and fully indemnified

· Establish a process of review, evaluation and auditing of all first aid provision, to ensure that the systems and practices are kept up-to-date and costs controlled
Smoking at work

Our approach

Our aim is to provide a safe and healthy working environment for our people. The legislation that underpins our policy is the Workplace (Health, Safety and Welfare) Regulations 1992, which applies to all workplaces with effect from 1996. This is written to protect non-smokers.

We recognise the right of non-smokers to be protected from the smoke of those who do smoke, therefore smoking is not permitted on site. We feel that a smoke free working environment is more comfortable for everyone.

In some managed sites there are nominated smoking areas; those who choose to smoke here or outside our premises must make up this time.

Smoking in any unauthorised part of the building will be treated as a serious breach of company discipline and smoking in a high risk area (for safety reasons) will be considered grounds for dismissal.

Substance abuse - what the law says
All employers have statutory and common law obligations in relation to the safety of their employees and premises, particularly under health and safety and employment legislation. In the public sector, safety obligations towards the general public are a crucial consideration. Where managers or employees know or cover up for an employee with a drug or alcohol problem they may be contributing to breaches of their employer’s legal obligations. This sort of collusion also raises questions of personal liability under the Health and Safety at Work Act 1974.

Misuse of Drugs Act 1986

Under the Misuse of Drugs Act 1986 it is illegal to either produce, supply or be in possession of illicit drugs.

Our approach

As a large employer, the impact of drugs and alcohol misuse within our company can have major repercussions on our employees and business needs. Not only do we have an obligation for the welfare, health and safety of employees, the impact can lead to financial losses and also put the company in danger of breaking the law. Our aim is to provide guidelines for our managers to cover the following:

· To identify employees whose performance is impaired by drugs/alcohol and to resolve any problems that may arise

· To encourage an employee with a drugs/alcohol related problem to come forward and seek help

· To make employees aware that to use, possess, consume, store or sell illicit drugs on company premises, or to come to work having taken such drugs or suspected of being under the influence of drugs, could result in disciplinary action which may lead to gross misconduct and lead to dismissal

· To provide information and education on sensible drinking and effects of harmful drugs

· To provide guidelines for managers who have responsibilities for implementing the policy

· To provide a safer environment for customers and employees by reducing the possible impact on safety caused by impaired staff

Changes in policy

<Company Name> reserves the right to change or cancel the provisions of this policy, with or without notice, as the needs of the Company dictate and, in any event, the policy will be regularly reviewed.
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