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Health and Safety Policy Audit


	CORE SECTIONS – Mandatory ()
	OPERATIONAL/TASK SAFETY - Optional


	Health and Safety Policy Statement

	Safe plant and equipment


	Responsibilities

	Working at height


	Risk Assessments

	Manual Handling


	Consultation with employees

	Display Screen Equipment


	Information, instruction, and supervision

	Working alone


	Competency for tasks and training

	Home Working


	Accidents, first aid and work-related health

	Vehicle Fleet/Drivers


	Monitoring

	COSHH – Control of Hazardous Substances at Work

	Emergency procedures – fire and evacuation

	

	Infectious Diseases

	

	Health Surveillance

	





	
No.
	
AREA

	ABOUT
	REQ.
	IN PLACE

	
1.
	
Health and Safety Policy Statement

	
See example wording
	

	

	
2.
	
Responsibilities

	
See example wording
	

	

	
3.
	
Risk Assessments

	
As an employer, you're required by law to protect your employees, and others, from harm.
Under the Management of Health and Safety at Work Regulations 1999, you must:
· Identify what could cause injury or illness in your business (hazards)
· decide how likely it is that someone could be harmed and how seriously (the risk)
· take action to eliminate the hazard, or if this isn't possible, control the risk
For most small, low-risk businesses the steps you need to take are straightforward. If you have more than 5 employees, you must write your risk assessments down.
Employers have a legal duty to protect employees from stress at work by doing a risk assessment and acting on it.
Stress at work is a normal part of most jobs.  If there is an increase in workload due to seasonal variations, or a colleague’s absence, it is normal practice for everyone to pitch in and help out. It becomes a problem when the stress is unrelenting and unending and can cause serious health problems.

If you have fewer than five employees, you don't have to write anything down. But it is useful to do this.
	

	

	
4.
	
Consultation with Employees

	
Employers have to consult employees either directly or through appointed or elected representatives, on health and safety matters. 

Each business manages this differently and businesses have to tell employees how they intend to manage consultation in the policy.

	

	

	
5.
	
Information, Instruction, and Supervision

	
All employees have the right to be consulted about anything at work that could affect their health and safety.   This means giving everyone the information about the workplace and work activities that could harm health or otherwise endanger someone.

	

	

	
6.
	
Competency for Tasks and Training

	
Health and safety legislation protects workers from being asked to carry out any tasks which are beyond their competence.  A worker should only carry out the tasks for which he or she was recruited.  Obviously, there are occasions at work when it’s “all hands-on deck”, for example to help meet a deadline, but no-one should be asked to carry out work for which they have not been trained.

	

	

	
7.
	
Accidents, First Aid, and Work-Related Health

	
Sufficient first aid kits must be made available in the workplace, and they should be stocked with items relevant to the type of injuries that could occur.  Refer to your First Aid Risk Assessment to ascertain what accidents could occur.  

It is not essential to have trained First Aiders in the workplace unless the risk assessment has identified they are required.  

Some types of work can affect employees’ health e.g., working with harmful chemicals, long term exposure to noise etc. Such employees will be protected by the control measures identified in the relevant risk assessment, and one of these measures could be health surveillance. The Company will arrange and pay for affected employees to be under appropriate medical care where their health will be monitored. If any negative effects are identified, the appropriate treatment will be given.

	

	

	
8.
	
Monitoring

	
To check the Company’s working conditions and ensure that safe working practices are being adhered to, the following monitoring procedures may be undertaken:

· unannounced spot checks.
· analysis of accident reports to determine whether there are any trends, patterns or failures in training, instructions etc.
· review of health and safety concerns raised by employees.
· employees informed of any failure in health and safety procedures and of the steps put in place to prevent a recurrence e.g., re-training, amending the Health and Safety policy or any other appropriate action.
· review of the health and safety policy and associated policy documents. 
· a full annual Health and Safety inspection or audit.

The Company should ensure that it keeps abreast of any relevant changes to Health and Safety legislation. YourHS.space provides information and advice about required amendments to this Policy and to the associated documentation.  

	

	

	
9.
	
Emergency Procedures – Fire and Evacuation

	
All employees must receive induction and refresher training in the procedure to follow in case of fire.  All commercial premises must have a current Fire Risk Assessment in place. This identifies the fire prevention and protection measures that must be in place and details any actions which are required to improve fire safety. These actions must be carried out by the person who has control of the premises as identified in the Fire Risk Assessment.

All employees must take part in at least one fire drill every year.  

	

	

	
10.
	
Infectious Diseases

	
The arrival of the coronavirus raised awareness of the importance of having plans in place to deal with a local, national, or global outbreak.  The Competent Person is responsible, along with the Directors, for managing the response.  

The Policy clearly outlines the role the Competent Person has to fulfil.  A Working Group of nominated staff will assist the Competent Person is carrying out the required duties.  The most important document, which must be maintained and updated throughout the epidemic, is the Risk Assessment.  It is not possible to have a “one size fits all” risk assessment as each outbreak will have its own specific risks.

	

	

	
11.
	
Health Surveillance

	
Health surveillance allows for the early detection of ill health associated with the role that an employee or worker fulfils. Health surveillance may or may not be required depending upon the tasks that the business carries out.

	
	

	
12.
	
Safe Plant and Equipment

	
It is a legal requirement for an employer to ensure that the equipment provided to employees is safe to use and is correctly maintained at all times.

	
	

	
13.
	
Working at Height

	
Working at height is working at anything above ground level, where someone could fall from one level to another. Even at low height a fall could cause substantial injury. 
You must only use step ladders or ladders which are compliant with Industrial Class 1 or 2 to EN 131.  If other access equipment is provided check with your manager that it is safe to use.  Employees should always check any equipment, (particularly steps and ladders), to make sure that it is in good condition, before it is used and report any faults immediately. 
NEVER STAND ON CHAIRS OR TABLES 
Once tasks have completed return the equipment to its designated storage area. 

	
	

	
14.

	
Manual Handling

	
In a low-risk environment, employees will not usually be required to lift or manually handle heavy or large loads on a regular basis. However, manual handling does not just cover heavy or large items, it also includes, for example, the lifting of boxes of paper, moving a PC or printer or taking in a delivery.
The Company therefore has a manual handling risk assessment in place and provides the following guidance on manual handling.

	
	

	
15.
	
Display Screen Equipment
	
Incorrect use of display screen equipment and poorly designed workstations and work environments can cause pain in shoulders, necks, backs, arms, wrists, and hands as well as fatigue and eye strain.  The use of DSE equipment is covered generally in the section on Provision of Safe Equipment, but for office environments where such equipment is used continually it is important to be more specific about the measures an employer must put in place to ensure employees’ health is not affected.
Employers must make sure that all employees who use display screen equipment undertake a DSE Assessment when they start work and annually thereafter. If an employee highlights any problems on the assessment, the Competent Person must resolve them.
Some groups of employees will have to undertake DSE Assessments more frequently.  These groups include:
· DSE users who are pregnant or who have given birth within the preceding 12 months. 
· DSE users who are breastfeeding.
· DSE users with disabilities.
· DSE users who have suffered an injury, whether at work or outside working hours.

	
	

	
16.
	
Working Alone

	
Lone workers are employees who work in isolation such as delivery drivers, employees who travel for work, employees who are alone in the office and those who go to visit clients.

Working alone is not forbidden, but the employer does have a duty to ensure the safety of lone workers so that if they fall ill or suffer an accident, assistance will be provided.

	
	

	
17.
	
Home Working 

	
Home working is subject to the Company’s Home Working Risk Assessment.

Employees may work from home on either a full-time or part-time basis, and on a temporary or permanent basis (depending on the company policy on home working and management approval).

Home working must be managed effectively, and health and safety is reviewed to ensure employees can work safely.  Arrangements may vary depending on whether the home working is on a temporary or permanent basis.  The employer is responsible for ensuring that any equipment provided to employees who work from home is in good condition and that a DSE Assessment is in place and reviewed annually or as required.

Any employee working from home must complete the Home Working Assessment on a regular basis and at least annually.

	
	

	
18.
	
Vehicle Fleet/Drivers

	
Employees are legally responsible for ensuring the ongoing roadworthiness of their vehicles. They are also legally responsible for ensuring that vehicles are insured, have ‘road tax’ and they are operated in accordance with the rules of the highway. They are also responsible for ensuring that they only operate vehicles to which they hold a suitable licence.

	
	

	
19.
	
COSHH – Control of Hazardous Substances at Work
	
COSHH stands for the Control of Substances Hazardous to Health which is legislation applying to substances USED (e.g., chemicals, cleaning products, adhesives etc) and PRODUCED (e.g., gases, fumes, dust etc) at work and the potentially hazardous effects these substances could have on those who come into contact with them.

All such substances must be risk assessed using a COSHH Assessment Form. As with Risk Assessments, the findings of the COSHH Assessments must be passed to the employees who could be affected

Employees must not face any harm to their health at work from substances which are used or are produced in the workplace.  “Used” includes any chemicals which are stored in the workplace, or which are used by employees.  “Produced” means any gases, vapours, fumes which could be present in the workplace, usually as a result of a work activity.  It is rare for any substances to be produced in an office environment.

Employer’s duties are as follows:

· list all the substances which are present in your workplace.
· acquire a health and safety datasheet for each substance identified.
· using the datasheet, complete a COSHH Assessment for each substance.
· ensure the measures identified in the COSHH Assessment are followed.
· if Personal Protective Equipment (PPE) is identified as a necessary control measure in the COSHH Assessment, ensure sufficient stock is in place.
· ensure all relevant employees are shown the COSHH Assessments and are provided with the necessary PPE.
· ensure the First Aid kit is stocked with the items identified in the COSHH Assessment.
· review the COSHH Assessments annually, OR whenever a new Health and Safety Datasheet is issued OR following an incident involving a substance.
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