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CAREER CHOICES DEWIS GYRFA LTD


HEALTH & SAFETY POLICY

Introduction

In accordance with the provision of Section 2 (3) of the Health & Safety at Work Act and subsequent legislation, Careers Choices Dewis Gyrfa Ltd (CCDG) has prepared the following statement of its policy in respect of safeguarding the health and safety of all its employees, secondees, clients, contractors and others who may be affected by its activities.  The promotion of health and safety in the working environment is a joint objective of CCDG and its employees, and in this context, to encourage the active involvement of all parties.

This document should also be read in conjunction with other, more specific, Health and Safety Policies, Procedures Information Sheets, and other guidance as appropriate.
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GENERAL STATEMENT OF HEALTH AND SAFETY POLICY

It is the policy of Careers Choices Dewis Gyrfa Ltd (CCDG), so far as is reasonably practicable, but in accordance with the relevant legislation, statutory requirements, and good practice, to ensure the health and safety of employees, secondees, clients, contractors and others who may be affected by its activities.

This statement sets out the commitment of the Board and the Senior Management of CCDG in implementing this policy, provides leadership in health and safety and ensures that proper consideration and support are given to health and safety provisions, as appropriate.

CCDG will provide and maintain, in so far as is reasonably practicable, a safe and healthy working environment, particular attention will be paid to the provision of:

· Safe working conditions, equipment, systems of work and arrangements for the use, handling, storage and transport of articles and substances.
· Suitable and sufficient information, training, and supervision to enable all employees/ secondees to avoid hazards, to work safely and contribute positively to developing and maintaining a safe and healthy working environment.
· A safe place of work, safe access to it, egress from it and adequate welfare facilities.
· Arrangements for undertaking all necessary risk assessments.
· The prevention of injury and health impairment to all those affected by the activities of CCDG.
· The promotion of good practice in health and safety and the promotion of a health and safety culture across company regions.
· The continued improvement in overall health and safety performance.

In pursuance of these commitments, CCDG’s objectives are to:

· Integrate awareness of health and safety requirements into everyday working activities and managerial systems.
· Appropriately resource health and safety management and the implementation of this Policy Statement through the provision of adequate personnel, support, expert assistance, competent advice, time, and funding.
· Provide and maintain premises and equipment that are without significant risk to health, safety and welfare and consult with employee representatives on health, safety, and welfare matters.
· Identify significant hazards that may arise through company activities, assess the risks arising from these and institute effective control measures to eliminate, minimise or manage these risks.
· Provide Policies & Procedures and information on hazards and risks.
· Provide information, instruction, training, and supervision to ensure the health and safety of employees/secondees, Customers and others.
· Encourage employees/secondees to set good standards of health and safety. 
· Disseminate information, co-ordination of policy and practice and cooperation with other employers where employees/secondees and Customers share premises or facilities. 
· Disseminate relevant information, policy and practice and co-operation with employees of other employers and contractors who may be required to work on company premises.
· Keep all Health and Safety Policies and procedures under review so that important and relevant legislation, Codes of Practice, and appropriate guidance are considered. 

Signed ……………………………………….…… Date, Nikki Laurence Chief Executive

	.2.	ORGANISATION AND RESPONSIBILITY FOR HEALTH AND SAFETY

By means of this policy document, CCDG has established clear lines of responsibility for implementing its Health and Safety Policy.


2.1		Responsibilities of the Board of Directors

Corporate responsibility for the implementation of this Health and Safety Policy within CCDG lies with the Board of Directors.  The Board of Directors will ensure that all Board decisions reflect their health and safety intentions as articulated in the health and safety policy statement.  The Board recognise their role in engaging the active participation of all employees/secondees in improving health and safety systems, particularly those involving customers, and will ensure that it is kept informed of, and alerted to, relevant health and safety risk management issues.  The Board will also review health and safety performance annually and will ensure that the policy statement reflects current Board priorities.

2.3	Responsibilities of the Chief Executive

The Board will appoint the Chief Executive to be the “Health and Safety Director”, as recommended by the Health and Safety Executive.  The Health and Safety Director will ensure that all management systems include effective monitoring and reporting of health and safety performance and will ensure that the Board are kept aware of significant health and safety failures and results of investigations into their causes.  The Health & Safety Director will also address the health and safety implications of all Board decisions and will ensure that management of health and safety remains effective.  The Chief Executive will also exercise overall executive responsibility for health and safety delegated to the Director of Resources and Transformation.  

2.4	Responsibilities of Head of People Development

The Head of people Development will report directly to the Director of Resources and Transformation and will Chair CCDG People Matters Committee and Health and Safety Committee leading on matters relating to health and safety, ensuring that:
· measures for implementing CCDG’s policy are established and maintained. 
· a corporate health and safety strategy is produced.
· the health and safety policy, including responsibilities and arrangements is kept under review.
· Statutory Legislation and Codes of Practice affecting sphere of operations are complied with.
· adequate resources are provided to ensure that the above measures are met. 
· health and safety reports are submitted to the Board.

2.5	Responsibilities of The Senior Management Team

Each Senior Management Team will ensure that management understand and implement CCDG’s Health & Safety Policy, know their safety duties and follow the laid down procedures.  In practice, responsibility for the implementation of this Policy will be delegated to regional management teams who will bring the contents of the Policy to the attention of all employees/secondees.  The Senior Management Team will also be responsible for ensuring that management promote, maintain enthusiasm and interest in health and safety issues among all employees/secondees and that health & safety is an integral part of all company activities.



2.6	Responsibilities of the H&S /Estates Team Leader

· The H&S/Estates Team leader has the day-to-day responsibility for H&S in CCDG and will: make recommendations to the Head of People Development concerning priorities and the strategic direction for CCDG to achieve compliance with statutory obligations and continually improve its performance.
· advise on the preparation, implementation, and revision of an effective Health & Safety Policy.
· prepare and ensure the implementation of other health and safety policies and procedures to comply with legislation on health and safety. 
· keep up to date with legislation and best practices and interpret and act upon the implications for company policies and procedures.
· advise on effective systems for company-wide consultation with employees/secondees on health and safety.
· contribute to the Risk Management Strategy
· Establish and review health & safety training programmes for all employees.
· Present an annual report to the People Matters Committee. 


2.7	Responsibilities of the Regional H&S/Estates Coordinators

Responsibility for implementing the CCDG’s Health and Safety Policy will be delegated to each Regional H&S/Estates Coordinators who will be properly trained and suitably qualified to act as the appointed ′competent′ person regarding Regulation 7 of the Management of Health and Safety at Work Regulations 1999.

Each Regional H&S/Estates Coordinator will:
· establish and arrange an annual audit of each region’s organisation of health & safety and arrangements.
· undertake active monitoring to ensure that managers control the working environment and maintain safe working practices, including those of contractors.
· initiate investigations and periodical inspections of all premises and activities to determine whether the law is being complied with and whether the highest standards of health, safety, and welfare, which are reasonably practicable to attain, are being achieved.
· report accidents, dangerous occurrences, and diseases to the relevant enforcing authority as appropriate.
· introduce systems to avoid or reduce risks. 
· implement health & safety training programmes for all employees/secondees.
· monitor and record action taken to meet statutory requirements, relating to premises and statutory testing.
· liaise with Inspectors of the Health and Safety Executive, the Welsh Government auditors, insurance bodies and the local Fire and Rescue Service as appropriate.

2.8	Management Responsibility

All managers have responsibility for implementing CCDG Health and Safety Policy within their regional offices and areas of service delivery.  They have responsibility for:
· implementing CCDG’s Policy and Procedures relating to their service delivery area and/or area of responsibility.
· ensuring employees/secondees are informed of their duties relating to health and safety.
· communicating health and safety requirements to all employees/secondees.
· assisting employees/secondees in resolving any health and safety problems that are referred to them.
· encouraging interest and enthusiasm for the promotion of safe and healthy working conditions among employees/secondees.
· Protecting customers, including users of CCDG premises against risks to their health and safety arising out of company activities





2.9	Employee Responsibilities

Employees have a responsibility to familiarise themselves with the provisions of CCDG Health and Safety Policy.  Employees are reminded of their own duties under Section 7 of the Health and Safety at Work Act 1974 which requires them to take care of their own safety and for the safety of others who may be affected by their undertaking, whilst working with clients.  Employees should report unsafe practices and conditions to their respective Manager or union representative for action within their department or office. 

2.10	Responsibilities of the Health & Safety Committee

CCDG People Matters Committee will consist of representatives from Senior Management, the H&S/Estates Team leader, the recognised trade union and will be Chaired by the head of People Development.  The committee will scrutinise, encourage, and assist management in its drive towards achieving and maintaining a high performance in health and safety through the implementation of its Health and Safety Policy and raising awareness.  CCDG People Matters Committee will have the function of keeping under review measures taken to ensure the health and safety at work of employees and clients.

CCDG will give this Committee authority to monitor and contribute to the continuous improvement strategy and to advocate and investigate on behalf of employees any activity within their terms of reference.  

The committee will ensure as part of its activities:
· that CCDG engages the active participation of company employees in improving health and safety.
· that it is kept informed of, and alerted to, health and safety risk management issues.
· that it is a forum through which information on health, safety and welfare can be discussed.
· that it is a forum for liaising with Trade Unions to ensure that matters relating to both ‘terms and conditions’ and ‘health and safety’ can be jointly discussed.
· that it considers the health and safety implications of new and/or revised key company processes such as changes to working patterns, revised policies and procedures, new equipment, or new premises.
· that it is kept aware of health and safety failures and results of investigations into their causes.
· that it scrutinises and reviews health and safety performance through periodic monitoring of H&S reports.
· that the policy statement reflects current company priorities.
· that it provides feedback to company employees.
· that it contributes to the planning and organisation of company health & safety training.
· that it monitors the adequacy of training, communication and publicity and initiates action to maintain a high standard.
· that it receives accident and incident statistics and monitors action on the findings.



3. HEALTH & SAFETY ARRANGEMENTS

3.1	Fire

CCDG stresses the importance of fire safety and will pay particular attention to the following:
· In accordance with the Regulatory Reform (Fire Safety) Order 2005, fire risk assessments will be carried out by a competent person and reviewed annually and in line with changes to buildings and working patterns or because of an emergency e.g., global pandemic.  
· means of escape from all buildings will be properly maintained and kept free of obstruction.
· All fire fighting equipment and alarms will be regularly inspected by a competent person.
· Employees will receive appropriate instruction in fire drills and the use of portable fire-fighting equipment.  A minimum of two fire drills per year will be conducted by premises managers to simulate fire conditions.  Details of drills and subsequent de-briefs will be recorded.  Fire safety is covered at Induction with all employees and then annually via Learning Pool.    
· Personal emergency evacuation plans (PEEPs) will be agreed and reviewed regularly with every employee/secondee identified as having a disability.

3.2	First Aid

In accordance with the Health & Safety (First Aid) Regulation 1981 (Revised 2009) and Approved Code of Practice and Guidance (ACOP L74), CCDG Ltd will provide:
· a suitably stocked first aid box.
· trained Emergency First Aiders at Work to take care of first-aid arrangements.

The names of these Emergency First Aiders at Work and location of first aid boxes will be clearly displayed on notice boards within each of the premises.

3.3	Accident/Incident Reporting

In accordance with the reporting requirements of the R.I.D.D.O.R. Regulations 1995, CCDG will report any work-related deaths, injuries, cases of diseases, or near misses involving employees, wherever they are working.  Furthermore, CCDG will also report any work-related deaths and injuries involving members of the public and contractors whilst on company premises or on company activities.  In addition, CCDG will comply with the contractual accident reporting process pertaining to customers on Welsh Government funded programmes.  A record of all accidents/Incidents are reported via an online tool and will be investigated and used to inform improvements as well as for statistical purposes.

3.4	Assessing and Managing Risk

In complying with the Management of Health and Safety at Work Regulations 1999, CCDG will identify and assess the risks to the Health and Safety of all employees and Customers during their day-to-day activities.  These risk assessments will enable the necessary preventive and protective measures to be identified and will contribute to the risk management process, included in CCDG’s Risk Register, and enable continuous improvement of health and safety performance. All assessments, whether generic or specific, will be recorded and communicated to employees. CCDG will ensure that all health and safety measures highlighted in the risk assessments are put into practice and reviewed accordingly.


3.5	COSHH

CCDG will act appropriately to protect employees and other persons who may be exposed to substances hazardous to health that are generated out of, or are used in connection with, any work activity under the control of CCDG.

CCDG undertakes to:
a. assess the risks to health from possible exposure to any hazardous substances if in use. 
b. prevent or control exposure of employees/secondees and Customers to substances hazardous to health. 
c. check that any control measures required are effective, used by employees/secondees and clients, and properly maintained. 
d. provide information, instruction, and training for those handling hazardous substances. 

3.6 Display Screen Equipment

CCDG will ensure that all display screen equipment satisfy the minimum requirements including the workstation at their designated base office, homeworking set-up and equip staff with the necessary DSE equipment required if working peripatetically e.g. Educational establishments and outreach locations.    CCDG is committed to providing individual assessments to evaluate health and safety conditions, this will be achieved by an annual self-assessment followed up, if necessary, by an individual DSE assessment. Any health and safety issues identified by the assessments will be considered by the H&S/Estates Coordinator.  Suitable information and training for display screen equipment users will also be provided.

3.7 Safe Use of Equipment

All work equipment used within CCDG will only be used for operations for which it is suitable.  The use of equipment, whether mechanical or electrically powered, will be restricted to employees/ who have been assigned the task of using it, and have received information, instruction, and training necessary for its safe use.  All such equipment will be periodically inspected, and records kept accordingly. Any equipment identified as defective will be clearly marked as faulty or labelled in such a way as to prevent use, until such time the equipment can be disposed of appropriately.

3.8	Manual Handling

CCDG will ensure that wherever possible, mechanical equipment will be used to avoid the need for hazardous manual handling activities. Where manual handling cannot be avoided, an assessment will be made of the risk, and steps taken to reduce the risk as far as reasonably practicable. Suitable information and training for manual handling will also be provided via induction with all staff and the more specific training for individual roles that require more manual handling.

3.9	Control of Contractors

Contractors will be required to act/work in a safe manner and accept and abide by the procedures including COVID safety measure required by CCDG. The Regional H&S/Estates Coordinator will complete a risk assessment when any building work is planned. All contractors must abide by the relevant building trade Regulations regarding site working including portable electrical tools and protective clothing provisions.



3.10 Training

Health and safety induction training will be provided for all employees/secondees when they start employment. This will include basic information in first aid provision and fire and emergency arrangements, accident reporting, welfare facilities, workstation assessment and safe working practices. Job specific training will be provided as appropriate. These sessions will include Personal Safety, Undertaking Risk Assessments, Manual Handling, First Aid, and any H&S professional qualifications pertinent to specific roles. IHASCO/Learning pool


3.11	Information, Instruction and Supervision

The health and safety law poster will be displayed in each of CCDG’s offices. A copy of CCDG’s health and safety documentation will be made available on CCDG Intranet which will be accessible by all employees.  Where employees are working in premises under the control of other employers, CCDG will ensure that procedures are in place for its employees to be given relevant health and safety information. For employees attending schools and colleges there will be a Partnership Agreement which will include information on the health and safety procedures and responsibilities within each school.  All visitors will be provided with information about the health & safety procedures for the CCDG Office attended.
Communication with the wider workforce will be conducted via LINC, the company’s fortnightly newsletter.  The H&S/Estates team will also attend departmental team meetings on a regular basis to update staff on new, renewed areas of H&S policy.  

3.12 Young People at Work

The MHSWR 1999 places a legal requirement on CCDG (as work taster placement organisers as well as placement providers for young people) to provide suitable and sufficient assessment of the risks associated with each individual placement.  The Health and Safety (Young Persons) Regulations 1997 request that the age and inexperience of young people are considered in such assessments.  CCDG will formally notify the parents of young people on placement with CCDG, to inform them of the exact nature of the work activities to be carried out and the hazards and risks they may encounter.

3.13	Delivery of CCDG Services to Young Persons

CCDG undertakes work involving young persons and activities within these spheres will be delivered both on and away from CCDG premises, including schools and outreach locations.  Health & Safety arrangements of the host organisation will be examined by employees of CCDG.  CCDG is committed to the health and safety of young persons participating on these programmes through procedural arrangements and vetting practices, employees training and risk assessment.


3.15	Environmental Protection and Waste Control

CCDG activities are assessed for their impact on the environment and all reasonably practicable measures will be taken to protect the environment in compliance with the Environmental Protection Act 1990 and all other relevant legislation and approved codes of practices (including local authority regulations).  CCDG has achieved level 5 of the Green Dragon Environmental Standard. 

3.16	Auditing

The H&S/Estates Team will undertake a health and safety audit of CCDG’s procedures for safety on an annual basis.   A report on the annual health and safety audit will be prepared by the H&S/Estates Team Leader and presented to the Head of People Development and will be shared with the People Matters Committee/H&S committee.  The reports will identify findings and development areas with timescales for their completion. 



3.17	Equality Impact Assessment

The Equality Act 2010 sets out a duty to promote disability equality. CCDG will be pro-active in:

· Promoting equality of opportunity between disabled persons and other persons
· Eliminating unlawful discrimination
· Eliminating harassment of disabled persons that is related to their disabilities.
· Promoting positive attitudes towards disabled persons
· Encouraging participation by disabled persons; and
· Taking steps to take account of disabled persons’ disabilities, even where that may involve treating disabled persons more favourably.
· All employees registering a disability will be provided with a personal emergency evacuation plan.

Consideration will be given to the need to modify and adapt workplace equipment where necessary and evolve and develop a positive culture of acceptance of disabled employees.
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