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	This is the statement of general policy and arrangements for: 
	               Hazlemere Parish Council

	Ali Banham
	has overall and final responsibility for health and safety

	All employees of Hazlemere Parish Council
	has day-to-day responsibility for ensuring this policy is put into practice 

	Statement of general policy


	Responsibility of:
	Action/Arrangements 

	Prevent accidents and cases of work-related ill health by managing the health and safety risks in the workplace
	Ali Banham
	Ensure all wellbeing is discussed and monitored, adequate lighting and regularly asses the health and safety policy to ensure it is up to date and being actioned


	Provide clear instructions and information, and adequate training, to ensure employees are competent to do their work 
	Ali Banham

	Provide training for all new employees and refresher training for any current employees


	Engage and consult with employees on day-to-day health and safety conditions
	Ali Banham

	Regular coffee chats with all employees. Having an open eye in and around the workplace to see spot problems first hand


	Implement emergency procedures – evacuation in case of fire or other significant incident
	Ali Banham
	To have practice fire drills on a regular basis so all employees are aware of the current procedure

	Maintain safe and healthy working conditions, provide and maintain plant, equipment and machinery, and ensure safe storage/use of substances
	Ali Banham
	Regular visual checks on equipment and storage spaces. Ensure proper training is in place for use of equipment and storage. Action any problems immediately


	Signed:  
	
	Date:
	17/09/18


  You should review your policy if you think it might no longer be valid, eg if circumstances change.

  If you have fewer than five employees, you don’t have to write down your policy.

	Health and safety law poster is displayed at:
	Action needed to investigate if this is still a current requirement

	First-aid box is located:


	In the Kitchen on the left of the fridge at shoulder height


	Accident book is located:
	In the Clerks office on the bookcase by the photocopier



  
   Parish name:         Hazlemere Parish Council               





     Date of risk assessment:  09/08/18

	What are the hazards?


	Who might be harmed and how?


	What are you already doing?


	Do you need to do anything else to control this risk?


	Action by who?


	Action by when?


	Done



	Slips and trips
	Staff and visitors may be injured if they trip over objects or slip on spillages
	General good housekeeping is carried out
All areas well lit, including stairs.

No trailing leads or cables
Staff keep work areas clear, eg no boxes 
left in walkways, deliveries stored immediately. 
	Better housekeeping in staff kitchen needed, eg on spills

	All staff, supervisor to monitor

Clerk

	From now on

09/08/18

	

	Manual Handling

	Staff and visitors maybe injured if they try to lift equipment
	Providing of chair barrow to move chairs.

Adequate and up to date training for employees on manual handling
Equipment and work spaces being ergonomically designed to avoid needing to carry objects too far
	Keep up regular training for all current and new employees
	All staff, supervisor to monitor Clerk
	From now on 

09/08/18
	

	Use of electrical equipment

	Staff and visitors if equipment is damaged or used incorrectly
	Yearly electrical equipment checks. 

Staff visually checking when using on a daily basis and reporting any problems
Proper training for use of equipment eg. the photocopier, kettle, microwave, lawn mower, hedge trimmer, strimmer
To make sure PPE is available and used and reported if replacement is needed.
	Keeping the work stations tidy and free from clutter to avoid damage to machinery

	All staff, supervisor to monitor Clerk
	From now on
09/08/18
	

	Staircase and steps

	Staff and visitors can fall if they become uneven or hand rails become loose
	Regularly visually checks

	Action any issues as and when they arise with wear and tear
	All staff, supervisor to monitor Clerk
	From now on
09/08/18
	


	Stress
	All staff could be affected by factors such as lack of job control, bullying, not knowing their role etc
	Staff understand what their duties and responsibilities are
Staff can talk to supervisors or Clerk if they are feeling unwell or at ease about things at work
‘No bullying’ policy
	Remind staff that they can speak confidentially to Clerk or supervisors (on a no-blame basis!) if they are feeling unwell or ill at ease because of work
	Clerk
	From now 17/09/18
	

	Fire
	If trapped, staff could suffer fatal injuries from smoke inhalation/burns
	Fire assembly appoint provided and clearly marked
All staff trained in fire evacuation
All exits clearly sign posted
Smoke detectors in all buildings that are checked weekly

	Ensure the actions identified as necessary by the fire risk assessment are done
	Clerk
	From now 17/09/18
	

	Lone working
	Staff could suffer injury or ill health while out of the office
	Staff to write visit details in office diary and give a contact number.
Staff not returning to the office after a visit call in to report this.
	
	All Staff
	From now 

17/09/18
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