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TEES VALLEY Wildlife Trust
Health and Safety at Work Policy and General Procedures

1. General Policy Statement

1.1
It is the policy of the Tees Valley Wildlife Trust:
· To prevent accidents and cases of work-related ill health;

· To maintain safe and healthy working conditions;

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

· To engage and consult with employees, trainees and volunteers on matters affecting their health and safety and to provide advice and supervision on occupational health;

· To provide and maintain safe plant, tools and equipment;

· To ensure safe handling and use of substances;

· To provide information, instruction and supervision for employees, trainees and volunteers;

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

· To prepare and implement emergency procedures such as evacuation in the event of fire or other significant incident;

· To review and revise this policy regularly and as necessary.

2.
Responsibilities
2.1
Overall and final responsibility for health and safety is that of the Board of Trustees. They have nominated the Vice Chairman as their first point of contact on matters relating to health and safety.

2.2
Day to day responsibility for ensuring that this policy is put into practice has been delegated to the Chief Executive.

2.3
To ensure that standards are maintained and improved, a Health and Safety Officer has been appointed.

2.4
Because of the nature of the work of the Trust, task or event leaders / supervisors have responsibility to ensure that health and safety standards are maintained and improved whenever they are leading an event or work task in the field.

2.5
All employees of the Tees Valley Wildlife Trust are required 

· To co-operated with managers on health and safety matters

· Not to interfere with anything provided to safeguard their health and safety

· To take reasonable care of their own health and safety

· To report all health and safety concerns to an appropriate person, as described above.

3.
Arrangements
3.1
Health and safety risks arising from work activities

3.1.1
Risk assessments will be undertaken by the appointed leader of any event, task or activity. The findings of the risk assessments will be reported to the Health and Safety Officer and actions required to remove or control risks will be approved by the Chief Executive, People and Wildlife Manager or Health and Safety Officer. The officer leading the event will be responsible for ensuring that the action required is implemented.

3.1.2
Generic risk assessments will be reviewed every six months or when the activity changes, whichever is the soonest.

3.1.3
A Workplace Risk Assessment will be undertaken by the Chief Executive and will be reviewed annually or sooner if there are any significant changes to activities or the workplace. 
3.1.4
A Fire Risk Assessment will be undertaken for the Margrove Heritage Centre and for any other premises for which the Trust is responsible. This will be reviewed annually.

3.2
Consultation with employees

3.2.1
The Trust will consult with all employees on matters relating to Health and Safety through Full Staff Meetings (monthly) and Health and Safety Reports to trustees (6 monthly).

3.3
Safe Plant and Equipment

3.3.1
All staff are responsible for identifying equipment needing maintenance. Project Officers are responsible for ensuring that effective maintenance procedures for the equipment that they use are drawn up and that maintenance has been implemented. 

3.3.2
Any problems found with equipment must be reported to the Health and Safety Officer.

3.3.3
New equipment must meet with relevant health and safety standards before it is purchased.
3.3.4
Equipment will be subject to appropriate maintenance which will be carried out in a competent and safe manner as required by the Provision and Use of Work Equipment Regulations (PUWER).
3.4
Safe Handling and Use of Substances

3.4.1
The Health and Safety Officer is responsible for identifying substances which need a COSHH assessment. They are responsible for ensuring that the assessments have been undertaken and that relevant staff are informed about them.

3.4.2
All staff are responsible for ensuring that all actions identified in the assessments are implemented.

3.4.3
All staff are responsible for checking that substances can be used safely before they are purchased.

3.4.4
Assessments will be reviewed annually or when the work activity changes whichever is the soonest.

3.5
Information, Instruction and Supervision

3.5.1
The Health and Safety Law poster is displayed on the notice board in the corridor of the Wildlife Trust’s offices, at Margrove Heritage Centre. 

3.5.2
Health and Safety advice is available from the Health and Safety Officer.

3.5.3
Supervision of young workers, trainees and volunteers is the responsibility of various project staff and will be monitored by the Chief Executive, People and Wildlife Manager or Health and Safety Officer, as appropriate.

3.5.4
The Health and Safety Officer will undertake checks on the procedures and premises of employees working at locations under the control of other organisations or employers.

3.6
Competency for Tasks and Training

3.6.1
Induction training will be provided for all employees and trainees by their line manager, following the Trust’s induction procedures.

3.6.2
Job specific training will be provided to ensure people are qualified and competent for the tasks they need to complete. This will be through external training providers whenever this is most appropriate. Specific tasks requiring training are as follows.

· Manual handling

· Driving a minibus and / or vehicle with trailer

· Pesticide handling and application

· Chainsaw use

· First aid

· Use of ladders and stepladders

3.6.3
Training records are kept with personnel files. Training is identified and monitored through Management Team Meetings, Officer Supervision Meetings and, by trustees, through the training plan in the annual Business Plan.

3.7
Accidents, First Aid and Work-Related Ill Health

3.7.1
First aid boxes are kept in the following locations

· Admin office at Margrove Heritage Centre

· In each of the Trust vehicles

3.7.2
First aid boxes will also be taken to each task, event or activity run by the Trust

3.7.3
All project staff and supervisors are trained in first aid.

3.7.4
All accidents and cases of work-related ill health are to be recorded in the accident book, which is kept in the main office, on the wall next to the Health and Safety Officers desk, with completed records being stored in the admin office, at the Margrove Heritage Centre

3.7.5
The Health and Safety Officer is responsible for reporting accidents, diseases and dangerous occurrences to the enforcing authority.

3.8
Monitoring

3.8.1
In order to check working conditions and ensure safe working practices are being followed the Health and Safety Officer will make regular checks of the Trust’s premises, equipment and activities.

3.8.2
The Chief Executive and the nominated trustee on health and safety will review the work of the Health and safety Officer and make occasional checks to ensure that procedures are being followed.

3.8.3
The Trust will be open to health and safety reviews by the local authority and the Health and Safety Executive and by other organisations (e.g. those placing trainees with the organisation) and will place a high priority on considering and acting on any matters that they might raise.

3.8.4
A report on Health and Safety will be considered by the trustees at a minimum of every six months.

3.8.5
The Trust will encourage awareness, discussion and consideration of all matters relating to health and safety by making the issue a standing agenda item at the following at Full Staff Meetings, Management Team Meetings and Officer Supervision Meetings.

3.8.6
The Chief Executive will investigate any accidents and work related causes of sickness absences. 

3.9
Emergency Procedures

3.9.1 The Health and Safety Officer is responsible for ensuring that the fire risk assessment is undertaken and implemented.

3.9.2 Escape routes are checked daily by the Health and Safety Officer, Chief Executive or other managers.

3.9.3 Fire extinguishers are maintained and checked annually by external contractors.

3.9.4 Fire alarms are checked and tested every three months by the Health and Safety Officer. 

3.9.5 Emergency evacuation is tested every three months.
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