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HEALTH & SAFETY POLICY 

Our Commitment 
Active Lancashire is committed to ensuring the health, safety and welfare of its employees and it will, so far as is reasonably practicable, establish procedures and systems necessary to implement this commitment and to comply with its statutory obligations on health and safety. It is the responsibility of each employee to familiarise themselves and comply with Active Lancashire’s procedures and systems on health and safety in accordance with the requirements of the Health and Safety at Work Act 1974.

Whilst Active Lancashire will take all reasonable steps to ensure the health and safety of its employees, health and safety at work is also the responsibility of the employees themselves. It is the duty of each employee to take reasonable care of their own and other people’s health, safety and welfare and to report any situation that may pose a serious or imminent threat to the wellbeing of themselves or any other person.
Objectives
Active Lancashire will pay particular attention to:

1. Maintaining the workplace in a safe condition and providing adequate facilities and arrangements for welfare at work.
2. Providing a safe means of access to and egress from the workplace.
3. The provision of such information, instructions, training and supervision as is necessary to ensure the health and safety at work of its employees and other persons.

Duty of Care

At Active Lancashire, we recognise that all staff have a duty to ensure the health and safety of all individuals who visit our office or Hubs. This commitment extends to contractors, temporary workers, and members of the public who may be impacted by our operations.

We believe that safeguarding against risk is a collective responsibility. To this end we must collectively contribute to a safe environment for all staff, volunteers, participants, partners, and stakeholders by adhering to our health and safety policy and challenging any behaviour that contradicts these guidelines. 





Monitoring & Review

Active Lancashire’s Health & Safety Policy is not to be regarded as exclusive or exhaustive. It will be reviewed on an annual basis by members of the Welfare & Inclusion Group to ensure its continued effectiveness and alignment with legislative requirements and industry best practices. Through consultation with staff, volunteers, partners and stakeholders, any updates or improvements will be implemented promptly and the organisation will monitor this implementation to ensure compliance. 

Roles & Responsibilities 

The Executive Leadership Team (ELT) of Active Lancashire has overall responsibility for health and safety. The Welfare & Inclusion Group (WIL) has responsibility for overseeing, implementing and monitoring health and safety procedures and for reporting back to the HR & Remuneration Committee (a sub-committee of the Active Lancashire Board) on health and safety matters. The Welfare & Inclusion Group will also conduct regular inspections of the workplace, maintain and appropriately store safety records and investigate and report on accidents at work. 
The designated Health & Safety Representatives for each of the Hubs and central office will be responsible for supporting team members in raising concerns or reporting accidents through the Accident Report form (or in the event of a volunteer having a concern, raising that concern with them). While this does not involve investigating concerns themselves, the role may include directing individuals to the correct Accident Report form and providing guidance on how to complete it.
All employees are responsible for adhering to this policy, participating in safety training, reporting hazards or incidents, and contributing to the overall safety culture of the company.

Implementation
AL Safety Expectations
· all employees should be aware of and adhere to Active Lancashire’s rules and procedures on health and safety
· all employees must immediately report any unsafe working practices or conditions to their line manager, their health and safety representative or to the Compliance Group.
· unsafe behaviour, running in the workplace, misuse of equipment or any other acts which might jeopardise the health and safety of any other person are forbidden
· any person whose levels of alertness are reduced due to illness or fatigue will not be allowed to work if this might jeopardise the health and safety of any person
· employees must not adjust, move or otherwise tamper with any electrical equipment or machinery in a manner not within the scope of their job duties




· all waste materials must be disposed of carefully in the receptacles provided and in such a way that they do not constitute a hazard to other workers
· no employee should undertake a job which appears to be unsafe
· no employee should undertake a job until they have received adequate safety instruction and they are authorised to carry out the task
· all injuries must be reported via the Accident Report Form on the staff intranet 
· all materials must be properly and safely used and when not in use properly and safely secured
· suitable clothing and footwear must be worn at all times
· work stations and work sites must be kept clean and tidy, and any spillage must be cleaned up immediately
· employees should use handrails when going up and down stairs, should never read while walking, must close filing cabinet drawers when not in use and must keep all floor areas free of obstruction

Incident/Issue Reporting 
All injuries, however small, sustained by a person at work must be reported to their line manager, Health & Safety Representative or the Welfare & Inclusion Group and recorded in via the Accident Reporting Form. Accident records are crucial to the effective monitoring of health and safety procedures and must therefore be accurate and comprehensive. The Welfare & Inclusion Group will inspect the accident log on a regular basis and all accidents will be investigated and a report prepared, with any necessary action being taken to prevent a recurrence of the problem.

If a member of staff identifies a risk to the health and safety of themselves or others, initially and if safe to do so, they should attempt to reduce or eliminate the risk. If this is not possible or safe to do, then they should immediately report the risk to their line manager. 
Disciplinary

Wilful breaches in relation to health and safety and/or welfare instructions will be dealt with as a disciplinary matter. 


Induction & Training

Training is a cornerstone of a successful health and safety programme. To ensure that all employees can perform their duties safely, it is crucial to provide comprehensive training on safe working practices and procedures as part of their onboarding process. This training will encompass job-specific instructions, such as the proper use of any equipment provided.
To uphold health and safety standards across the organisation, designated team members will receive specialised training such as Health & Safety in the Workplace. This will enable them to contribute effectively to maintaining a safe working environment for all.
Prior to delivering activities with a higher risk of injury, staff members will be required to complete First Aid training. This ensures that they are prepared to respond promptly and appropriately to any potential incidents, enhancing the overall safety of participants during these sessions.

Employees at special/increased risk

Active Lancashire recognises that some workers may from time to time be at increased risk of injury or ill-health resulting from work activities. Active Lancashire therefore requires that all employees advise their line manager if they become aware of any change in their personal circumstances which could result in their being at increased risk. This could include medical conditions, permanent or temporary disability, taking medication and pregnancy.

First Aid
All Active Lancashire sites are equipped with a First Aid kit. Additionally, staff members delivering activities will have a First Aid kit readily available.
To ensure proper use of the First Aid equipment, staff members will receive appropriate training, which will be refreshed as needed. This commitment to training will guarantee that our employees are prepared to handle various situations that may require First Aid assistance.
All employees will be informed of the nearest First Aid kit's location and provided with the names of designated first aid personnel. This information will also be displayed on workplace notice boards for easy reference. Furthermore, each site should have information posted that highlights the location of the nearest defibrillation machine, enhancing our overall preparedness in case of emergencies.

Working Environment & Equipment 
Active Lancashire is committed to ensuring that all staff and volunteers are provided with the necessary tools and resources to perform their duties effectively. We prioritise the creation of a work environment that is conducive to productivity and safety, enabling our team members to carry out their responsibilities successfully. By investing in proper equipment and maintaining well-organised, functional workspaces, we aim to foster an atmosphere that promotes efficiency and satisfaction among our staff and volunteers. Where an issue with the environment or equipment has been identified, the relevant member of staff should be notified; this may include IT, line managers and/or the Health & Safety Representatives.

Access
· walkways and passageways must be kept clear and free from obstructions at all times
· if a walkway or passageway becomes wet it should be clearly marked with warning signs and any liquid spilt on the floor should be wiped up immediately
· trailing cables should not be left in any passageway
· where objects are stored in or around a passageway, care must be taken to ensure that no long or sharp edges jut out into the passageway
· where a passageway is being used by vehicles or other moving machinery, an alternative route should be used by pedestrians where possible. If no alternative route is available, the area must be clearly marked with warning signs.

Tools and equipment
· Company machinery, tools and equipment are only to be used by qualified and authorised personnel

· it is the responsibility of all employees to ensure that any tools or equipment they use are in a good and safe condition. Any tools or equipment which are defective must be reported to a line manager or to the Compliance Group
· all tools must be properly and safely stored when not in use
· no tool should be used without the manufacturer’s recommended shields, guards or attachments
· approved personal protective equipment must be properly used where appropriate
· persons using machine tools must not wear clothing, jewellery or long hair in such a way as might pose a risk to their own or anyone else’s safety
· employees are prohibited from using any tool or piece of equipment for any purpose other than its intended purpose


Manual Handling

· lifting and moving of objects should always be done by mechanical devices rather than manual handling wherever reasonably practicable. The equipment used should be appropriate for the task at hand
· the load to be lifted or moved must be inspected for sharp edges and wet patches
· when lifting or moving a load with sharp or splintered edges, gloves must be worn
· the route over which the load is to be lifted should be inspected to ensure it is free of obstructions
· employees should not attempt to lift or move a load which is too heavy to manage comfortably. Employees should ask for assistance if there is any danger of strain
· when lifting an object off the ground, employees should assume a squatting position, keeping the back straight. The load should be lifted by straightening the knees, not the back
· employees should not attempt to obtain items from shelves which are beyond their reach. A ladder or stepping stool should be used. Employees should not use chairs or any makeshift device for climbing and should never climb up the shelves themselves.

Fire Safety

Fire is a significant risk within the workplace. All employees have a duty to conduct their operations in such a way as to minimise the risk of fire and they have a duty to report immediately any fire, smoke or potential fire hazards, such as faulty electric cable or loose connections. Employees should never attempt to repair or interfere with electrical equipment or wiring themselves. 

Smoke detectors and manually operated fire alarms are located at strategic points throughout the workplace. If a smoke detector sounds or fire is discovered, it is the responsibility of any employee present to activate the alarm and evacuate the building. Fire extinguishers are also located at strategic points throughout the workplace. Employees are expected to tackle a fire themselves only if it would pose no threat to their personal safety to do so. If the situation is dangerous or potentially dangerous, the employee should activate the fire alarm and evacuate the building immediately.

Fire doors designed to slow the spread of fire and smoke throughout the workplace have been installed at strategic points. Fire doors are designed to close automatically after opening and must never be blocked or wedged open. Fire exits are also located at strategic points throughout the workplace. Fire exit doors and corridors must never be locked, blocked or used as storage space. All employees must ensure they are familiar with their evacuation route and designated assembly point in case of fire. Practice fire drills will be conducted on a regular basis to ensure employee familiarity with emergency evacuation procedures.

Emergency lighting has been installed in exit corridors and above emergency exit doors in case of power failure. Lifts also have emergency lighting installed although they should not be used in the case of an emergency evacuation.

It is Company Policy to prevent the outbreak of fire on our premises, so far as reasonably practicable and to put in place measures to protect our staff and visitors in the unlikely event of a fire.

All of our Board members, managers and employees have responsibilities for assisting us in our aims
We will achieve our policy by:
· arranging for a competent fire safety risk assessor to conduct a risk assessment of the premises and review that assessment periodically
· implementing the recommended fire safety measures arising from the assessment
· ensuring that all exits and emergency routes are kept clear at all times. These routes will be properly signed, adequately lit and fitted with the relevant standard of fire doors
· ensuring that the premises have appropriate fire-fighting equipment, detectors, alarms and emergency lighting
· writing and circulating fire safety arrangements incorporating responsibilities for fire safety matters
· instigating a mechanism for the reporting of defects concerning fire equipment or electrical equipment and ensuring that, where necessary, equipment is taken out of use and alternative arrangements are made as appropriate
· arranging for the testing and maintenance of fire safety, electrical and gas installations and equipment
· ensuring that building alterations and other contract works are properly managed to minimise the fire risk and avoid damage to structural fire protection
· ensuring that managers and employees are provided with appropriate information and instruction regarding the fire prevention measures and the emergency procedures, including any instruction required in order for them to carry out their particular role
· keeping staff informed of any changes that are made to our fire safety procedures and fire safety risk assessment
· ensuring that all visitors to our premises are briefed on the evacuation procedure and supervised by a member of staff at all times  
· undertaking ongoing monitoring of the fire safety arrangements.

This policy and the associated fire safety documentation will be reviewed at least annually and sooner if there are changes in the matters to which it relates.

Duties of all staff
All employees have a duty to take reasonable steps to ensure that they do not place themselves or others at risk of harm. They are also expected to co-operate fully with us in complying with any fire procedures that we may introduce to protect the safety and well-being of our staff and visitors. All employees have a responsibility to make sure they are familiar with the layout of the building, noting where fire exits are and where they lead. They must also ensure the correct use of fire doors, that all fire exits and evacuation routes are clear at all times and that no combustible or flammable materials are stored in corridors or on stairs.

This Policy forms part of all employees’ conditions of employment. Failure to comply with it may be treated as a disciplinary matter.

Regulations

A comprehensive health and safety policy should consider various regulations to ensure compliance and maintain a safe working environment. Some of the key regulations to consider include:
1. The Health and Safety at Work Act 1974: This is the primary legislation that covers occupational health and safety in the UK, setting out the general duties employers have towards employees and members of the public.
2. Management of Health and Safety at Work Regulations 1999: These regulations require employers to carry out risk assessments, make arrangements to implement necessary measures, appoint competent persons, and provide employees with information and training.
3. Workplace (Health, Safety and Welfare) Regulations 1992: These regulations cover a wide range of basic health, safety, and welfare issues, such as ventilation, temperature, lighting, cleanliness, and maintenance of the workplace.
4. Manual Handling Operations Regulations 1992: These regulations require employers to manage risks associated with manual handling tasks, such as lifting, carrying, and moving objects.
5. Personal Protective Equipment at Work Regulations 1992: These regulations govern the provision and use of personal protective equipment (PPE) in the workplace, ensuring that employees are adequately protected from potential hazards.
6. Display Screen Equipment Regulations 1992: These regulations aim to protect the health of workers who regularly use display screen equipment, such as computers, by setting out requirements for workstation assessments, breaks, and eye tests.
7. Provision and Use of Work Equipment Regulations 1998: These regulations require employers to ensure that work equipment is safe and maintained, and that employees receive appropriate training and information.
8. Control of Substances Hazardous to Health Regulations 2002 (COSHH): COSHH regulations set out a framework for controlling exposure to hazardous substances in the workplace, including risk assessments, prevention measures, and monitoring.
9. Reporting of Injuries, Diseases, and Dangerous Occurrences Regulations 2013 (RIDDOR): RIDDOR regulations outline the legal requirements for reporting accidents, injuries, and dangerous occurrences in the workplace.
10. Fire Safety Regulations: Depending on the jurisdiction, employers must comply with relevant fire safety regulations, such as the Fire Safety Order 2005 in England and Wales, or the Fire (Scotland) Act 2005 in Scotland.
Ensuring compliance with these regulations, as well as industry-specific regulations, is essential for maintaining a safe and healthy working environment and preventing workplace incidents.


Other Policies & Procedures

Active Lancashire have a number of other policies working alongside this Policy, which are available as part of the Employee Handbook, e.g. Hybrid Working Policy, Lone Working Policy etc. There is an expectation that staff and volunteers familiarise themselves with the relevant policies for their area of work. 

We also have a Fire Risk Assessment for each of our hubs, which is available on Bright HR.
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