Reviewed June 2010

[image: image1.jpg]



HEALTH AND SAFETY

MANUAL

[image: image2.png]mmmmmmmmm




Health and Safety Policy Details

	Policy Name 
	7 Waves Community Radio  Health and Safety Manual

	Replacing
	None

	Next Review Date
	June 2011

	Author
	Sue Toohey

	Consultation Panel
	Arena Group Ltd Health and Safety 

	Authorised By
	

	Presented to 
	

	Implementation Date
	


HEALTH AND SAFETY MANUAL
CONTENTS

1. 
Statement of Intent

2.
Management Structure and Health and Safety Responsibilities

3.
Risk Assessment and Management of Risk

4.
Safe Working Procedures

5.
Reporting and recording of Accidents and Serious Incidents

6.
Accident Investigation

7.
First Aid 

8.
Electrical Safety

9.
Display Screen Equipment

10.
Manual Handling

11. 
Workplace, Health, Safety and Welfare

12.
Work Equipment 

13.
Control of Substances Hazardous to Health

14.
Personal Protective Equipment

15.
Alcohol and Drug Abuse

16.
Young Persons

17.
New and Expectant Mothers

18.
Lone Working

19.
Noise at Work 

20.
Working at Height and Ladder Safety 

21.
Consultation and Communication

22.
Volunteers, Trainees and Work Placements 

STATEMENT OF INTENT

7 Waves Community Radio  is, through the board and all levels of management committed to ensure so far as is reasonably practicable that we safeguard the health, safety and welfare of our employees, and all others who are affected by our business.

We recognise our health and safety responsibility and are committed to achieving and maintaining standards that exceed relevant legal requirements and industry best practice.  We will ensure effective management by establishing health and safety management as a business critical function. 

We are committed to ensuring that members of the public who enter our premises, as employees, contractors, residents, visitors or volunteers are not exposed to any health and safety risks. 

A positive safety culture will be encouraged across the business and there will be a visible commitment by senior management.  

7 Waves Community Radio  Health and Safety Policy Aims and Objectives:

· We will ensure that effective lines and systems of communication, consultation, information and instruction are developed and maintained across the business  

· Health and safety responsibility and accountability is defined, written and communicated across the business to ensure that all employees and management personnel comply with legal duties and further requirements of this policy

· Established systems for effective planning, development, implementation, monitoring, audit and review of the policy and the arrangements detailed within it.

· To improve safety performance where necessary and are committed to the continuous improvement of the health, safety and welfare of our employees and all those affected by our business 

· To provide all necessary resources in the form of equipment, finance, personnel and time to ensure health and safety targets are achieved and maintained.   

The success of this policy is largely dependant on the total co-operation of every person who works in 7 Waves Community Radio  properties and we expect all employees to comply with their legal duty to co-operate and to take reasonable care for the health, safety and welfare of themselves and others.

The Board of 7 Waves Community Radio has approved this policy and arrangements detailed within it as part of our continuing efforts to improve the health, safety and welfare of those affected by our work. 

This policy will be monitored to ensure it is effective and will be reviewed and revised as necessary.

Signed

P. Murphy



           Date   29/5/10
7 Waves Community Radio  Station Manager 

PLANNING AND ARRANGEMENTS FOR HEALTH AND SAFETY

Planning is essential for the implementation of health and safety policies.  Adequate risk control can only be achieved through co-ordinated action by all of 7 Waves Community Radio  employees.

Sound planning minimises risk and ensures that resources are used to the greatest effect.  Managers need to identify hazards within their areas, assess risks and decide whether they are properly controlled.  When planning risk management strategy all those involved in the task or work process should be included to ensure that controls reflect any hazards specific to their limitations.

This Health and Safety Manual is a living document; the most important sections are those which explain Risk Assessment, Risk Management and Safe Systems of Work, as they influence the whole of the remaining arrangements.

The Health and Safety manual will:

· Provide the Statement of Intent signed by the Station Master of 7 Waves Community Radio  

· Provide a clear management structure and defined responsibilities for all employees who manage and perform activities that have an effect on the occupational health and safety of 7 Waves Community Radio employees, business and all those affected by its undertakings 
· Provide a method of identifying hazards within the operations carried out by 7 Waves Community Radio   and describe the methodology used to evaluate the level of risk present
· Provide a systematic approach and analysis of each hazard to determine an appropriate method of controlling it.  This approach is detailed within the arrangement section of this health and safety manual
Audit and Review 

7 Waves Community Radio  are committed to a process of continual improvement to ensure arrangements in place continue to be effective through a detailed audit and review process.  Self inspection, internal and external auditing will ensure policies and procedures are subjected to continuous improvement, and have regard to changes in legislation and relevant codes of practice.  Review of this policy and the arrangements contained within in it will be reviewed at least annually and will be carried out by the Station Master, who is operationally responsible for health and safety within 7 Waves Community Radio . 
HEALTH AND SAFETY RESPONSIBILITIES

Station Master: 

· Has ultimate responsibility for ensuring that 7 Waves Community Radio meets the requirements of the Health and Safety at Work etc Act 1974 and all its subordinate legislation.

· Will ensure that Health and Safety performance is adequately monitored and reviewed

· Will ensure that effective policies are and procedures exist so that statutory obligations are discharged

· Will ensure that appropriate Health and Safety resources are available

· Will discuss Health and Safety matters at Board Meetings
· Is responsible for ensuring the Health and Safety Policy is reviewed and revised as and when necessary

· Will monitoring the Policy’s implementation and setting of targets or objectives, where appropriate

· Will bring to the Boards attention any faults or areas of weakness in the Policy or its implementation

Supervisors:
· Implementation of this policy in the area that he or she has responsibility for, and bringing it to the attention of all employees and volunteers;

· All Health and Safety Procedures are implemented, monitored and reviewed;

· Compliance with safety precautions that apply to his or her own area including the regulating of contractors;

· Ensuring that all new entrants are properly inducted into the organisation, which must include an awareness of all precautions and procedures applicable to the job, and the emergency procedures;

· Ensuring that no person is permitted to work at any kind of machinery or hazardous task unless he or she has been properly and fully instructed in the use of such equipment;

· Ensuring that all staff are aware of the location of all fire-fighting equipment and alarm call-points in the building, and are conversant with its effective use;

Ensuring that any legal requirements relating to the operation of the building are fully complied with, including (but not limited to):

· Safe use of electrical switches and circuits;

· Maintenance of all appropriate registers (Fire Alarm log, Accident Book etc.);

· Necessary safety training and induction training for staff;

· Statutory inspections of plant and equipment;

· Provision of first-aid equipment and adequate first aid cover;

· All necessary protective clothing and equipment is available, is in good working order, and is used by staff

· Co-ordinate all fire prevention and evacuation procedures

· Accident investigation;

· Arrangements for cleaning;

· Ensuring that any responsibilities delegated to staff are clearly identified and understood;

· Ensuring that access to the premises by customers or other members of the general public is strictly limited to safe areas;

· Ensuring that suitable arrangements are in place to safeguard the premises against intruders.

All 7 Waves Community Radio  Employees:

· Co-operate in implementing the requirements of all Health and Safety legislation, related codes of practice and safety instructions;

· Refrain from doing anything which constitutes a danger to themselves or others;

· Immediately bring to the attention of their manager any situations or practices that are noted, which may lead to injuries or ill health;

· Ensure that any equipment issued to them, or for which they are responsible, is correctly used and properly stored;

· Be responsible for good housekeeping in the area in which they are working;

· Report all accidents, incidents, dangerous occurrences and near misses, in accordance with the Accident Reporting Policy;

Information to Employees
The Health and Safety at Work etc Act 1974 requires 7 Waves Community Radio   to provide such information, instruction, training and supervision as is necessary to ensure, so far as is reasonably practicable, the health, safety and welfare of their employees.

To this end, the following arrangements shall be made:

· The 7 Waves Community Radio Statement of Intent shall be clearly displayed in all 7 Waves Community Radio premises or where premises are occupied by 7 Waves Community Radio employees.

· All 7 Waves Community Radio employees and those affected by their business will have access to the health and safety policies, procedures and any other documentation relevant to protect their health, safety and welfare.

· All 7 Waves Community Radio employees and others affected by their business will be issued with safety information including the company’s health and safety policy.

· All management meetings throughout 7 Waves Community Radio  will include items concerning health and safety and ensure that safety matters are raised and discussed.

· Whatever and whenever health and safety matters are raised, records of such matters shall be kept and details sent to the relevant line manager who, as appropriate will forward the information and/or seek advice from the Station Master of 7 Waves Community Radio  

· Health and safety notices will be provided in accordance with statutory requirements

· All instructions affecting health and safety shall, where practicable, be written and shall be brought to the attention of all persons who may be affected
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RISK ASSESSMENT AND MANAGEMENT OF RISK

1.0 Introduction

7 Waves Community Radio recognises our responsibility to ensure the health, safety and welfare of our employees, and others who may be affected by our acts and omissions.

We recognise that the risk assessment process is fundamental to the success of risk management and we will take all reasonable practicable steps to safeguard all those affected by our operations.

The procedures detailed will provide a framework to identify hazards that exist within our business and evaluate the risk to our employees, volunteers, visitors and contractors.

2.0 Scope

Risk assessment is the cornerstone for the management of health and safety and we recognise that greater risks will be given more detailed assessment.  Control measures adopted will be balanced by legal standards and the extent and realisation of risk against time and cost; this will ensure that all controls are actioned in priority of safety. 

The procedures detailed will provide a framework to identify hazards that exist within our business and evaluate the risk to our employees, volunteers, visitors and contractors.

3.0 Legal Requirements

The Management of Health and Safety at Work Regulations 1999 (MOHSWR) require 7 Waves Community Radio  to make suitable and sufficient assessment of:

· Risks to the health, safety and welfare of employees whilst at work

· Risks to the health and safety of others who may be affected by the service that we provide, including; members of the public, volunteers agency staff, and contractors

· Specifically assess the risk to Young Persons and Women of Child Bearing Age 

Review the risk assessment when:

· There is reason to suspect that it is no longer valid

· There has been significant change in the matters to which it relates, i.e. change in personnel, work equipment or legislation

MOHSWR 1999 also require that we record significant findings of the assessment and identify any groups of employees significantly at risk; this extends to assessment of service users to whom we owe a duty of care.

The duties of the MOHSWR 1999 overlap with other regulations because of their wide-ranging nature.  Where duties overlap, compliance with more specific regulation will normally be sufficient to comply with the requirements of the corresponding MOSWR 1999

Guidance on the legal requirements of specific risk assessments can be found in the following sections of this manual:

Table 1 

	Section in Manual
	Regulation

	Moving and Handling 
	Manual Handling Operations Regulations 1992

	Control of Substances Hazardous to Health
	The Control of Substances Hazardous to Health Regulations 2002

	Display Screen Equipment
	Health and Safety (Display Screen Equipment) Regulations 1992

	Personal Protective Equipment
	Personal Protective Equipment at Work Regulations 1992

	Control of Noise
	Control of Noise at Work Regulations 2005 

	First Aid
	The Health and safety (First Aid) Regulations 1981

	Working at Height
	The Working at Height Regulations 2005 

	First Aid 
	The Health and Safety (First Aid) Regulations 1981


4.0 Guidance

Risk assessment is not a form filling exercise, but a way of identifying what 7 Waves Community Radio  need to do to comply with legislative requirements and provide an environment that is safe for people to work and live.

The risk assessment process will involve identifying hazards associated with activities arising out of 7 Waves Community Radio  operations and evaluating the extent of the risk by taking into account the existing precautions and their effectiveness.

It is important when carrying out assessment of risk that you are able to distinguish between hazard and risk.

· Hazard – is something with the potential to cause harm (electricity, machinery, chemical and biological agents, working from ladders)

· Risk – is the likelihood that exposure to the hazard will result in harm, the severity and consequence of what will occur as a result and the number of people who may be affected

· Reasonably Practicable – a balanced judgement about measures required to control risk against the time, trouble and cost of the implementation.  If the cost is grossly disproportionate then steps may not be reasonably practicable, this does not mean that the risk can be ignored.  An alternative risk control must be considered

4.0 Management Structure

Risk assessments will be conducted by members of staff who are competent in this process, their competency will be gained through training, knowledge of the area/task to be assessed and experience.  It is essential to the success of the process that all those who are affected by the assessed tasks are included in the risk assessments process.  All staff involved must co-operate and contribute their skills and knowledge.

4.1 Roles and Responsibilities

The Station Master of 7 Waves Community Radio has overall responsibility across the business to ensure that:

· There are adequate and appropriate resources to support staff in discharging their health and safety responsibilities and to guarantee the competence of those with health and safety responsibility

· Ensuring risk assessments are suitable and sufficient

· Ensuring resources are available to undertake effective audit of the risk assessment process

Supervisors of 7 Waves Community Radio   

Are responsible for ensuring that all job roles/tasks/equipment/processes are subject to the risk assessment process and that a safe system of work is developed where appropriate. Supervisors may delegate this responsibility within their team to appropriate members of staff who hold sufficient competencies.  

Key Roles: 

· Complete risk assessments for all job roles/tasks/processes/equipment within the scope of their management

· Assess all risks arising from foreseeable hazards inherent with activities giving priority to significant risk

· Ensure that all persons affected by the assessment are included in the process 

· All existing control measures and additional control measures are communicated to all staff/service users/contractors/visitors and tenants and the communication is documented

· Record all required additional control measures in the risk assessment action plan and report to responsible manager in order to reduce or eliminate the risk 

· Formally record risk assessments, authorise and duly sign off

· Risk assessments are reviewed on a regular basis (annually as a minimum) or when there are any significant changes, for example, change in legislation, change in personnel, new equipment or work method

· Review risk assessments in light of additional controls being identified

· Continuously monitor the effectiveness of the risk assessment control measures

· Develop a safe system of work for all tasks identified by the risk assessment process

7 Waves Community Radio All Employees
All employees are required under the Health and Safety at Work etc Act 1974 to co-operate with 7 Waves Community Radio as their employer to ensure compliance with statutory requirements.  All employees must assist in the risk assessment process when required and:

· Adhere to any procedures identified to reduce the risk and inform their line manager of any shortcomings in the protection arrangements or procedures in place

· Not intentionally interfere with any health and safety measure that could result in harm to themselves or any other person 

5.0 Procedure  

The main aim of the risk assessment process is to prioritise health and safety efforts and resources.  Risks identified must be eliminated where possible or effectively controlled; this process is called risk management.  Having identified the risk management controls needed, a safe system of work will define how these controls are incorporated ‘how the job must be done to ensure the health, safety and welfare of all those affected by the process’.  

A safe system of work is a planned and considered method of working that takes into account the risk and hazards arising from the work activity, this is explained in more detail in the following section of this manual. 

Risk assessments must be carried out before a new task or work method is started.  They will be reviewed periodically as a check to ensure they are adequately controlling the hazards and the risks they present.

Risk assessments will cover the buildings we occupy, the equipment we use and the safe systems of work we employ. 

5.1 Practical Procedure

5.1.1 Identification of hazards and those who may be harmed 

List the types of task being carried out, including all routine and non-routine tasks.  Think about activities being carried out, all people affected by the task or hazard you are assessing, for example, employees, volunteers, visitors, contractors and those with visible and non visible disabilities, vulnerability of the person or group.  

Split your building and tasks into areas rather than trying to cover everything together, for example, a specific work task, area/hazard of the building or the job role you are assessing.

The approach adopted can be of individual preference, although planning the assessment on individual tasks/elements is encouraged and this will provide a more comprehensive coverage of related hazards.

Once you have identified the areas/job role you are to assess to use the ‘MEEP’ analysis form (Appendix 1) to look at the activity in detail and identify the hazards associated with:

· Materials, for example, hazardous substances comprising of chemical, biological or physical

· Equipment and Plant, for example, laundry equipment, kitchen equipment, shredders, power tools, hoists, assisted baths

· Environment, for example, condition of floors, lighting, ventilation, temperature, access and egress

· People, for example, medical conditions, non visual disabilities, training requirements, job fit.

‘MEEP’ analysis provides a useful tool for breaking down the hazards into individual elements.  Record existing and additional control measures as you go through on the ‘MEEP’ analysis form. 

This process can be adopted when carrying out specific assessments as required by Regulations detailed in Table 1.  

This stage of the risk assessment process is vital in identifying the key tasks and hazards associated with the premises, equipment, work methods and systems in place and can be achieved by:

· A walk round through an area and completing the ‘MEEP’ analysis to produce and inventory of hazards that are present or foreseeable

· A desk top exercise or brainstorming session with key members of staff to talk through a work task or process, identifying the hazards as you go through, for example, equipment hazards or training requirements

· Look at accident records and ill health reports to identify risks that may not be controlled

· Look at existing risk assessment and safe systems of work

· Refer to training and maintenance records

This part of the process must include discussion with all staff involved.

5.1.2 Evaluating the Risk

Once the necessary information has been obtained on the hazards likely to be encountered or present, the next stage is to assess the risk.  The hazards must now be looked at in detail to identify significant hazards which might be expected to arise and quantify the level of harm which may arise. 

You will then need to look at each hazard that you have recorded and using the risk rating methodology Likelihood X Severity you will need to calculate the likelihood of the hazard causing harm and what severity of harm could occur.  This is a semi-quantitative approach which provides a scoring mechanism and allows the risk of injury or loss to be prioritised and significant risk identified.  

Evaluating the Likelihood

This requires an evaluation of the likelihood (probability) of the hazard resulting in harm or loss and requires a subjective judgement based on all the information available.

You must consider:

· Who is doing the task

· Training and supervision in place

· How many people are affected

· How knowledgeable are they

· How often does the hazard occur

· What is the duration, frequency and concentration

· What existing controls are in place

· Effectiveness of controls

· Historical accident and incident data

The Likelihood Scales

Table 2

	3


	Certain/Likely could occur



	2


	Reasonably likely to occur

	1


	Seldom or very unlikely to occur


Evaluating the Severity

This requires evaluation of the possible outcome if the hazard was not sufficiently controlled and things went wrong.  In selecting the appropriate category it is important to be realistic.  For example it is remotely possible that someone tripping over a cable in an office may be killed, the most probable result would be bruising or at worst a fractured bone.  If however the cable is trailing across the top of a very busy stairs then a single or multiple deaths would be a more appropriate outcome.

The Severity Scales

Table 3

	3


	Fatal/Major Injury/Illness


	2


	Injury or Illness causing lost time disability

	1


	Minor Injury or Illness 


Quantifying the risk of injury or loss

Rating the severity of the hazard against the likelihood of its occurrence is the key part of the risk assessment.  Do not be beguiled by the numbers used in the risk rating system.  Important as they are, they do not mean anything on their own, it is the information and evidence gathered during the risk assessment process that matters.

The numbers are an easy way of prioritising the actions required and controlling the risks identified.  The possible risk scores are detailed in Table 4. 

Table 4

Possible Risk Scores

	          Severity Score

Risk=              X

       Frequency Score
	Severity

1


	Severity 

2
	Severity 

3

	Likelihood

3


	3

Medium Risk
	6

High risk
	9

High Risk

	Likelihood

2
	2

Low Risk
	4

Medium Risk
	6

High Risk

	Likelihood

1
	1

Low Risk
	2

Low Risk
	3 

Medium Risk


Risk Assessment Assess hazard severity, then Assess likelihood of occurrence.  Severity x Likelihood = Risk

Hazard Severity
(HS)


Likelihood of Occurrence (LoO)

Fatal/Major Injury/Illness


   3
Certain/Likely could occur
  
3



Injury or Illness causing lost time disability   2
Reasonably likely to occur
  
2


Minor Injury or Illness


   1
Seldom or very unlikely to occur
1 



Guide to Action Required

Table 5

	6 to 9


	Is a high risk and may require the provision of considerable resources involving special equipment, training, high levels of supervision, and consideration of the most effective methods of eliminating control



	3-4


	Is a significant risk and will require an appropriate level of resources

	1-2


	Is a low risk but action should still be taken and control measures monitored to try and reduce the risk further if possible within reasonable limits




5.1.3 Recording Findings

Using the Rap 01 Risk Assessment Pro-Forma (Appendix 2) or the Job Role Risk Assessment Pro-Forma (Appendix 3) record the task/process/area and the hazards associated with it that you have recorded on your ‘MEEP’ analysis.

List your current controls in the existing controls column and then using the methodology detailed in Table 2 and 3 decide if the level of control is adequate to control the risk, in many cases existing controls will be adequate.  Using the Likelihood and Severity scores calculate the overall risk score with the existing measures effectively controlling the risk.  Record you’re scoring on the risk assessment form.

If any part of the assessment remains high risk the work must not proceed without the authority of your line manager.  High risk activities or those which pose a serious risk to the organisation may need to be included on the Corporate Risk Maps. 

You then need to look at ways to eliminate or further reduce the risk where practicable, using the guide in Table 5 to prioritise you actions and resources.  Identify practical and effective control measures using the hierarchy of controls:

1. Eliminate the hazard at source

2. Reduce or substitute the hazard

3. Remove the person

4. Reduce exposure/frequency

5. Change the work method

6. PPE

Record all additional controls in the risk assessment and allocate responsibility for action, who reported to and timescale for completion, timescales may need to be discussed with your line manager. 

Complete Risk Assessment Action Plan (Appendix 4) and forward a copy to your line manager to inform them of the additional controls identified and action required. 

All risk assessments are kept in a central health and safety point at each scheme where 7 Waves Community Radio  staff are located. 

Authorisation

Risk assessments are legal documents and must be signed off and dated by the person in control of the assessment. 

5.1.4 Review
Risk assessments should be reviewed regularly and if:

· There is reason to suspect that it is no longer valid, due to change in legislation, personnel, work methods, new equipment

· Evidence of accidents, ill health or near miss that may show control measures are no longer effective

As additional control measures identified during the risk assessment process are implemented the risk assessment should be reviewed to incorporate them.  All control measures require constant monitoring.

Risk assessments should be reviewed as a minimum every 12 months by those personnel involved.

5.1.5 Communication

Any actions taken as a result of the assessment must be communicated to staff and other people who may be affected, e.g. volunteers, contractors, visitors and members of the public.

This can be achieved during 1-2-1, staff meetings, training sessions, health and safety committee meetings, tenant newsletters and meeting and service user reviews.

Where possible all communication should be evidenced.

5.1.6 Confidentiality

All data held in respect of employees/volunteers/contractors will be recorded and processed in accordance with the Data Protection Act 1998. 

6.0 Safe Systems of Work/Safe Working Procedures

The information gained from the risk assessment process will ensure that risks are controlled within 7 Waves Community Radio  premises.  Safe systems of work should be developed using the control measures and the information identified during the risk assessment process.  Details of this are contained in the Safe System of Work section of this manual.

Appendix 1
‘MEEP’ (Material, Equipment & Plant, Environment, People) Analysis

	Task/Process Assessed:



	Assessor:
	Date:
	Location:


	Element
	Hazards Identified
	Control Measure Required

	Materials 


	
	

	Equipment & Plant


	
	

	Environment 


	
	



	People


	
	


	Signature of Assessor: 


RISK ASSESSMENT PROFORMA
	A
	DEPARTMENT
	Service:
	Team:
	Location:

	
	Date:
	Reference:
	Assessor:
	Manager:


	B
	Assessment of risk for:


	C

Ser N°
	List Hazards Here
	List Groups Of

People at Risk
	List Existing Controls
	 Priority

	
	
	
	
	


Risk Assessment Assess hazard severity, then Assess likelihood of occurrence.  Severity x Likelihood = Risk.

Hazard Severity
(HS)



Likelihood of Occurrence (LoO)

Risk Priority for Action

Fatal/Major Injury/Illness



3

Certain/Likely could occur
  
3
6 to 9    =HIGH

Injury or Illness causing lost time disability
2

Reasonably likely to occur
  
2
3-4
  =MEDIUM

Minor Injury or Illness



1

Seldom or very unlikely to occur
1
1 to 2
  = LOW
Once all hazards and existing controls have been identified and assessed, what is the overall Risk / Action Priority for this activity HIGH, MEDIUM or LOW (Please circle)

	
	Controls

(Ser N°. to correspond with hazard Ser N°.)
	E                 To be completed by Premises Manager



	Ser N°  
	Additional controls required


	Action to be taken
	By Whom
	Completion Date
	Task Completed

(Signed & Dated)

	
	
	
	
	
	


Once the additional control measures are implemented, what is the overall Risk / Action Priority for the activity now? HIGH,MEDIUM or LOW (Please Circle)

	Copies:

Manager x 1       To ensure that relevant Staff & Safety Reps have all the

                           Required information relating to controls and relevant documentation

Ensure all risks that remain high are reported to your line manager and the Arena Group Health and Safety Team. 


	Assessment Review Date:

Signed:
Name  (IN BLOCKS);

Date: 


Job Role Risk Assessment. 
Assessment for Role of:






Person Carrying out Assessment:






Date of Assessment:





Date of Review:





Risk Assessment Scoring 

Assess the severity and likelihood of the hazard. 

Hazard Severity
(HS)


Likelihood of Occurrence (LoO)






Fatal/Major Injury/Illness


3
Certain/Likely could occur
  
3



Injury or Illness causing lost time disability
2
Reasonably likely to occur
  
2

Minor Injury or Illness


1
Seldom or very unlikely to occur
1 
Risk Score = Severity X Likelihood.  1-2 = Low 3-4 = Medium 6-9 = High


	Identify the Hazard.
	Risk Score
	Who Could Be Harmed?
	What Action Has Been Taken To Reduce The Risks?
	Further Action to be Taken or Action in Progress
	What Is The Timetable For Further Action?
	Is The Risk Now Acceptable? 

 
	Signed by

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Appendix 4

RISK ASSESSMENT ACTION PLAN

	Scheme/Site


	Responsible Person 


	Control Measure/Action Required


	Current Risk Scoring/Priority
	Date Reported and Person Responsible for Action
	Comments
	Date Completed and Signature
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SAFE WORKING PROCEDURES

1.0 Purpose 

7 Waves Community Radio recognises that many of its activities present a significant risk to the health and safety of its employees and others, visitors, contractors and members of the public.

To ensure that these risks are controlled, 7 Waves Community Radio has developed a procedure for implementing safe systems of work

A Safe System of Work is a planned and considered method of working that takes into account risks and hazards to employees and others who may be affected by their work activity.  A Safe System of Work will ensure that all members of staff carry out their duties to a safe working standard without endangering themselves or others.

It has been estimated that, at least, a quarter of all fatal accidents at work involve failures in systems of work – the way things are done.

2.0 Scope

Many hazards are clearly recognisable and can be overcome by separating people from them physically, e.g., using guarding on machinery.  There will often be circumstances where hazards cannot be eliminated in this way and elements of risk remain associated with the task.  Where the Risk Assessment indicates this, a Safe System of Work will be required.

We are committed to ensuring that Safe Systems of Work are effective in controlling our risks and we will:

· Identify through the risk assessment process those activities that require a Safe System of Work

· Identify safe methods of work for these activities; where necessary, these will be written formal Safe Systems Of Work

· Ensure the systems are implemented using the expertise of our employees involved in the work activities

· Monitor the effectiveness of safe systems through workplace inspections, compliance reports, accident/incident statistics and the audit process

3.0 Management Responsibility

The Station Master of 7 Waves Community Radio accepts ultimate responsibility for the health, safety and welfare of employees, and others affected by 7 Waves Community Radio  activities.

Earlier in the Risk Assessment section of this manual, responsibility was allocated through ‘Area Management Structure’. Those employees allocated responsibility for carrying out the risk assessment process for their area will extend that responsibility to the development of Safe Systems of Work as part of the risk assessment process. 

3.0.1. All Employees   

All employees must take reasonable care of their own health and safety and that of other people who may be affected by their activities.  Safe working procedures and control measures identified and implemented during the risk assessment process and integrated into a safe system of work must be adhered to at all times. 

All employees must use safety devices and control measures in accordance with any training and instruction given to them by 7 Waves Community Radio.  All employees must inform their manager of any danger to health and safety posed by a work activity or where an existing safe working procedure is failing to adequately control the risk for which is was implemented.

4.0 Legislation 

Section 2 (2) (a) of the Health and Safety at Work etc Act 1974 require the provision and maintenance of Safe Systems of Work that are, as far as is reasonably practicable, safe and without risks to health.

Further requirements for Safe Systems of Work following on Risk Assessments are contained in the Management of Health and Safety at Work Regulations 1999, which also places duties on employees to follow the systems and procedures set up for their protection following Risk Assessments.

The Safe System of Work will form the basis of ongoing training and will be reviewed when new staff are employed, individual Job Descriptions are changed or when new tasks, equipment or processes are introduced.

4.0 Procedure

A Safe System of Work is a formal procedure resulting from examination of the workplace or activity to identify the hazards and assess the risk.  The exercise culminates in the identification of safe methods of carrying out a task that ensures hazards are eliminated or residual risk minimised.

For many activities a formal safe system may not be required as the risk is sufficiently controlled as part of the risk assessment process.  For example, sweeping the floor and operating a PC may not require formal procedure, although they do require a risk assessment and control measures.  However, where a residual risk remains following the implementation of controls or where the task requires tight control a formal Safe System of Work should be developed, communicated, implemented and monitored.  Examples of tasks will include:

· Working near asbestos

· Working at Height

· Lone Working

· Operating, cleaning and maintaining machinery

· Work involving electricity 

· Manual handling tasks

A Safe System of Work requires forethought, planning and effective Supervisory control.  For all safe systems there are five basic steps necessary in producing them:

· Assessment of the task.

· Hazard Identification and Risk Assessment.

· Identification of safe working methods.

· Implementing the system.

· Monitoring the system

The safe system of work will follow the sequence of the task to ensure the safe completion of the activity.  

· The Area Representatives, as identified on ‘Area Responsibilities’, will complete a list of all jobs within their area, based on existing job descriptions and in consultation with relevant members of staff.  These tasks will be listed on “Work Task Assessment Index” (Appendix 1), each task will be allocated a Safe System of Work index number 

· The ‘Work Task Assessment Index’ will act as the central register for the department and must be made available to all employees who must be made aware of the Safe System of Work they should use when carrying out a task 

· These identified job tasks will have been subject to Risk Assessment procedure mentioned in the previous section, and are likely to have existing controls in place

· Carry out a ‘MEEP Analysis’ (Appendix 2) to look at the activity in detail and identify hazards associated with:

· Materials, for example, hazardous substances

· Equipment and Plant, for example, access equipment for working at height, electrical equipment, dangerous machinery

· Environment, for example, condition of floors, lighting, ventilation, access and egress

· People, for example, vulnerability due to age, medical conditions

The above is known as ‘MEEP’ analysis and provides a tool to assess all risks from the activity by breaking down the hazards into individual elements 

· For each of the work tasks, which present a risk to staff or public safety, a Safe System of Work must be drawn up using the S.S.W. Form (Appendix 3) the Safe System of Work should display the number allocated to the task on the ‘Work Task Assessment Index’

· A copy of the ‘MEEP Analysis’ (Appendix 2) and all appropriate S.S.W. Forms should be available to relevant staff in each area as part of their Safety training.

· The ‘MEEP Analysis’ and S.S.W. should be listed as training profile for all new employees

· Effective monitoring requires regular checks to be made to make sure that the system is still appropriate for the needs of the task and that it is being fully complied with.  Safe Systems of Work need to be reviewed annually and updated when circumstances are altered or a new job task is create

5.0 Permit to Work System

A Permit to Work System is a formal written Safe System of Work used to control certain types of work that are potentially hazardous, this usually involves the precautions to be taken when safety critical functions are needed such as isolation of power supplies.  A Permit to Work can form an essential part of a Safe System of Work for mainly maintenance activities and ensure that work only starts after safe procedures have been defined.  The Permit to work System provides a clear record that all foreseeable hazards have been considered.  Examples include, work on or near asbestos or hot works. 

6.0 Monitoring and Review

Once the Safe Systems of Work are in place and working, we will monitor the arrangements.  The monitoring will consist of two elements: reactive monitoring and active monitoring.

6.1 Reactive Monitoring

This will be as a result of accident statistics that are produced on a quarterly basis.  Identification of failure or lack of Safe Systems of Work will be identified through careful analysis.

6.2 Active Monitoring

Monthly workplace inspections will include the assessment and effectiveness of Safe Systems of Work.  The annual audit programme will look in detail at the effectiveness of Safe Systems of Work and identify changes that may be needed. 

Work Task Assessment Index
Appendix 1

	Location:…………………..                             Area………………………..

Date………………………..                              Assessor……………………
	SSW Index No

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Appendix 2

‘MEEP’ (Material, Equipment & Plant, Environment, People) Analysis

	Task/Process Assessed:

	Assessor
	Date:
	Location:

	Element
	Hazards Identified
	Control Measure Required

	Materials


	
	

	Equipment & Plant


	
	

	Environment


	
	

	People


	
	


	Signature of Assessor: 


Appendix 3

SAFE SYSTEM OF WORK

	Assessor:
	Location: 
	Date:


Employees have a duty to take reasonable care for their own health and safety and that of others who may be affected by their acts or omissions at work.  To this end, employees should correctly use all work items and procedures provided, in accordance with their training and the instructions they receive.

	Activity:

                                             
	Hazards:

	                                           SAFE SYSTEM OF WORK



	Signature & Comments



	Review Date:
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Procedure for the Reporting of Accidents and Incidents

1.0 Introduction

7 Waves Community Radio  recognises it has a responsibility as an employer to record any accidents involving employees that results in harm or injury during the course of their work in the Accident Book. 7 Waves Community Radio has a responsibility to report an accident to the Health and Safety Executive if it results in a serious injury, in an employee being absent from work for 3 days not including the day of the accident, a dangerous occurrence or an occupational disease. 

Where accidents resulting in injury to contractors appointed by the Arena Housing group or 7 Waves Community Radio, we will follow the same procedure as if it was an 7 Waves Community Radio employee. 

2.0 Scope 

This policy details the procedures that are to be adopted when an accident/incident/near miss occurs to any employee, visitor, volunteer or contractor as a result of our business or undertakings.  This policy will address our legal responsibility and obligations for the reporting and recording of accidents. Employees are required to co-operate on health and safety matters, this includes compliance with this policy and procedure; failure to do so may result in disciplinary action.

The Reporting of Injury, Dangerous Occurrence, Near Miss or Disease (Appendix 1) will be completed for all incidents or dangerous occurrences that although did not result in injury or damage did have the potential to do so. 

This procedure aims to provide practical guidelines for staff that have an accident causing injury or have to deal with recording and reporting a serious accident or incident during the course of their work and will:

· Ensure that all accidents, near miss, disease and serious incidents are recorded and reported appropriately  

· Ensure that any staff who are injured or have dealt with an accident or serious incident receive the necessary support and training

· Ensure that service users who have an accident or are involved in a serious incident receive the necessary support 

· Ensure that 7 Waves Community Radio   complies with all relevant  health and safety legislation

· Ensure that accidents and near miss incidents are investigated and effective control measures implemented, monitored and reviewed where necessary

· Establish how and why the accident or incident occurred and to effectively prevent recurrence. 

3.0 Legislation

7 Waves Community Radio is required to comply with statutory requirements, approved codes of practice and guidance.  We aim to ensure as so far as is reasonable to safeguard the health, safety and welfare of our employees, visitors, volunteers or any other people who may be affected by our acts or omissions. 

Whilst the following list is not exhaustive the requirements laid out have been taken into account when formulating this policy and all staff should refer to the documents listed for further clarification or seek legal advice where necessary:

· The Health and Safety at Work Act 1974

· The Reporting of Injuries, Disease and Dangerous Occurrence Regulations 1995 (RIDDOR)

· The Management of Health and Safety Regulations 1999 

· Data Protection Act 1998

4.0 Management Responsibility 

The Station Master is ultimately responsible for ensuring that the health, safety and welfare of all 7 Waves Community Radio  employees is safeguarded.  To this end the Station Master will ensure that all remedial measures identified through risk assessment and investigation of accident, near miss and dangerous occurrence incidents are given adequate resources, so far as is reasonably practicable.  

All employees with line management responsibility are responsible for ensuring that all accidents, incidents, near miss, dangerous occurrences and confirmed occupational disease are recorded and reported in line with legislative requirements and where required investigated and review of risk assessment undertaken.

5.0 Procedure

5.0.1 Recordable/Reportable Accidents, Incidents and Occurrences
What is a recordable accident?

A definition of a recordable accident is when an occurrence results in harm or injury to an individual on 7 Waves Community Radio premises or during the course of 7 Waves Community Radio delivering services. 

There are two types of accidents that need recording and reporting:

· An accident concerning an 7 Waves Community Radio member of staff whilst carrying out their work duties  

· An accident concerning a volunteer or visitor on 7 Waves Community Radio   premises  

In such instances all accidents resulting in harm or injury must be entered into the Accident Book that can be found at all 7 Waves Community Radio premises.  Guidance notes for completion are inside the front cover of the accident book. 

Every time an accident is recorded in the book;

· The report number should be recorded on the stub of the book

· The sheet detached and a copy sent to the Health and Safety Team

· The original stored in a secure location.

The accident book B1510 must be fully completed for all injuries that have occurred at work, however minor.  Following an incident of any severity that requires treatment you must:

· Complete a report of injury, dangerous occurrence, near miss or disease report (Appendix 1)

· Collate any data relevant to the accident including equipment logs, maintenance records, training records, risk assessment and safe working procedures to enable a thorough investigation to be carried out if required (see the accident investigation section of this manual) 

· Obtain witness statements where necessary as soon as possible after the incident. 

· Notify the enforcing authority, if the accident is reportable

5.0.2 Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 

RIDDOR requires the notification of specified major injuries, reportable diseases or dangerous occurrence and applies to all work activities.

When do you need to report?

Death or Major Injury: 

If there is an accident connected with work and results in a member of staff, person working in your premises or member of the public (including residents in care homes) being killed, suffering a major injury or being taken to hospital you must notify the enforcing authority without delay. 

Reportable Major Injury (including as a result of violence)

· Fracture other than to fingers and toes

· Amputation

· Dislocation of the shoulder, hip, knee or spine

· Loss of sight (temporary or permanent)

· Chemical, hot metal burn or any penetrating injury to the eye

· Injury resulting from electric shock or electric burn leading to unconsciousness or requiring resuscitation or admittance to hospital for more than 24 hours 

· Any other injury, leading to hypothermia, heat induced illness, unconsciousness, requiring resuscitation

· Requiring admittance to hospital for more than 24 hours. 

· Unconsciousness caused by asphyxia. 

Dangerous Occurrence:

An occurrence that does not result in a reportable injury, but clearly could have, it may be a dangerous occurrence, which must be reported immediately to the Health and Safety Executive (HSE), example of which are:

· Collapse, overturning or the failure of any load bearing part of any lift, hoist or crane

· Explosion, collapse or bursting of any pressure vessel that may have caused a death or injury, i.e. water boiler or CO² cylinder

· Electrical short circuit or overload causing a fire where normal working was prevented for more than 24 hours or could have caused death or personal injury

· Collapse or partial collapse of any scaffold more than 5 meters high

· Collapse of any building or structure

The responsible person at each 7 Waves Community Radio  premises must inform the HSE immediately by the quickest practicable means after the event for reportable major injury and dangerous occurrence:

By Telephone 0845 300 9923

On Line www.riddor.gov.uk
Within 10 days this must be followed up with a completed accident report form F2508.  This form is completed if reported on-line  

Reportable Disease:

When a member of staff notifies us that they have a work-related reportable disease as confirmed by a medical practitioner then it must be reported to the HSE, reportable diseases include:

· Occupational dermatitis

· Occupational Asthma

· Work related cancers

· Tetanus

· Tuberculosis, work with persons, human or animal remains or any other material that may be source of infection

· Hand Arm Vibration

· Legionellosis

· Cramp of the hand or forearm due to repetitive movements

· Beat hand, beat knee or beat elbow

· Rabies

· Poisoning by specified substance

For reportable diseases you must send a complete disease report form F2508A to the HSE.  This form can be completed on line at www.riddor.gov.uk 

All RIDDOR reportable events must be communicated to the Health and Safety Team at the earliest convenience to ensure an investigation is instigated 

Confidentiality

Any personal information provided to us regarding personal or financial circumstances will be dealt with in the strictest confidence. All data held will be recorded and processed in accordance with the Data Protection Act 1998.


Report of Injury, Dangerous Occurrence, Near Miss or Disease

PLEASE COMPLETE IN BLOCK CAPITALS

1. Person submitting this Report.

Name

 ____________________________________ 

Telephone
 ____________________________________

Department 
_____________________________________  

Date of Report_____________________________________

2. Which of the following best describes the incident?  (Please tick)

( Fatality     ( Accidental Injury     ( Ill Health     (  Disease     (  near Miss     

( Violent Incident (  Dangerous Occurrence



SECTION E Other: ________________________________________

Where/when did the incident occur?

Location ______________________________ 

Date________________  Time _________________

3. Please say exactly where the incident occurred 

4. State normal activity carried out in room/area 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




5. Was any person directly affected by the incident?


SECTION E Yes


SECTION E No


Full Name (if different from A above) _______________________________


Title __________________________________________________

Company Name (if a contractor)

Contact Address  

___________________________________________________________________________________________________________________________________________________________________________________________________





Telephone Number ______________________


 

( Male     ( Female

Date of Birth __________________



( Employee     ( Visitor     ( Contractor     ( Other

Occupation _____________________________ 

Department _______________________________




6. Did the person suffer injury/ill health? (Please tick)

(  Injury
(  Ill health
 (  Other


Briefly describe the injury (including the part of the body affected e.g. left hand, right eye) or symptoms of ill health experienced.  

7. What attention was given?

(  None     (  First Aid     (  Hospital     

SECTION E Other (please specify)________________________________


Was first aid available?     (  Yes     (  No

What first aid was given?  ​​__________________________________________________________

Was the injured/ill person detained in hospital 24 hours or more?
   

 (  Yes     (  No

8. What was the apparent cause which led to the injury, ill health or condition?  

Tick one box

	1. Lifting and Moving
	3. Contact with something
	4. Slips, Trips and Falls

	i. Lifting, moving or handling     something
	
	i. Struck against something
	
	i. Slip, trip, fall on same level
	

	ii. Lifting, moving or handling a

person
	
	ii. Struck by something (inc. falling, flying or rolling object)
	
	ii. slip, trip or fall on stairs
	

	2. Exposure
	iii. Contact with moving machinery or object being machined
	
	iii. Slip, trip, fall from height (specify height in metres)
	

	i. Exposure to Explosion
	
	iv. Contact with hot or cold surface or object
	
	5. Miscellaneous

	ii. Exposure to or contact with

a harmful substance
	
	v. Electricity/electrical charge
	
	i. Hand tools
	

	iii. Exposure to fire/smoke
	
	vi. Other (please specify)
	
	ii Driving
	

	vi. Other (please specify)
	
	
	
	iii.Other (please specify)
	


What were the apparent circumstances of the incident?  Give dates of last inspection or report before the incident.  Continue on an additional sheet if necessary.




Was there any absence from or significant stopping of work as a result of the incident?

From (time) _________   On (date)___________  Until (time) ____________ 

On (date) ___________

Give the name of any witness to the incident.

Name ________________________________________     

Telephone No __________________________________

Address ___________________________________________________________________________________________________________________________________________________________________________________________________

Please complete this section and then pass the form to your Line Manager/Supervisor.

Signature:
 ______________________________   

Date:

_______________________________  

Dept:

 ______________________________

9.0 Line Manager/Supervisor to complete this section.

To the best of your knowledge, are the details in Sections 1-8 correct?  

(  yes   (  no

Has a RIDDOR form been completed and sent off?   

(  yes    (  no  If yes, attach a copy with this form.

Have any photographs been taken?
(  yes
(  no

Have risk assessments been carried out?
(  yes
(  no

What steps have been/will be taken to prevent a recurrence of the incident? Continue on an additional sheet if necessary.




Signature: _____________________________  Date: ________________________________

Please print your name:
 ______________________________  

Position:


 ______________________________

The completed form should be sent to the Health and Safety Dept within one working day.  In emergencies, the Head of Health and Safety should be contacted directly by telephone.


Health and Safety Team Use Only

HSE informed (  yes (  no
  Further Investigation
  ( yes    (  no

Insurance Claim  ( yes  (  no     Copies To:___________ 

Staff Cost ________________________________    

Other Cost _________________________________

Comments:  ____________________________________________________________     

______________________________________________________________
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ACCIDENT INVESTIGATION

1.0 Purpose

7 Waves Community Radio  recognises the importance of accident and incident investigation as part of the risk management strategy and will ensure that arrangements are put into place to investigate the causes and take necessary corrective action where necessary.

The Reporting and Recording of Accidents and Incidents detailed in the previous section will be a critical stage in the collating of information to ensure that immediate and underlying causes of all incidents whether resulting in injury, loss, or near miss are adequately investigated.

2.0 Scope

Ensuring effective procedures for investigating accidents, incidents, near miss, ill health and dangerous occurrences will ensure that 7 Waves Community Radio  will:

· Reduce the likelihood of a similar incident occurring

· Fulfilment of statutory obligations to report the incident, where applicable

· Develop effective monitoring procedures and assistance in decision making, planning and future resource allocation

· Identify shortfalls in safe systems of work

· Identify additional training needs or inadequate training standards

·  Establish immediate and underlying causes of the incident

7 Waves Community Radio  will through this procedure be able to:

· Investigate accidents and dangerous occurrences, an accident that results in a minor injury or near miss could have resulted in a major injury or death

· Investigate all cases of reportable disease

· Establish circumstances surrounding the incident

· Consider appropriate action to take to prevent recurrence 

· Circulate the results of the investigation to the appropriate personnel

3.0 Legislation

Whilst there is no specific duties for 7 Waves Community Radio  to investigate the incidence of accidents and ill-health under the Health and Safety at Work etc Act 1974 we recognise that it is prudent for us to do so to satisfy legal duty under Section 2 of ensuring the health, safety and welfare of employees so far as is reasonably practicable and Section 3 to safeguard the health, safety and welfare of those not in the employment of 7 Waves Community Radio  but where we have a duty of care.

The Social Security (Claims and Payments) Regulations 1979 requires 7 Waves Community Radio  to take reasonable steps to investigate the circumstances of every such accident notified, if there is any discrepancy between the finding of 7 Waves Community Radio  and that provided by the employee, 7 Waves Community Radio  will record this discrepancy for future reference.

The Social Security (Industrial Injuries) (Prescribed Diseases) Regulations 1985 details a wider scope of injuries and diseases than those identified in RIDDOR for state benefit payments, for which 7 Waves Community Radio   may be required to offer details.

4.0 Procedure

4.0.1 Immediate Action

The immediate action after an accident is to deal with the casualty by implementation of the first aid arrangements detailed in this manual, seeking medical assistance where necessary.  The procedure within the Reporting and Recording of Accidents should be followed and where necessary notified if necessary under requirements of RIDDOR.

In addition and if necessary, witness statements should be sought from all those involved or that can give an eye witness account of what happened, this should be remain confidential and recorded on the Witness Statement Form (Appendix 1).  This should be done as soon as possible after the incident to ensure the information is as clear and as accurate as possible.

Initial recording, reporting and witness statements should take place immediately after the incident occurs.  The aim of this is to establish facts and not establish blame.

Staff involved should contact their line manager who should establish the need to select an investigation team.  An assessment will be made of the incident to establish how detailed the investigation should be to ensure that sufficient time and resources are allocated, it may be unnecessary in some cases for a full investigation to be carried out. This will be a joint consultation by the line manager, Arena Group Health and Safety Team and the responsible Assistant Director.

4.0.1 Investigation Team

When the decision is made regarding the extent of investigation to be carried out, it may be necessary, depending on the seriousness of the incident or potential seriousness, to have a number of persons investigating the incident.  

 In all incidents where an investigation takes place the Station Master of 7 Waves Community Radio  must be informed throughout the process.

5.0 Investigation
5.0.1 Scene

Details of the scene should be recorded as soon as possible, by the person in control on site and should include, faulty lighting, floor coverings, visibility, faulty machinery etc; this needs recording if those things were in good or bad condition.  If helpful a sketch can be drawn or photograph taken.

5.0.1 Documentation

The investigation team will look at documentation including risk assessments, safe working procedures as these are essential in any investigation.  Other documents that may be requested are:

· Training Records

· Maintenance Records

· Inspection and audit records

· Test certificates and maintenance logs

· Previous accident records

The investigation team will record their findings on the Incident Investigation Report (Appendix 2)

5.0.2 People

The incident should be discussed with the casualty as soon as is reasonable.

Witness must be interviewed one at a time, consideration must be given that the witness may be worried about the purpose of the interview or may put their own interpretation on events.  Anyone with a factual account about the matter is relevant, not necessarily only those with an eyewitness account should be considered.

Information should be gathered about anything that might have contributed to the event to identify possible direct causes or contributory factors, then to identify underlying causes.

The investigation of notifiable incidents, where necessary, will take place before the visit of a health and safety inspector.

5.0.3 Recording Information

As much factual information should be collated and recorded using the Incident Investigation Fore (Appendix 2)

6.0 Results of Investigation

Suitable corrective action should be identified for all causes identified.  Direct causes are easier to put right, for example, broken machinery, damaged flooring, and removal of hazardous chemical.  Underlying causes will take more time to put right, for example, additional training needed implementation of additional or changed safe working procedures.  The results should be entered into the Incident Investigation Form and circulated to all persons needed to act on them or who may learn from the shortfalls. 

7.0 Training

7 Waves Community Radio recognise that for this procedure to be effective those involved may need additional training.

All 7 Waves Community Radio employees are made aware and trained in the use of the Health and Safety Manual and the arrangements contained within it to ensure effective risk management.


Appendix 1

Report of Incident

Witness Statement

	Details of Injured Person:



	Premises, Date, Time and Location and of Incident:



	Witness Statement:




	Name and address of witness:


	Job Title:

Date:

Do you require a copy?  


Appendix 2

Incident Investigation Report

	Site Address and business area:



	Was the incident: (circle applicable category)

	Death
	Major Injury
	Disease
	Dangerous Occurrence


Personal Information

	Name and address of Injured Person


	

	Job Role
	

	Nature of Injury, Disease, Occurrence


	

	Name, address and job role of person entering details


	


Investigation Team (Name, address, job role)

	

	

	

	


The Incident

	Date and time of incident or date of diagnosis of disease


	

	Location of accident or occurrence


	

	Details of above:




Notification (If applicable)

	Date reported to enforcing authority


	

	Method of reporting used


	


First Aid

	Details of first aid administered:



	First Aider who administered (include date of qualification):




Witnesses

	Names and occupation of witnesses:



	Statements taken      Yes/No

	Statements taken by:


Description and possible causes of incident

	

	What was the likely severity of the incident:



	How many people involved:



	Have the associated risk assessments been looked at?  Are they in place and sufficient?  What is the last review date?



	Is there a safe working procedure? Date of last review?




Conclusions/Causes of Incident

	Direct causes:



	Underlying causes:




Corrective Action Required

	Corrective Action Required
	Responsible Person
	Timescale for Completion
	Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Review

	Review of corrective action needed:   Yes/No

	Name of person responsible for review:



	Signature of Investigators:



	Date Investigation complete:

	Date circulated and who to:
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FIRST AID

1.0 Purpose

7 Waves Community Radio recognises their responsibility to provide first aid provisions and will ensure that all staff have access to first aid provisions as identified through risk assessment during their hours of work.

2.0 Scope

7 Waves Community Radio  will through the risk assessment process and reference to the First Aid Approved Code of Practice ensure that an assessment is made of the hazards within the workplace and additional factors as detailed within this procedure.

7 Waves Community Radio  also recognises that although there is no requirement under the Regulations or the Approved Code of Practice for employers to take account of persons who are not in their employment, the advice remains that “employers whose premises are regularly attended by such persons, may, however, wish to make some provision for them.  Due to the nature of our business we will, wherever it is reasonably practicable, make provision for those who are I affected by the service we provide.

7 Waves Community Radio recognise our legal duty to make sufficient provision for first aid to employees including those travelling or working away from our premises.  We will assess risks and make appropriate first aid arrangements to deal with the risks.

Additionally, we will ensure that contractors on our premises either have sufficient first aid provision, or if their work involves no special risk, the contract may include their use of our facilities, by arrangement. 

3.0 Legislation

The Health and Safety at Work etc 1974 imposes duty on everyone concerned with work activities, including employers, employees and persons in control of premises.  In relation to First Aid, the general duties of the Act have been supplemented by specific requirements laid down in the Health and Safety (First Aid) Regulations 1981.  These Regulations have been further expanded and updated by the production of the First Aid Approved Code of Practice.

7 Waves Community Radio legal duties in relation to the provision of First Aid facilities are defined as:

· Treatment for the purpose of preserving life and minimising the consequences of injury and illness until help form a medical practitioner arrives

· Treatment of minor injures which would not otherwise receive treatment or which do not need treatment by a medical practitioner

7 Waves Community Radio have a general duty to provide, or ensure the availability of, adequate and appropriate equipment and facilities for enabling first aid to be rendered to those people to whom we owe a duty of care if they are injured or become ill.

4.0 Guidance

What is adequate and appropriate will vary according to the circumstances in the workplace and will largely depend on:

a) workplace hazards and risks;

b) the size of the organisation;

c) the organisations history of accidents;

d) the nature and distribution of the workforce;

e) the remoteness of the site from emergency medical services;

f) the needs of travelling, remote and lone workers;

g) employees working on shared or multi-occupied sites

h) annual leave and other absences of first aiders and appointed persons

5.0 Management responsibility

The Responsible Manager must ensure that:

· The details of accidents and treatments are recorded and reported in line with the 7 Waves Community Radio   Recording and reporting Accidents, Incidents and Near Miss Policy included in this manual

· First aid cover is provided as identified as adequate through the risk assessment process

· Adequate first aid equipment and supplies are available and periodic checks are carried out and recorded using the First Aid Checklist (Appendix 1)

5.0 Procedure

To achieve these aims Managers will carry out an assessment of first aid needs using ‘Assessment of First Aid Needs’ (Appendix 2), looking particularly at the personnel, equipment and facilities and the circumstances specific to the site or environment.

When carrying out your risk assessment consider the types of work being carried out, the hazards and risks associated with the work and the number of people creating a need for first aid provision.

Consideration must also be given to those with an increased personal risk to any specific First Aid needs they may require. 

5.0.1 First aid equipment and facilities

A Risk Assessment of the work activity should identify the degree of risk of serious injury and therefore determine the need for First Aid cover.

In all establishments First Aid provision should be readily available to each employee at all times while work is in progress and including breaks. There must be at least one First aid box, clearly identified (white cross on a green background) and easily accessible, with the names of the responsible people displayed.

5.0.2 Medical Assistance

The name and address of the nearest Accident Hospital must be prominently displayed in every department, together with details of the nominated First Aiders and the location of all First Aid facilities.

5.0.3 Accidents

In the event of a serious accident, anyone calling the Emergency Services must give clear precise details of the location and the nature of the incident.  Details must be given slowly and not in a ‘panic manner’, as part of your emergency procedures the full address and post code of your site should be displayed at every telephone point.  

Where injuries to persons are not deemed to require transfer to hospital by emergency services but do require hospital treatment, arrangements should be made to transfer the injured party by car or taxi. The injured party should be accompanied at all times by a First Aider or Appointed person. No injured party must be allowed to drive themselves to the hospital.
All First Aid cases which are treated must be recorded in the Accident Book (BI 510) and an incident report completed (see accident reporting)

5.0.4 Provision of First Aid Personnel

The minimum level of First Aid personnel is a single ‘Appointed Person’.  This person is appointed to:

· Take charge of the situation, for example, to call the emergency services, if there is a serious injury or illness

· Be responsible for the First Aid equipment

The appointed person must always be available whilst people are at work.  This may mean that 2 or more appointed persons are needed. 7 Waves Community Radio will ensure that there is an ‘appointed person’ trained in emergency aid, present at all times and capable of taking charge should a serious illness or injury occur

The ‘appointed person’ should also be responsible for any First Aid equipment and for ensuring that the First Aid boxes are regularly checked. All checks should be recorded using the using the First Aid Box Checklist (Appendix 1)

Contents of boxes and kits should be replenished as soon as possible after use in order to ensure that that there is always an adequate supply of materials. Items should not be used after the expiry dates on the packets. It is therefore essential that First Aid equipment be checked frequently, to ensure there are sufficient quantities and all items are useable.

First Aid boxes and travelling First Aid kits should contain a sufficient quantity of suitable first aid materials and nothing else.

Where there is high risk activity or need on site, there should be at least one First Aider present whilst work is in progress. In addition, where the number of employees exceeds 50, there should be an additional First Aider for every 50 employees.

Care should be taken when deciding which employees to select as first aiders.  Such persons should have the correct disposition and character, and have the necessary ability to carry out their role.  Managers choosing employees should ensure the role is explained and that the person is normally present in the workplace.

Appointed persons can only be used to provide cover for first aiders in very limited, unforeseen circumstances and not on a routine basis. 

6.0 First Aid Training

Managers and Line Managers must arrange and identify training needs for staff under their control through the risk assessment process.  To become a First Aider staff must attend a 4 day training course and obtain a certificate of completion by an organisation approved by the HSE.  

At present First Aid certificates are valid for 3 years and therefore First Aiders should undertake a 2 day refresher course before this period expires, otherwise the full first aid course will need to be retaken.

7.0 Providing First Aid Information to Employees

7 Waves Community Radio will ensure that all employees and others requiring First Aid equipment, personnel and facilities are informed of how to access the provisions.  First Aid information will be displayed on notices placed prominently around all premises.  Information on First Aid arrangements will be included in induction training for permanent staff and temporary workers.

8.0 Provision of First Aid Rooms

The First Aid assessment should be used to determine whether a Fist Aid room is necessary, they are typically required on large sites or where high risk activities are carried out, for example construction sites or where sites are remote from emergency services.

In many cases it will be sufficient to identify an area that would be used as a ‘First Aid’ room in the event of on site treatment being required.

A First Aid room should:

· Contain appropriate equipment and facilities

· Be readily accessible to stretchers and any other equipment needed to convey people to and from the room

· Be easy to find and clearly sign posted in accordance with the Regulation 4 of the Health and Safety (Signs and Signals) Regulations

· Ideally be used solely for the purpose of First Aid.  This will not always be possible, but the room should be free from other contamination

9.0 Providing Travelling First Aid Kits

Where 7 Waves Community Radio employ staff who regularly work in isolated locations, or where access to accident and emergency facilities would be difficult, it may be necessary for First Aid Equipment to be carried by, or made available to, employees who could be exposed to a hazardous situation.  The precise contents of the travelling First Aid kit will depend on the circumstances and should be assessed during risk assessment, however as a minimum should contain the contents as detailed in the First Aid Checklist (Appendix 1)

Appendix 1

FIRST AID BOX CHECKLIST

Department/Scheme _______________________________

The box should include the following items:

	Standard Contents per Box


	Standard (Travelling Kits)
	Item



	1


	1
	General Guidance Card



	20


	6
	Assorted plasters 



	2


	2
	Sterile Eye Pads with attachment



	6


	1
	No 8 Sterile dressings (medium)



	2


	1
	No 9 sterile dressings (large)



	2
	1
	No 3 sterile dressings (extra large – high risk areas only)



	2


	1
	Triangular bandages



	6


	2
	Safety pins 9 (packet of 6)



	3 pairs


	1 pair
	Disposable gloves

	1


	1
	Resuscitation face shield




	Date of inspection.
	
	
	
	
	
	

	Checked by whom? 


	
	
	
	
	
	

	Is box fully stocked? 


	Yes / No
	Yes / No
	Yes / No
	Yes / No
	Yes / No
	Yes / No

	List items required and confirm they have been ordered.


	
	
	
	
	
	

	Names of 1st 

Aiders on site.


	
	
	
	
	
	

	1st Aid Refresher Course due? 


	
	
	
	
	
	



Appendix 2

First Aid Needs Assessment

	Location:
	Date:


	Summary of Activities:




	Issues for Consideration
	Comments

	Number of Employees and others needing First Aid Provision (Permanent and Temporary)


	

	Distance to Emergency Hospital


	

	Workforce Distribution (Detail)


	

	Workers at Increased Risk


	

	Multi Occupied Site


	

	Arrangements in place to cover absence of First Aiders


	

	First Aid provision needed for the public


	

	Specific Hazards 


	

	SUMMARY OF PROVISIONS NEEDED

	
	NUMBER
	LOCATIONS

	First Aid Boxes Needed
	
	

	First Aid Rooms Needed
	
	

	First Aiders Needed
	
	

	Appointed Persons Needed 
	
	


	Assessor:
	Signature:


More detailed risk assessment as detailed in the ‘Risk Management’ Policy may be required where high risk activities or hazards present specific to job role are identified. 
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ELECTRICAL SAFETY

1.0 Introduction

7 Waves Community Radio  recognises the potential fatal hazards associated with electricity supply and the need to take appropriate preventive precautions.  All reasonable steps will be taken to secure the health and safety of employees and service users who use, operate or maintain electrical equipment for which we are responsible for or have control over.

2.0 Scope 

7 Waves Community Radio  will:

· Ensure that electrical installations and equipment are installed in accordance with current IEE Regulations

· Maintain through contract with 7 Waves Community Radio  Property Services Team fixed installation in a safe condition by carrying out routine safety checks

· Inspect and test portable electrical equipment as often as required, this will include all electrical equipment within our residential and nursing homes and equipment provided to tenants in sheltered housing schemes

· Co-operate with visiting contractors appointed by the 7 Waves Community Radio to ensure their safe systems of work are implemented

· Ensure that employees do not work on electrical equipment unless they are competent to do so

· Maintain detailed records of inspections and testing

· Live work will not be permitted by any 7 Waves Community Radio   employees

All electrical work carried out in 7 Waves Community Radio   premises is contracted through the Arena Housing Group Ltd Property Services Team, 7 Waves Community Radio   will co-operate fully with Property Services and all visiting contractors.  

All electrical contractors will receive the necessary checks by the Property Services Team to ensure they are competent to work on electrical equipment or installations, belong to an appropriate body and comply with relevant safety standards.

3.0 Legislation

The Electricity at Work Regulations 1989 requires 7 Waves Community Radio to ensure, so far as is reasonably practicable, to that all electrical equipment and installations are safe and without risks to health.  Employees also have a responsibility to co-operate with their employer and to comply with those regulations that are within their control.

The Electrical Equipment (Safety) Regulations 1994 require that all electrical appliances or equipment must be safe.  Electrical appliances supplied in rented accommodation are considered to fall into this category.  All equipment purchased and installed must comply with Essential Health and Safety Requirements or Transposed Harmonised Standards and bear a visible CE Marking. 

All mains voltage electrical goods are covered by the regulations including cookers, kettles, toasters, washing machines, etc. 

In addition to the above The Plugs and Sockets etc (Safety) Regulations 1994, relate to the supply of any plugs, sockets, adaptors or fuses intended for domestic use and must comply with current standard.  The regulations require plugs to be part insulated to prevent shocks and must bear the relevant BS mark on the plug.

4.0 Management Responsibility

The Station Master of 7 Waves Community Radio has ultimate responsibility electrical safety within 7 Waves Community Radio premises.  The day to day operation is delegated to the all Managers and staff and they will ensure that:

· All staff must ensure that electrical hazards and faults are reported immediately to their supervisor.  

· Once a faulty piece of equipment is identified it MUST NOT BE USED under any circumstances and, if possible (without risk to personal safety) it should be isolated from the mains supply.  If there is any likelihood of the equipment being reconnected, then the plug should be removed

· All electrical equipment will receive a minimum annual Portable Appliance Test and any defects rectified before being issued or re-issued to staff 

· An inventory of all electrical equipment on site must be requested from the contractors carrying out portable appliance testing and as new items are acquired or decommissioned the inventory must be up dated 

· Routine visual inspections will be carried out using the Electrical Equipment Inventory

· No person is to attempt to repair any faulty electrical appliances or to carry out any electrical work without being “competent” and without having management authority, suitable training, and correct equipment

· Records must be kept of all formal inspections and repairs carried out to equipment or installations.  Ensure that visiting contractors leave confirmation of their visit and certification of the inspections carried out 

5.0 Procedure for Using Electrical Equipment

The use of electrical equipment by 7 Waves Community Radio is wide spread and provides essential power.  Electricity is a safe form of power, provided it is controlled and used in a proper manner.  Harm can arise from electricity, e.g.

· Electric shock can result in death in the case of contact with faulty electrical equipment

· Fire can result from overload, damaged and worn cables

To ensure that electricity is used safely, all employees are to adhere to the following:

· An inventory must be made of all the electrical equipment provided in every location, this will be provided by the contractor engaged to carry out Portable Appliance Testing (PAT Testing).  Include all portable electrical equipment such as radios, floor cleaners, televisions and hand tools.  Once listed, the inventory should be held centrally.  Remember to add any new equipment to the inventory and remove any that has been decommissioned.

· Once identified, all electrical equipment should be given a unique code number, which can be displayed on the body of the equipment or plug, and logged in the register.

· Managers or those allocated responsibility should then carry out quarterly visual inspection of all the listed equipment using the ‘Quarterly Visual Inspection Checklist’ (Appendix 1) and summarise the findings.

· All electrical tools and devices must be given a visual check before use and as a minimum should include:

i. Checking for frayed and damaged leads

ii. Ensuring leads are secure in plugs and apparatus

iii. Checking for damaged casing, dents or cracks

iv. Checking for signs of overheating

v. Ensure the equipment is within formal test date

· Electrical equipment must not be used unless the user is authorised to do so

· Every 12 months, a comprehensive electrical check of all portable electrical equipment will be carried out by a competent person.  The date of this check should be recorded in the inventory.

· Defaults must always be reported immediately

· Never use any contractors equipment or allow contractors to use equipment belonging to 7 Waves Community Radio   or our service users
· Equipment belonging to staff must only be used after authorisation by your line manager and must be subjected to a pre-use formal PAT test
6.0 Training

Effective training in the safe use of electrical equipment will be provided and recorded on staff training records.  Reference must be made to the Risk Assessment and Management of Risk and Safe Working Procedures section of this manual.

7 Waves Community Radio will train all employees in basic electrical safety to ensure that they:

· Know how to use equipment safely

· Know what they are not permitted to do

· Understand what action to take in an emergency involving electricity

· Know who is authorised to carry out electrical works

· Know who to report and electrical problems too

All 7 Waves Community Radio first aiders have been trained in the treatment of electrical shock.  If there are any incidents involving electricity, a qualified first aider must be summoned immediately. 


                 CHECKLIST FOR QUARTERLY VISUAL INSPECTION OF 

                                          ELECTRICAL EQUIPMENT

	LOCATION:
	DATE:
	INSPECTED

BY:

	EQUIPMENT:


	YES/NO
	    ACTION

	1. Is the equipment clean, dry and in good    condition?


	
	

	2. Are there obvious defects on the equipment, cables, plugs or sockets, no burn marks?


	
	

	3. Has the flexible cable been damaged?

Typical causes of damage are noted below and should be looked for when carrying out the check:

· Being run over

· Being dragged over sharp equipment

· Making contact with moving parts of equipment

· Making contact with hot surfaces or chemicals

· Being stretched or flexed near point of termination to either the plug or equipment.

· Contact with petrol, oil, solvents or water.

· Free from kinks.


	
	

	4. Is the plug safely wired to the cable? I.e. no frayed ends of old flex, and outer PVC insulated cover secured inside the pug body.


	
	

	5. Is the plug damaged? E.g. cracked cover.


	
	

	6. Are sockets overloaded, e.g. supplying too many plugs via adaptors, daisy chain effect?


	
	

	7. Is there a joint in the cable?

· Wherever possible joints should be avoided.

· If joints are necessary they should be made with an approved two-part plug.


	
	

	8. Is the equipment free from chemicals, dust, grease and solvents?


	
	

	9. Are any accessories used compatible for speed?


	
	

	10. Are all portable appliances “kite marked” i.e. in compliance with the relevant British Standard, or CE marked?
	
	

	11. Isolators- If these are fitted can they be easily reached and without danger?
	
	

	12. Are the isolators operational?


	
	

	13. Mechanical Interlocks and safety switches- if fitted, are they effective?  If unsure ask electrician to check
	
	

	14. Has all the mobile equipment received an annual portable appliance test?  Check register or label on body or plug and ensure it is not over 12 months since its last test.
	
	

	15. Are all electrical conductors such as stainless steel work benches on which electrical equipment is sited, or could be sited, earth bonded i.e. attached to an earthing point such as copper pipe by a green and yellow hatched wire.
	
	


	Inspection Completed By:



	Date Of Next Inspection:

	Have all defects identified been reported?



	Additional Comments:
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DISPLAY SCREEN EQUIPMENT

1.0 Introduction

7 Waves Community Radio intention is to optimise the use and application of display screen equipment within the business, whilst safeguarding the health, safety, welfare and job satisfaction of all our employees in using such equipment.

2.0 Scope

To protect the health and safety of workers in so far as is reasonably practicable, 7 Waves Community Radio will in consultation with workers and their representatives:

· Carry out an assessment of each workstation taking into account the display screen equipment, the furniture, the working environment, and the worker

· Take all necessary measures to remedy any risks found as a result of the assessment

· Take steps to incorporate changes of task within the working day, to prevent intensive periods of on-screen activity

· Review software to ensure that it is suitable for the task and is not unnecessarily complicated

· Arrange for free provision of eye tests at regular intervals and where a visual problem is experienced arrange for the subsidised supply of any corrective appliance (glasses or contact lenses) where these are required specifically for working with display screen equipment

· Advise existing employees, and all persons applying for work with display screen equipment, of the risks to health and how these are to be avoided.

Where an employee raises a matter related to health and safety in the use of display screen equipment the 7 Waves Community Radio will:

· Take all necessary steps to investigate the circumstances

· Take corrective measures where appropriate

· Advise the employee of the action taken

3.0 Legislation

The Health and Safety (Display Screen Equipment) Regulations 1992, as amended (DSE Regulations) require 7 Waves Community Radio as an employer to address the hazards in two main types.

· Providing the exposed employees (the users) with the knowledge and equipment necessary to keep them safe

· Specifying standards for the equipment and the general working environment

4.0 Users
The Regulations apply to users of DSE and it is therefore essential, as a first step, managers to identify relevant employees.  In determining who users are, managers need to take account of the frequency, duration, intensity and pace of spells of continuous use. Users are classed as employees using DSE for continuous spells of an hour or more at a time and on a regular daily basis, those who have to transfer information quickly to and from the DSE and also need to apply high levels of attention and concentration. Users may also include agency employed "temps".

5.0 Procedures

5.0.1 Assessment
There is a requirement to carry out an assessment of the workstations of all users using the DSE Risk Assessment Pro-Forma (Appendix 1).  The assessment should be carried out by the line managers of all staff within their direct control.  It is for the Service Manager of each business area to decide who will carry out the assessments and appoint appropriate persons. However, whoever is approved to carry out the assessments must have been provided with the DSE Assessor Training.  Some premises may wish to share an assessor. No assessor should be asked to assess more than fifty persons. 

5.0.2 Requirements for workstations
Workstations must conform to the standards laid down in the Regulations. The assessment process is designed to identify whether there are deficiencies.

Display screen
· The characters on the screen shall be well defined and clearly formed, of adequate size and with adequate spacing between the characters and lines

· The image on the screen should be stable, with no flickering or other forms of instability.

· The brightness and the contrast between the characters and the background shall be easily adjustable by the operator or user, and also be easily adjustable to ambient conditions.

· The screen must swivel and tilt easily and freely to suit the needs of the operator or user.

· It shall be possible to use a separate base for the screen or an adjustable table.

· The screen shall be free of reflective glare and reflections liable to cause discomfort to the operator or user.

· Users are recommended to ensure that their screen is located directly in front of them

Keyboard
· The keyboard shall be tiltable and separate from the screen so as to allow the operator or user to find a comfortable working position avoiding fatigue in the arms or hands

· The space in front of the keyboard shall be sufficient to provide support for the hands and arms of the operator or user

· The keyboard shall have a matt surface to avoid reflective glare

· The arrangement of the keyboard and the characteristics of the keys shall be such as to facilitate the use of the keyboard

· The symbols on the keys shall be adequately contrasted and legible

Work desk or work surface
· The work desk or work surface shall have a sufficiently large, low reflectance surface and allow a flexible arrangement of the screen, keyboard, documents and related equipment

· The document holder shall be stable and adjustable and shall be positioned so as to minimise the need for uncomfortable head and eye movements

· There shall be adequate space for operators or users to find a comfortable position

Work chair
· The work chair shall be stable and allow the operator or user easy freedom of movement and a comfortable position

· The seat shall be adjustable in height

· The seat back shall be adjustable in both height and tilt

· A footrest shall be made available to any operator or user who wishes one

Space requirements
· The workstation shall be dimensioned and designed so as to provide sufficient space for the operator or user to change position and vary movements

Lighting
· Any room lighting or task lighting provided shall ensure satisfactory lighting conditions and an appropriate contrast between the screen and the background environment, taking into account the type of work and the vision requirements of the operator or user

· Possible disturbing glare and reflections on the screen or other equipment shall be prevented by coordinating workplace and workstation layout with the positioning and technical characteristics of the artificial light sources

Reflections
· Workstations shall be so designed that sources of lights, such as windows and other openings, transparent or translucid walls, and brightly coloured fixtures or walls cause no direct glare and no distracting reflections on the screen

· Windows shall be fitted with a suitable system of adjustable covering to attenuate the daylight that falls on the workstation

Noise

· Noise emitted by equipment belonging to any workstation shall be taken into account when a workstation is being equipped, with a view in particular to ensuring that attention is not distracted and speech is not disturbed.

Heat
· Equipment belonging to any workstation shall not produce excess heat which could cause discomfort to operators or users.

Humidity
An adequate level of humidity shall be established and maintained

Correct Working Position


· Adjustable back rest on seat

· Good back/lumbar support

· Height adjustability on seat. Arms should be horizontal to the table. 

· Thighs not exposed to excess pressure. 

· Foot rest / support if feet are not flat on floor. This reduces pressure on backs of legs. 

· Clear space around desk for postural changes and movement. 

· Keep Mouse and Keyboard within easy reach. Do not outstretch arms. Keep arm at right angle. 

· Minimum wrist movement. 

· Adjust screen height and angle to align eyes with top of screen. 

· Space on desk to rest wrists during breaks in typing. 

Remember: 

· Take regular short breaks from the screen. 

· Use a document holder to reduce un-necessary head and neck movement. 

· Reduce screen glare where possible, by dimming lights or re-positioning the workstation. 

All users are required to adopt a correct posture and follow the sound ergonomic principles in this Policy. Managers are responsible for providing the workstation requirements. 

6.0 Possible health effects of DSE work
A variety of "work-related upper limb disorders" may be associated with DSE use, although the precise causal pathway is unclear. Some users experience discomfort or aches and pains.

Where users experience difficulty, managers should act to minimise the risk of long-term discomfort. Managers should arrange for a reassessment of the work area to be carried out and the employee should be referred to the Arena Group Health and Safety Department for advice.

Eye effects: There are no known adverse effects on the eye or eyesight due to DSE work. However, some users experience temporary visual fatigue leading to eye discomfort and may require advice on reducing this effect. Existing eye conditions are not made worse by DSE work, but it is logical to use the appropriate sight correction for such work, as would be expected with any other job needing visual skills.

7.0 Breaks/changes of activity
Assistant Directors/Managers are responsible for planning the activities of users such that adequate breaks/changes of activity are achieved. It is advisable, wherever possible, to allow individual employees sufficient flexibility for them to organise their own work as much as possible.

Short, frequent breaks are more satisfactory than longer breaks, e.g. five to ten minutes after fifty to sixty minutes of continuous use is preferable to fifteen minutes every two hours.

Informal breaks, i.e. time not spent viewing the screen on other tasks, are most effective. Breaks should allow users to vary their posture.

9.0 Eyes and eyesight testing
When users request eye and eyesight testing, this will be provided.  7 Waves Community Radio will meet the cost of the test and reasonable costs of any corrective spectacles recommended by the optometrist related to the use of DSE.  7 Waves Community Radio will pay for the cost of an eye test (every 2 years or more frequently where specified by an optometrist) and contribute a maximum of ₤40 to the cost of glasses needed specifically for DSE use by an employee classed as a user. 

When eye/eyesight tests are carried out, the frequency of necessary re-testing will be normally be two years unless otherwise specified by the optometrist.

10.0 Health and Safety Training
7 Waves Community Radio will provide users with health and safety training in addition to any training on how to use the workstation and software.

Training will be carried out by the identified DSE assessors within 7 Waves Community Radio and will include:

· Desirable ergonomic features, e.g. chair comfort 

· Undesirable features, e.g. reflection and glare 

· Health risks

· The importance of postural change

· The use of adjustment mechanisms, particularly furniture

· The need to take advantage of breaks and changes in activity

· The use and arrangements of workstation components to facilitate good posture, prevent over -reaching and avoid glare and reflections on the screen 

· Information regarding assessments

· Information regarding eyesight testing

· Organisational arrangements for bringing problems and symptoms to the attention of the department. 

Managers need to ensure that all users are provided training as soon as is reasonably possible. 

New employees should be given DSE training before they commence work.

11.0 Information
All users whether they be employees, service users, agency temps, must be provided with information on the risks of Work Related Upper Limb Disorders (WRULD) caused by incorrect posture and poor ergonomics associated with DSE use. Information should also be provided on the need for breaks and activity changes.  Employees should have the 7 Waves Community Radio arrangements for eyesight testing explained to them.

12.0 Work with Portable Laptops 
The use of laptops is ever increasing and users should wherever possible to apply similar principles to those in the Policy as regards posture and breaks/changes of activity. Prolonged users of laptops should use a separate keyboard and docking station to ensure the screen is raised to the appropriate height or use the laptop keyboard and a separate monitor.

13.0 The Use of Mice

Prolonged use of a mouse can also cause WRULD. Users whose work involves much mouse work should seek to use a mixture consisting of mouse work and alternatives, e.g. trackballs, tablets, mice or keyboard activated commands. All mouse users should ensure that the positioning of the mouse is fairly close to the midline of their body and should avoid the arm becoming stretched out from their shoulder.

14.0 Radiation and Pregnancy

Employees using display screens are not at risk from radiation. Scientific research has concluded that such concerns are unjustified. No adverse ill effects have been found to arise from display screen equipment. Thus there is no reason for a person who is pregnant, or is seeking to become pregnant, to avoid working with such equipment.

15.0 Review of assessment
The risks identified in the assessment must be remedied as soon as is reasonably practicable. Formal reviews should be carried out annually or sooner f there are any changes, for example, when moving work station or diagnosis of a musculoskeletal problem.

DISPLAY SCREEN EQUIPMENT PERSONAL ASSESSMENT REPORT

	Assessor:


	Date of Assessment:
	Date of Review:

	Name (Person being assessed)


	Location 

	Full Time  FORMCHECKBOX 
     Part Time  FORMCHECKBOX 


	Employed in current location (Years/Months)


	1. DESK/WORK AREA
	YES
	NO
	N/A
	COMMENTS

	Is there sufficient space, with enough storage, to enable easy access to the work station?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the desk height comfortable?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the desk surface large enough to allow flexible and comfortable arrangement of all work equipment?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Does the surface have a matt finish to prevent reflections?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the height of the desk or work surface suitable for use with display screen equipment?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is there sufficient space below the work surface to allow the operator a comfortable position?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	2. KEYBOARD/EQUIPMENT
	YES
	NO
	N/A
	COMMENTS

	Is the keyboard detachable from the screen?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is it possible to easily adjust the angle and tilt of the keyboard?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is there enough room for the hands to rest in front of the keyboard?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Can its surface angle be adjusted?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is a wrist rest available if required?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Does the keyboard have a matt finish?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the mouse comfortable for use?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is a document holder provided if required?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	3 ENVIRONMENT
	YES
	NO
	N/A
	COMMENTS

	Is the lighting level at the work station comfortable and adequate for all tasks?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have desk lamps (or other task lighting) been supplied where necessary?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Can the heating and ventilation be maintained at a comfortable level?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the humidity level comfortable?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the noise level low enough to allow normal conversation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the temperature maintained at a level comfortable for the user?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	4 POSTURE
	YES
	NO
	N/A
	COMMENTS

	Does the chair back rest adjust in both height and tilt?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Does the chair provide adequate back support?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the seat adjustable in height?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the chair stable?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the seat depth appropriate?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Do the chair arms allow correct posture to be maintained?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is a footrest provided if required?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	5 SCREEN
	YES
	NO
	N/A
	COMMENTS

	Does the display screen have easily adjustable controls for brightness and contrast?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is it possible to easily tilt and swivel the screen?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the height of the screen comfortable?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the image on the screen stable and free from flicker?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	6 REFLECTIONS AND GLARE
	YES
	NO
	N/A
	COMMENTS

	Have adjustable blinds (or alternative) been fitted?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have other fixtures and fittings been positioned to avoid reflections on the workstation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Where the need cannot be avoided, has an appropriate filter been fitted?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	7 SOFTWARE/SYSTEM PERFORMANCE
	YES
	NO
	N/A
	COMMENTS

	Does the user understand how to use the software on their computer? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Does the software allow tasks to be completed efficiently?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is sufficient training or explanation on software provided?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is there a problem with the equipment, the programs or work, does the user know the procedure to rectify problems?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the format in which information is displayed suitable for the user? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	8 JOB DESIGN
	YES
	NO
	N/A
	COMMENTS

	Has the job been designed to incorporate off-screen activities within the working day?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are there adequate opportunities for regular breaks from using display screen equipment?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have steps been taken to minimise repetitive or boring tasks, such as data entry?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	9 EYESIGHT AND HEALTH
	YES
	NO
	N/A
	COMMENTS

	Is the user free from eyesight problems (other than wearing glasses)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the user free from work related stress? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Does the user know about the procedure for eyesight testing?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	How long is it since there last test?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10 TRAINING AND ASSESSMENT
	YES
	NO
	N/A
	COMMENTS

	Has the user received DSE/Ergonomic training and understands how to adjust their chair, desk and equipment to minimise the risk of injury and ill health?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the user aware of potential WRULDs and how to avoid them?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


FOR ALL NEGATIVE ANSWERS PLEASE COMPLETE THE FOLLOWING ACTION PLAN OUTLINING REMEDIAL MEASURES TO BE IMPLEMENTED 
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MANUAL HANDLING
1.0 Purpose

7 Waves Community Radio recognises the risk to their employees due to hazards surrounding the moving and handling of people and loads.  7 Waves Community Radio will take all necessary precautions to ensure that employees are safeguarded from injury and ill health related to manual handling activities.

Manual handling is defined as ‘any transporting or supporting of a load, including lifting, pushing, pulling, putting down, carrying, throwing and supporting in a static posture, by hand or bodily force’.  Where effort is applied indirectly, for example by using a device such as a rope or lever, it is still classed as manual handling. 

2.0 Scope  

7 Waves Community Radio will ensure through this procedure that:

· Arrangements are established that reduce the level of risk presented by manual handling operations

· That where possible, avoid the need for manual handling activities to be carried out

· Those tasks that cannot be avoided, the level of risk presented will be reduced to the lowest level reasonably practicable

· All relevant staff receive adequate training in moving and handling techniques

· Incidence of injury resulting from manual handling is reduced

· 7 Waves Community Radio  complies with all relevant legislation

Manual handling activities which require bodily effort to move, lift or support any load are COMMON throughout all types of workplaces and account for the highest proportion of lost time injuries – especially back injuries. In many cases the injuries sustained were preventable.

Commonly, the injuries build up over a period of time, as a result of a succession of poor handling techniques. The anatomy of the back makes it particularly vulnerable to the pressures and strains of poor manual handling.

3.0 Legislation 

Under the Manual Handling Operations Regulations 1992 (as amended 2002) all manual handling activities which involve a risk of injury should be avoided where possible. If it is not possible to avoid the risk, then an assessment should be carried out, and the risks reduced to the lowest level possible.

The assessment should take into account the load, the task, the environment in which the activity is performed and the capabilities of the individuals carrying out the task.

4.0 Management Responsibility
The Station Master of 7 Waves Community Radio  takes full responsibility for ensuring that the health, safety and welfare of  all employees is protected and that there are sufficient resources made available for training, equipment and any other control measures identified through manual handling risk assessments.  

The responsibility for ensuring that all moving and handling tasks are assessed lies with the manager of area.  The Station master must nominate suitably competent staff to carry out assessments of all manual handling tasks.  No task involving moving or handling of people of loads will be carried out unless there has been an assessment of risk carried out before commencement and all identified control measures implemented.

All employees are responsible for ensuring the health, safety and welfare of themselves and others and must adhere to all controls as identified through risk assessments and safe working procedures.

All staff carrying out risk assessments will have received manual handling training specific to their job role and any necessary training to ensure their competency for any equipment that may be used during the task.  Training must be recorded and refreshed annually.

All employees are responsible for ensuring that any accident or incidents related to manual handling activities are reported and recorded in line with the procedure detailed in this health and safety manual. 

5.0 Procedure

5.0.1 Assessment

The fundamental aim of a manual handling risk assessment is to ensure that the precautions taken are related to the risks created by the work.

A written assessment will be carried out by a suitably competent person and recorded on the Manual Handling Operations Risk Assessment Form (MH/RA2).  This will only be performed by trained staff and will involve all personnel affected by the task.

Any remedial actions must be progressed by those responsible, i.e.: line managers.  The assessment should be reviewed at suitable intervals, at least annually, or where there is a change to any of the factors listed below, i.e. task, load, environment and individuals performing the task.  In addition, the assessment should be reviewed following a manual handling incident, to ensure that it remains suitable and sufficient.

5.0.2Loads 

The load is the person or object being lifted, moved or supported.

For inanimate loads the following should be considered:

· Weight

· Dimensions(bulky or unwieldy)

· Flexibility/Rigidity

· Shifting/moving weight

· Stability

· Available and effective grip, e.g. the presence of handles or straps

· Harmful or awkward properties e.g. hot or cold, sharp edges, slippery surfaces.

While the weight of the load is not the only point to consider for manual handling, numerical guides can be useful. The following guidelines represent values that would under normal circumstances be expected to be safe. These can be used to indicate whether a more detailed assessment is required.

	Body reference points
	Load held close to body
	Load held  at arms length

	Full height(arms above head)
	10kg (7kg)
	5kg (3kg)

	Shoulder height
	20kg (13kg)
	10kg (7kg)

	Elbow height
	25kg (16kg)
	15kg (10kg)

	Knuckle height
	20kg (13kg)
	10kg (7kg)

	Mid-lower leg
	10k (7kg)
	5kg (3kg)


N.B. Female guidelines are given in brackets

5.0.3 Task

The task is the description of the actual manual handling activity e.g. lifting boxes, pushing trolleys etc. Many of the body movements involved in a manual handling activity will significantly reduce the ability of the person to safely handle the load. For example, the weights guidelines above can be significantly reduced for a task that involves a 90% twist of the body or a bend or stoop through 90%. As such, the following should be considered:-

· whether the load is required to be held away from the body

· twisting

· reaching upwards,  downwards or across

· the distance the load has to carried

· stooping

· strenuous pushing or pulling

· supporting of the load

· repetitive activities(the frequency the task is carried out)

· the duration of each activity

· handling whilst seated

· team handling

5.0.4 Environment
The environment in which the activity is carried out can also have a significant effect on the overall risk. A hot or humid environment will increase the likelihood of fatigue over the course of a shift and similarly a small cramped working area may mean more bending and stooping, resulting in bad working posture. 

Another important consideration is stairs, steps and other changes in floor level.

Factors to consider include:-

· restricted working space

· poor lighting

· noise

· changes in floor level

· slip or trip hazards

· extreme temperatures and poor ventilation 

· elements, when working outdoors

5.0.5 Individuals

The capability of the individual to perform a manual handling activity must also be established. This can be a delicate process requiring trust and tact-confidentiality must be maintained. The factors listed below outline some of the key considerations. 

The company should encourage individuals to take responsibility for their own health and safety and to inform managers of any relevant problems. This does not absolve the company of any of its duties e.g. to provide suitable and sufficient aids, but should assist in the management of manual handling activities.

Consideration should be given to the following factors:-

· Level of fitness and strength required

· Gender (due to weight guidelines)

· Existing health conditions

· Pregnancy

· The use of PPE which could hinder the ability to manually handle the load

· Training and knowledge of and familiarisation with, the correct techniques and procedures

6.0 Control measures
The purpose of the risk assessment is to establish adequate and appropriate control measures to eliminate or at least reduce the risks identified.

The following is a list of common control measures that can be applied:-

· provision of mechanical aids, e.g. hoists for lifting and moving

· splitting larger, inanimate loads, into smaller units

· better planning of the activities and any associated movements and routes

· ensuring adequate rest an recovery periods

· getting assistance from colleagues

· providing comprehensive training, information and instruction- with  competent supervision where necessary

Whatever control measures are introduced, they should be effective and monitored regularly e.g. by reviewing sickness absence and accident figures.

7.0 Provision of Equipment

Numerous items are available which are designed to avoid the need for manual handling or make the task less physically demanding.  7 Waves Community Radio takes responsibility for keeping up to date with the range of equipment available and planning for and setting aside necessary funding.  Equipment needs should be discussed through the relevant managers with their staff to discover/confirm their needs and the suitability of the equipment before it is purchased.

The use and location of equipment will be known by all relevant staff, specified as required in safe working procedures and all staff trained in its use.

8.0 Summary

· If a manual handling activity with a significant risk of injury cannot be avoided, a risk assessment must be carried out and measures must be taken to reduce the risk to the lowest possible level.

· Injuries are often cumulative and are caused by repeating an incorrect manual handling technique. 

· The assessment should take into account the task, the individual, the load and the environment.

· Various control measures may be introduced to eliminate or reduce the risk of injury. These include a number of mechanical and functional aids e.g. hoists, trolleys handling boards.

· Employees should be encouraged to report any activities, to their supervisor, that they feel present a significant risk of manual handling injury.

MANUAL HANDLING OPERATIONS RISK ASSESSMENT (MH/RA2)
SECTION A PRELIMINARY ASSESSMENT

	LOCATION:

	ASSESSOR:

	PERSONNEL INVOLVED:

	DATE:

	JOB DESCRIPTION:




OPERATIONS COVERED BY THIS ASSESSMENT:

	


	CAN THE OPERATIONS BE AVOIDED/MECHANISED/AUTOMATED?    YES/NO


If YES proceed than re-assess to ensure the control measures are effective.

If NO go to SECTION B and complete a detailed assessment using the scoring system below to identify the risk level.

Severity x Likelihood = Risk Level

	Hazard Severity:

Fatal/Major Injury/Illness                 = 3

Injury or Illness causing loss of time     = 2

Minor Injury or Illness                           = 1
	Likelihood Of Occurrence:

Certain/Likely could occur            = 3

Reasonably likely to occur             = 2

Seldom or very unlikely to occur   = 1
	Risk Level:

6-9 = High

3-4 = Medium

1-2 = Low


Where the resulting risk level is Medium or High further controls must be implemented to reduce the risk.

The task, load, working environment, individual capability and inter-relationship between these factors are all important elements in deciding optimum controls designed to fit the operation to the individual rather than the other way round.

Techniques of risk reduction could include:

Mechanical Assistance: Use of handling aids, e.g. lever, hoist or trolley.

Improve The Task: Change in layout, improving work routine by reducing frequency or duration of handling tasks, using teams of people.

Improve The Environment: Remove space constraints, improve condition of floor, reduce work to a single level, and ensure adequate lighting.

Individual Selection: Health screening.  Does the job require unusual strength, height, etc.  Consider age, strength and fitness.

MANUAL HANDLING OPERATIONS RISK ASSESSMENT

SECTION B DETAILED ASSESSMENT

	LOCATION:
	TASK DESCRIPTION:

	DATE:
	ASSESSOR:

	                                                                   RISK LEVEL
	                                                             REVISED RISK LEVEL

	QUESTIONS TO CONSIDER
	YES/NO
	LOW
	MED
	HIGH
	CONTROL MEASURES REQUIRED TO REDUCE THE RISK
	LOW
	MED
	HIGH

	THE TASKS-do they involve:
	
	
	
	
	
	
	
	

	Holding loads away from the trunk?
	
	
	
	
	
	
	
	

	Twisting or Stooping?
	
	
	
	
	
	
	
	

	Reaching Upwards?
	
	
	
	
	
	
	
	

	Large Vertical Movements?
	
	
	
	
	
	
	
	

	Long Carrying Distances?

(Over 10 metres)
	
	
	
	
	
	
	
	

	Strenuous pushing or pulling?
	
	
	
	
	
	
	
	

	Repetitive Handling?
	
	
	
	
	
	
	
	

	Insufficient rest or recovery time?
	
	
	
	
	
	
	
	

	Work rate imposed by a process?
	
	
	
	
	
	
	
	

	THE LOADS-are they
	
	
	
	
	
	
	
	

	Heavy or Bulky?
	
	
	
	
	
	
	
	

	Difficult to grasp?
	
	
	
	
	
	
	
	

	Unstable/Unpredictable?
	
	
	
	
	
	
	
	

	Intrinsically harmful? i.e. sharp, hot, electrical?
	
	
	
	
	
	
	
	


	QUESTIONS TO CONSIDER
	YES/NO
	LOW
	MED
	HIGH
	CONTROL MEASURES REQUIRED TO REDUCE THE RISK
	LOW
	MED
	HIGH

	THE ENVIRONMENT-are there:
	
	
	
	
	
	
	
	

	Constraints on posture?
	
	
	
	
	
	
	
	

	Poor Floors?
	
	
	
	
	
	
	
	

	Variations on floor level?
	
	
	
	
	
	
	
	

	Hot/Cold/Humid conditions?
	
	
	
	
	

	
	
	

	Poor Lighting?
	
	
	
	
	
	
	
	

	Obstructions to movement?
	
	
	
	
	
	
	
	

	INDIVIDUAL CAPABILITY-does the job:
	
	
	
	
	
	
	
	

	Require unusual capability?
	
	
	
	
	
	
	
	

	Hazard those with health problems?
	
	
	
	
	
	
	
	

	Hazard those who are pregnant?
	
	
	
	
	
	
	
	

	Call for special information /training?
	
	
	
	
	
	
	
	

	OTHER FACTORS
	
	
	
	
	
	
	
	

	Does clothing hinder movement?
	
	
	
	
	
	
	
	

	Is PPE needed?
	
	
	
	
	
	
	
	

	Is the task carried out in a busy area?
	
	
	
	
	
	
	
	

	IDENTIFY PERSONS WHO ARE ALLOWED TO CARRY OUT THE TASK:
	

	HAVE THOSE STAFF AUTHORISED BEEN SUITABLY TRAINED?  YES/NO
	IS THERE A SAFE SYSTEM OF WORK IN PLACE FOR THIS TASK? YES/NO


SIGNATURE OF MANAGER: 








DATE OF REVIEW:
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1.0 Introduction
7 Waves Community Radio recognises the need to ensure that adequate standards of housekeeping and welfare are achieved, maintained and monitored.  We are ware that poor standards of housekeeping can very often contribute to injury and damage in out premises and can create fire hazards

2.0 Scope

7 Waves Community Radio   will ensure that the workplace is maintained in efficient working order and in good repair. To achieve this suitable systems are needed to ensure that:

· Regular inspection, testing and cleaning is carried out

· Potentially dangerous defects are remedied

· Remedial work is carried out properly

· Records are kept

3.0 Legislation 

Workplace (Health, Safety & Welfare) Regulations 1992 are concerned with the details of basic provisions in, and facilities for, workplaces. They contain details on matters such as sanitary provisions, standards of housekeeping and cleanliness, temperature, ventilation, decoration etc, as well as materials of construction (e.g. glazing) and the required provisions for safety. The legislation is applicable to all 7 Waves Community Radio   workplaces. 

4.0 Management Responsibility

All managers are responsible for the area or premises they are in control of and must ensure that satisfactory standards of housekeeping and welfare are maintained at all times and that requirements laid out within this policy are maintained.

All employees have a duty to safeguard the health, safety and welfare of themselves and others and to achieve this are responsible for ensuring that requirements laid out within this policy are achieved and that where required assistance is provided to line managers on request.

5.0 Procedure

5.0.1 Ventilation

The following principles should be followed to ensure adequate ventilation at all times:

· Full and proper use should be made of any ventilation system that is provided for your health and safety

· Never block air vents, adjust controls or interfere with the airflow in any way, unless authorised by a competent person

· Report defects to your line manager as soon as noticed 

7 Waves Community Radio will ensure that adequate ventilation is provided in all parts of our premises.  Natural ventilation will often be satisfactory to ensure sufficient quality and quantity of air.  A supply rate of five to eight liters per second per occupant is expected. There is no requirement to make or have carried out measurements of supply rates unless there are exceptional circumstances, when necessary we will seek specialist advice and where required ventilation systems will be installed and these systems are regularly maintained and inspected in line with manufacturers guidelines. 

5.0.2 Temperature 

The Approved Code of practice to the Workplace (Health, Safety and Welfare) Regulations 1992 suggests a minimum temperature of 16(C from the time that work starts or 13(C if physical work is involved. The minimum temperatures do not apply to unoccupied rooms.

For light sedentary jobs the recommended winter temperature is 22(C and the recommended summer temperature is 25(C.  There is NO legal maximum temperature. 

Where there are concerns about temperature these should be referred to your line manager and at least one thermometer should be provided in each department to enable the temperature to be measured by employees.

5.0.3 Lighting 

We will ensure that lighting is sufficient to enable persons to work safely and without experiencing eyestrain or health problems.

In order to control lighting all managers will:

· Ensure that wherever possible natural daylight is provided

· Fit windows with vertical blinds to avoid glare

· Assess glare and reflections during DSE Risk Assessments and ensure that VDU’s are sited side onto windows

· Provide employees with visual impairments task lighting at a higher than normal luminance

· Ensure that stairs and external areas are well light and that the supply is inspected regularly 

· Provide suitable and sufficient emergency and escape lighting where sudden loss of light would create a serious risk or impair evacuation of the premises 

Stairs and exterior areas must also be well lit. Lighting is the responsibility of the person in control of the area.  Any work involving electricity must only be carried out by a competent person and not employees of 7 Waves Community Radio  . This work is arranged through the Arena Group Property Services Department. 

5.0.4 Housekeeping

Provisions are made within every 7 Waves Community Radio   Premises to ensure that floors, indoor traffic routes, interior walls, ceilings and work surfaces are cleaned at suitable intervals.

The condition of floors and traffic routes should be kept in a safe condition and reasonably anti-slip. Floors and traffic routes must be free of obstructions, which may present a hazard or impede access or egress. This does not mean that items may no longer be stored in corridors, but that reasonable risk assessment is required.

All 7 Waves Community Radio   employees must ensure that:

· Articles are not left obstructing walkways or on the floor

· Cables are not left trailing

· Regular checks are made of the area to ensure satisfactory standards of housekeeping are maintained

· Arrange for unwanted articles of furniture to be removed as soon as possible

· Waste materials do not accumulate and keep work areas tidy

· Report problems relating to storage or removal of articles to their line manager 

5.0.5 Space Requirements 

All managers must ensure that work areas and workstations are laid out so that work can be carried out safely and comfortably appropriate to the task.  There should be enough free space to move about freely and with ease, access and aggress must be available in the event of an emergency

The Workplace (Health, Safety and Welfare) Regulations 1992 specify a minimum workspace of 11m3 per person based on a maximum ceiling height of 3m; however, this does not apply to rooms used for lectures, tutorial classes and meetings. Notice of any area where employees work that does not meet these criteria should be referred to the relevant 7 Waves Community Radio   line manager.

The need for space will take into account:

· The need of the employee and based on the nature of the work being carried out, i.e. equipment to be used

· Dimension and shape of the overall work area

· The number of people working in the area

· Space taken up by equipment and shared storage

5.0.6 Washroom Facilities 

7 Waves Community Radio   will ensure that adequate washroom facilities and sanitary conveniences are provided throughout our premises, sufficient numbers of conveniences will be available for men, women and those requiring accessible facilities.

All washroom facilities will provide hot and cold running water, washbasins large enough to wash hands and forearms if necessary, soap and clean towels or other means of hand drying.

Men and women will be provided with separate facilities unless the facility provided is in a separate room with a lockable door, and is only for use by one person at a time.

There are a minimum number of sanitary conveniences to be provided for people at work:

Mixed or Women Only

People at Work

Number of Toilets

Number of Wash basins

1-5



1



1

6-25



2



2



26-50



3



3

51-75



4



4

Men Only









Number of Urinals

1-15



1



1

16-30



2



1

31-45



2



2



46-60



3



2









Note that no room containing a sanitary convenience should communicate directly with a room where food is processed, prepared or eaten.

Showers will be made available where people are carrying out dirty work or where this is required by legislation.

5.0.7 Resting and Eating Facilities

Resting and eating facilities will be provided in all 7 Waves Community Radio   premises that are large enough to accommodate the number of employees likely to use it at any one time and will be provided with sufficient seating facilities.  Facilities will include tables where meals are regularly eaten in environments where the food could otherwise be at risk of contamination.

Work areas can be used as rest and eating facilities during breaks, as long as personal protective equipment does not have to be worn. Pregnant women and nursing mothers should be able to use rest facilities near to toilets and where necessary the facility to lie down. 

Provision for accommodation of clothing worn at work will be provided, where appropriate, to include facilities for changing clothing in privacy. 

5.0.8 Drinking Water

An adequate supply of potable drinking water will be supplied in all 7 Waves Community Radio   properties.  Water will be easily accessible and supplied from source or from water cooler systems.  Water cooler systems have a contract in place for maintenance and cleaning.

5.0.9 Cleanliness

7 Waves Community Radio   have directly employed cleaning staff in place in all premises to ensure a regular cleaning schedule is maintained.  It is the responsibility of the Scheme Manager/Team Leader/Manager to ensure that cleaning rotes are implemented and monitored.

Cleaning intervals will depend on the use of the workplace; spillages must be cleaned up immediately where they pose a slipping hazard.

Sanitary waste and Clinical Waste is collected regularly by a contractor licensed with the facilities to provide this service.  Where there is a Clinical Waste contract in place there must be a ‘Waste Transfer Note’ issued by the contractor to the site on an annual basis. 

6.0 Monitoring 

Premises Managers/Team Leaders/Managers should assess their facilities, equipment and devices against the standards outlined in this Policy at least annually, ideally during monthly Health and Safety Inspections.

Clarification and further help, if necessary, can be sought from the Arena Group Health and Safety Team.
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1.0 Introduction 

7 Waves Community Radio recognises its responsibility to provide a safe working environment in relation to work equipment and will ensure that all employees receive appropriate safety information and training in the use of work equipment.

7 Waves Community Radio  will ensure that however work equipment is obtained, be it either purchased new or second-hand, received through donation from other organisations or from any individual, it will comply with the requirements of the Provision and Use of Work Equipment Regulations 1998 and relevant product standards. 

2.0 Scope 

In order to minimise the risk of injury from work equipment, 7 Waves Community Radio   will put in place arrangements for the assessment of risks and create appropriate control measures to minimise the risks identified.  Theses measures will include the following:

· Operations which present a risk to employees in respect to work equipment will be eliminated or reduced to as low a level as reasonably practicable

· A full assessment will be carried out by a competent person of all new or second-hand equipment purchased for use by 7 Waves Community Radio   employees

· All equipment purchased will comply with relevant product standards 

· Work equipment will not be used on the premises until it has been inspected fully at installation stage

· All work equipment will be inspected regularly and records maintained

· Employees are not allowed to use their own tools or equipment at work, unless this has practice has been authorised in advance by their line manager

The definition of work equipment contained within the guidance to the Regulations is fairly wide.  Any item that is not part of the fixtures of the building, i.e. walls, stairways, windows and roof, can be considered as work equipment.

3.0 Legislation 

The Provision and Use of Work Equipment Regulations (PUWER) 1998 implements the requirements of the European Community (EC) Directive 89/655/EEC.  The primary object of PUWER is to ensure the provision of safe work equipment and its safe use.  The Regulations are made under the enabling sections of the 1974 Health and Safety at Work Act and apply to all employers and the self employed covered by that act in the UK.  The original Regulations were designed to take effect in two stages, new equipment, i.e. post 1 January 1993 being required to comply immediately and existing equipment pre 1 January 1993 requiring compliance on 1 January 1997.

4.0 Management Responsibilities

The Station Master of 7 Waves Community Radio is ultimately responsible for the safe provision and use of work equipment by 7 Waves Community Radio   employees.  The Station Master will ensure that within their area of responsibility all work equipment used is suitable for the task to be carried out, safe for use and that each employee has received adequate information, instruction and training.  All managers within 7 Waves Community Radio are also responsible for ensuring:

· That other staff who are involved in obtaining, using or maintaining equipment are made aware of this policy and procedure and implement appropriate actions

· Ensure that a full risk assessment is carried out of all new or second-hand equipment purchased

· If appropriate, all work equipment is maintained and inspected in accordance with manufacturers recommendations and legal requirements 

· All hired or rented equipment complies with specific relevant regulations, this will include the provision of comprehensible information on safe use

· A log of all equipment that could give rise to serious injury is maintained

· Adequate and identifiable means of isolation, where appropriate

· The provision and maintenance of suitable and effective safety devices

· The provision and maintenance of suitable and effective controls

· Suitable and readily comprehensible signs and warnings

· Suitable lighting and environmental conditions to ensure the safe use of equipment

All 7 Waves Community Radio  employees who use work equipment must ensure that:

· They use the equipment in a manner prescribed in any approved documents be they either manufacturers operating instructions or derived instructions from other competent sources

· Their own health and safety and that of others is not put at risk by their actions

· Use equipment that is provided for any task and for the purpose for which it was intended to be used

· All defects identified on equipment which pose risks to Health and Safety are reported immediately and where necessary isolated and taken out of use

5.0 PROCEDURE

5.0.1 Maintenance of Equipment, Log Books, Record Keeping
Each manager who obtains equipment must ensure that the equipment is maintained in an efficient state in efficient working order and repair.  Each manager should assess the maintenance requirements in terms of revenue costs taking into account service/maintenance agreements and/or training for in-house maintenance were appropriate.  Such costs should be included in annual budgeting preparations through the life of the equipment.  It is essential that where equipment has been provided with a log book that entries at appropriate intervals are recorded.  In this respect managers should always ensure that equipment is uniquely identified and that this identification is specifically quoted during the recording of maintenance.  

A full inventory of all equipment in every site requiring maintenance should be made and include details of:

· Type and model of the equipment

· Any identification numbers, codes or marks

· Normal location of the equipment within the premises

· The date of the last inspection and the due date of the next

· The name of the competent person allocated to carry out maintenance/inspection of the equipment

· Any faults found and who they were reported to

· Any actions taken  and the date the remedial works were carried out

Any records relating to work equipment will be retained for the lifetime of the equipment and the following 3 years; this includes any risk assessments relating to the specific use of work equipment.

5.0.3 Provision of Information
Managers will ensure that all persons who are expected to use the work equipment have available adequate health and safety information and as appropriate written instructions pertaining to use of the equipment.  Managers will also need to take into account supervisors of such persons and ensure that they are given the same information.

The information should include any foreseeable abnormal situations and should be comprehensible to all including appropriate languages.

6.0 Provision of Training

Managers will ensure that training is given to all persons and supervisors who are involved with the work equipment.  The training needs to include health and safety, methods of use and any risks which may result during use, adjustments or servicing.

Managers should ensure that the equipment being used complies with any Enactment which implements in the UK any of the Community Directives.  Where appropriate managers should ensure that the equipment bears a CE mark and ask for a copy of the EC Declaration of Conformity

7.0 Technical Requirements for Machinery

Regulations 11-18 of the PUWER deal with specifics of machinery and managers should be aware of these requirements.  It is not the intention of this procedure to include all these regulations in full but the following information should be taken as an indication of criteria that should be taken into account when work equipment such as machinery is being obtained.  Reference to the full text of the Regulations and guidance should be made prior to obtaining machinery.

· Regulation 11
Dangerous Parts of Machinery - prevent access to dangerous parts and any extending stock bar; measures may include guards, protection devices, interlocks, provision of jigs, holders push sticks.

· Regulation 12
Protection against Specified Hazards - by other means than supplying Personal Protective Equipment or information and instruction, hazards may include articles falling, being ejected from equipment, rupture or disintegration, equipment catching fire or overheating, unintended or premature discharge of any article, gas, dust, liquid or vapour produced or stored in the equipment.

· Regulation 13
High or Very Low Temperature - suitable protection against parts of equipment, substances stored within or produced by work equipment, becoming hot or very cold.

· Regulation 14-18
Covers, Controls and Control Systems - managers need to ensure these are provided.

· Regulation 14
Controls for Starting or Making Significant Change in Operation.

· Regulation 15
Stop Controls - must bring equipment to safe condition not necessarily stopped.

· Regulation 16
Emergency Stop Controls - depends on nature of hazards presented by machinery - again they must bring equipment to safe condition.

· Regulation 17
Controls - must be visible and identifiable.

· Regulation 18
Control Systems - must be safe - must not create an increased risk.

8.0 Maintenance/Inspection Procedure 

1. Establish an inventory of all equipment in each site that may have a risk associated with it and its exact location

2. Ensure each item of equipment has a unique identity

3. Establish the nature of maintenance that will be required or is in place, this could be: 

· 7 Waves Community Radio  Property Service Team Planned Preventative Maintenance

· Specialist Contractor appointed by 7 Waves Community Radio  

· Inclusion of the equipment in your monthly health and safety recorded visual inspections 

4. As appropriate to the equipment list all individuals who are competent and authorised to use it and supervise its use 

5. Ensure that all persons who are liable to use machines and equipment have had appropriate training.  On new equipment this may involve enlisting manufacturers co-operation with some of the more complex items

6. Ensure copies of certificates of competency issued following training sessions should be retained as evidence of training

7. Ensure that all new equipment is assessed and maintenance/inspection requirements identified

8. Ensure that all new equipment is added to the inventory and all decommissioned equipment is removed
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CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH

1.0 Introduction
7 Waves Community Radio  recognises that using chemicals or being exposed to other hazardous substances can put people’s health at risk and are committed to controlling exposure to hazardous substances and prevent ill health. 7 Waves Community Radio will protect employees and others by complying with the requirements of the Control of Substances Hazardous to Health Regulations (COSHH) 2002 (as amended).

2.0 Scope

The core of the COSHH Regulations 2002 is to control exposure of persons to substances hazardous to health with the aim of preventing short term and long term illness. 

7 Waves Community Radio through these arrangements will ensure that:

· Detailed specific risk assessments are carried out to identify if exposure levels to hazardous substances present are likely to cause risks to the health, safety and welfare of our employees and others affected by our business

· Control measures are identified and implemented following the hierarchy of controls are followed as required by COSHH 2002

· Greater control will be applied where the risk is significantly high

· Control measures are properly used and maintained 

· Health Surveillance will be available where required

· Adequate training, information, instruction and supervision is provided to employees on the specific risks to their health and the control measures to be used by them

· Safe working procedures will be developed where required and as identified through the risk assessment process

· Risk assessments and safe systems of work will be under constant monitoring and regular review

3.0 Legislation

The Control of Substances Hazardous to Health Regulations 2002 (COSHH) is the principal regulation in this area that outlines the key principles to be applied when controlling the risk for all hazardous substances in the workplace.  Hazardous substances include both chemical and biological agents.

There are exceptions, the key ones relate to lead and asbestos which due to their specific nature and the need for strict controls to be established warrant their own regulations.  Theses are:

· Control of Asbestos at Work 2006 (CAW)

· The Control of Lead at Work Regulations 2002 (CLAW)

4.0 Management Responsibility

The Station Master of 7 Waves Community Radio is ultimately responsible for ensuring that exposure to hazardous substances is identified and controlled through the implementation of COSHH regulations 2002 and will:

· Prevent staff being exposed to substances hazardous to health or where this is not possible adequately controlled

· Carry out COSHH assessments using all available hazard data before a substance is used for the first time

· Have emergency procedures in place to deal with spillages where necessary

· Involve staff under your control in the COSHH risk assessment process to ensure that any specific illness or condition is addressed as part of the process that may be aggravated by the substance in use

· Provide information to all those who may be affected to ensure they are aware of the risks associated with the use of the substance and how it is controlled

· Consider the health, safety and welfare of service users, visitors and contractors when carrying out COSHH risk assessments

· Implement and monitor appropriate control measures as identified by COSHH risk assessment e.g. elimination of the product, substitution, adequate ventilation, safe systems of work, or as a last resort, that suitable personal protective equipment (PPE) is provided, maintained and used correctly

Employees and Volunteers will:

· Be provided with regular training specific to the substances they are likely to be exposed

· Make full and proper use of any precautions that are put into place by the Premises Manager to eliminate or reduce the risk of exposure.  This includes wearing PPE that is provided and reporting any defects of such items

5.0 Main Hazards

Hazardous substances may be defined as being very toxic, toxic, corrosive, harmful, sensitising, irritant, carcinogenic or mutagenic.  Hazardous substances in containers can usually be identified from the label (square orange background with a black symbol) and any supplementary wording.

Hazardous substances that are generated by work processes are not so easily identified, as they do not come conveniently labelled. For example, people may be exposed to legionella bacteria from hot and cold water systems, or bacteria/viruses from bodily fluids and some manufacturing and cleaning processes may give off dusts, vapours or fumes. 

Exposure to hazardous substances may be via ingestion, inhalation, contact with eyes or skin or absorption through the skin.

The effects on health may be short or long term and will vary depending on the levels and length of the exposure.

6.0 Practical Procedure

6.0.1 Register of hazardous substances

An inventory of all substances used on any premises e.g. those used in cleaning processes and maintenance or work activities shall be kept, this includes substances brought into the premises by other disciplines, for example, contractors.  All substances shall be recorded on the COSHH substances inventory (Appendix 1)

6.0.2 Material Safety Datasheets

All substances entered into the resister must be accompanied with a material safety data sheet.  This 16 point product specific datasheet should be provided by the by the supplier at time of delivery, if not this must be requested immediately as this information is vital to carry out a risk assessment of the product. 

No products will be used without an accompanying Material Safety Data Sheet, COSHH Assessments and training given to the relevant staff. 

6.0.3 Risk Assessment

· Using the information provided by the manufacturer, along with details of the way in which the substance is used e.g. poured from height, diluted, sprayed, an assessment of the likely exposure and the subsequent risk to health shall be carried out.

· The findings shall be recorded on the COSHH Assessment Form (Appendix 2). Where possible exposure to hazardous substances will be avoided. This can be achieved by eliminating the use of the substance completely or by substituting with a safer or less harmful alternative.

· No new substance should be used before a manufacturer’s data sheet is obtained, an assessment is carried out and the appropriate information, instruction and training provided for employees who are to use the substance.

· Where any substance cannot be eliminated or substituted, the assessment shall identify suitable control measures for safe storage, transport, handling and use

· Only where the risk assessment shows it is safe to use a product within the bounds of information, instruction, training and equipment will a substance be introduced

· Where the risk assessment identifies that equipment or facilities required are in addition to those currently available, then the substance will not be introduced until the identified requirements are available and implemented

· Where exposures cannot be sufficiently controlled by other means e.g. engineering controls, such as local extract ventilation (LEV) or natural ventilation the assessment shall identify the provision, use cleaning and maintenance of appropriate personal protective equipment.

· Assessments will be reviewed annually and definitely where there is a change of substance, process or conditions of use.

· The findings of the assessment shall be communicated to all employees, and others who could be exposed to the substance, together with the control measure to be used.

· Contractors will be required to submit copies of relevant COSHH assessments prior to work commencing on site and must ensure that effective control of any hazardous substance brought on to or generated on site is maintained.  Managers must seek this information before any work commences by a contractor, if this cannot be achieved or there are any concerns the relevant line managers must be contacted and work not allowed to commence.

7.0 Monitoring Exposure

To accurately determine likely exposure and to check that control measures are effective, some form of monitoring may be required. Depending on the substance and the nature of exposure, monitoring may be continuous or occasional. All monitoring shall be carried out by a suitably competent person and records kept.

For some substances, limits are specified. These are known as WEL’s or Workplace Exposure Limits.  WEL’s are occupational exposure limits set under COSHH 2002 in order to help protect the health of workers and are the concentrations of hazardous substances in air averaged over a specified period.

Details of these are published annually by the Health and Safety Executive in document EH40, advice can be sought from the Arena Group Health and Safety Team where required.

The principles of good practice set out in this procedure will be applied to the control of all hazardous substances regardless of whether a the substance is assigned a ‘workplace exposure limit’.

8.0 Provision and Use of Personal Protective Equipment (PPE)

PPE should only be used as a last resort, as a method of preventing or controlling exposure. Where PPE is used, employees must be informed of the following:

· The use and wearing of PPE

· The cleaning, maintenance and replacement of PPE

· The reasons for wearing PPE

· The consequences of not wearing PPE e.g. Failure to comply may result in disciplinary action

Employees should be reminded of their duty to cooperate with management regarding the use of any control measure for their protection e.g. the use of PPE and should be instructed to report all loss or defects to equipment immediately to  their line manager.

9.0 Engineering Controls

Where engineering controls are used to reduce exposure, they must be adequately maintained.

Extraction systems should receive a thorough examination and test at least once every 14 months by a competent person.  

10.0 Information, Instruction and Training

Managers shall receive training on the requirements of the COSHH Regulations 2002 so they are able to implement an effective strategy for managing the exposure to any hazardous substances.

All employees likely to be exposed to hazardous substances must be given information, instruction and training about hazards and the control measures relating to these substances. This will include the use and maintenance of any engineering controls, for example extract ventilation systems etc.

New employees shall be given COSHH training as part of their induction and use or potentially be exposed to hazardous substances until induction training is complete.

All employees will receive refresher training at intervals at a frequency that will be established by their line manager through their job role risk assessment but not exceeding 2 years. 

In addition, instructions will be given on actions to be taken in the event of any emergency, such as a spillage or a leak.

11.0 Health Surveillance

Health surveillance may be required for employees who handle or work with substances that can cause dermatitis or asthma. All health surveillance shall be carried out by a competent medical professional and health records maintained and kept for 40 years.  Diagnosis of occupational illness should be reported under the requirements of the Reporting of Injuries Diseases and Dangerous Occurrence Regulations 1995 using from F2508A.  This can be done on line at www.riddor.gov.uk or by telephone on 0845 300 9923

COSHH SUBSTANCE INVENTORY

	PREMISES:


	RESPONSIBLE MANAGER:




	Substance/Trade Name
	Supplier
	Material Safety Data Sheet On Site
	COSHH Risk Assessment Complete/Date
	Storage Location

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Control of Substances Hazardous to Health 

Assessment Form

	Location/Site
	

	Manager/Supervisor Responsible
	

	Assessors Name
	

	Users Name/Job Title 
	

	Work Activity/Task
	

	Substance being used
	

	Safety Data Sheet available 
	

	Date of Assessment
	


Hazardous Substance

	Hazardous Substance being assessed (include trade name where applicable)


	

	Description of Hazardous Substance (Chemical/biological)  

What form does the hazardous substance take (Powder/Liquid/Gas/Vapor) 

Is the product, Harmful, Corrosive, Toxic, Very Toxic, Sensitising
	

	Size and quantity 


	

	Description of task to be used for

 
	

	Toxicity of the Hazardous Substance (Tick Box)


	  FORMCHECKBOX 
 Harmful   FORMCHECKBOX 
 Corrosive   FORMCHECKBOX 
 Sensitising

  FORMCHECKBOX 
 Toxic       FORMCHECKBOX 
  Very Toxic

  FORMCHECKBOX 
 Irritant (Skin or Respiratory System) 

	Risk Phrases


	

	Routes of Exposure


	

	Workplace Exposure Limit 


	

	Is the product delivered and stored in clearly labeled containers
	


Task and People Affected

	Duration and Frequency of Task


	

	Persons at Risk (Please Tick) 

Those using and exposed to hazardous substances, are there any persons likely to be exposed that have skin or respiratory sensitisation or other health problems)


	 FORMCHECKBOX 
 Staff    FORMCHECKBOX 
Residents    FORMCHECKBOX 
 Visitors



	Preparation/Dilution Requirements (If the product is diluted or decanted are there clearly labeled containers available used solely for each substance)


	

	Has the user received appropriate training in the last 12 months


	

	Is the user or any person likely to be exposed a pregnant or nursing mother 


	 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO

	Is the user or any person likely to be affected a Young Person 


	 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO


Environment 

	Is environmental monitoring required (i.e. for dust and vapor)


	

	Is current ventilation adequate

 
	

	Is the task being carried out in a confined space 


	

	Is the substance Flammable (If YES give details)


	 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO 



	Is there excessive heat or cold that may affect the toxicity or safety of the product in the area of use or storage (If YES give details)
	 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO 




Control Measures

Hazardous Substance

Can this substance be eliminated from use or a less hazardous substance be used (If NO give details and detail controls below)
	Hazard


	Control Measures Required
	Timescale/Person Responsible 

	
	
	


Task and People Affected 

(Include additional training and supervision)

	Hazard


	Control Measures Required
	Timescale/Person Responsible 

	
	
	


Environment 

	Hazard


	Control Measures Required
	Timescale/Person Responsible 

	
	
	


Personal Protective Equipment 

If additional controls are not adequate to remove all risk then as a last resort is PPE required?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO.  

If YES give details including type, standard, storage and maintenance details.

	


First Aid Arrangements 

	


Disposal Requirements

	


Health Surveillance

Is health surveillance required for those at risk of exposure?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO If YES give details of type of surveillance and frequency.

	


Comments

	


	Signature of Assessor
	

	Signature of Users
	

	Date Of Next Assessment 

(Not to exceed 12 months)
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PERSONAL PROTECTIVE EQUIPMENT

1.0 Introduction

Under the Personal Protective Equipment at Work Regulations 1992, 7 Waves Community Radio has a duty to provide suitable and sufficient P.P.E, following the identification and review of hazards which cannot otherwise be eliminated or controlled by other means.

2.0 Scope

The prime objective of the Personal Protective Equipment at Work Regulations 1992 is to ensure that if there is no better or safer means of ensuring the health and safety of 7 Waves Community Radio employees whilst performing their work duties, then we will as a ‘last resort’ use Personal Protective Equipment (PPE). 

7 Waves Community Radio will ensure the PPE is:

· User friendly and compatible with, and suitable for the persons who are required to carry out hazardous work duties

· Be identified as needed through risk assessment in line with all applicable regulations

· Selected in line with relevant British Standards and appropriate to the process being carried out

3.0 Legislation

The Personal Protective Equipment at Work Regulations 1992 cover equipment intended to be used by a person at work that affords protection against health and safety risks. This includes protective clothing (e.g. overalls, weatherproof clothing, gloves, and safety footwear) as well as equipment such as protective eyewear and safety harnesses. The Regulations do not apply where the provision and use of personal protective equipment (PPE) is already governed by other regulations (e.g. the lead, asbestos, ionising radiations, noise, construction head protection and COSHH regulations) and therefore, in practice will not apply to ear protectors or respiratory protective equipment. However, the principles of assessment, selection, maintenance, and training are common to all regulations that refer to PPE.
4.0 Management Responsibility
The Station Master of 7 Waves Community Radio shall ensure that suitable PPE is provided to all employees who may be exposed to a risk to their health and safety and that sufficient resource is available.  All PPE provided will be maintained (including replaced or cleaned as appropriate) in an efficient state, in efficient working order and in good repair.

Managers are responsible for assessing the risks (see risk assessment section of this manual) of activities that cannot be managed by other means and defining the correct PPE equipment required to protect employees from residual hazards. This should take into account any risks the equipment itself may create and the compatibility with other items of PPE being used.

All employees of 7 Waves Community Radio have a responsibility to take reasonable care of themselves and others and to this end must correctly use all PPE provided for them by 7 Waves Community Radio  .  Employees must report any faults with the PPE to their line manager. 

5.0 Procedure

Every manager within 7 Waves Community Radio  will ensure that suitable PPE is provided to employees under their control who may be exposed to risk and that risk cannot be controlled by any other means.

5.0.1 Risk assessment
Where PPE is required it will be identified in a risk assessment and the basic principles of risk assessment should already be familiar (see Risk Assessment and Risk Management Section of this manual). The use of PPE must be considered as a last resort for the control of risks, to be used only after all other practicable measures have been taken. Remember that PPE only protects the wearer and no one else in the workplace; and that PPE gives maximum protection only if correctly chosen, fitted and used. For high-risk situations, or complex PPE, the assessment should be in writing and should be reviewed if the work situation changes significantly.

Some or all of the following may need to be taken into account:

· The risks in the workplace

· The parts of the body which may be affected

· The nature of the task

· The degree of physical effort involved

· Methods of work

· How long PPE must be worn

· Any special requirements, e.g. ease of use with prescription spectacles, or with other PPE

6.0 Selection of suitable PPE
All managers must choose PPE that gives:

· Adequate control of any risks identified, without in itself adding to the risk (e.g. the use of powdered latex gloves may present a risk to the wearer or to others in the vicinity)

· Compatibility with other items of PPE (e.g. ear defenders worn with a safety helmet must still provide the necessary degree of attenuation)

· Minimum discomfort to the wearer

It is usually necessary to have more than one type or size of PPE available, so as to maximise the chances of obtaining good fit and comfort. Uncomfortable or unsuitable PPE is unlikely to be worn and involvement of the user in the selection or specification is often useful in ensuring the best results.

7 Waves Community Radio will provide PPE free of charge to employees and service users when risks to health and safety cannot be adequately controlled by other means. No charge may be made for its cleaning or maintenance.

7.0 Standard of PPE provided
All PPE selected must conform to an appropriate British (BS) or European (EN) Separate legislation governs the manufacturers and suppliers of PPE and only that conforming to relevant standards may be marketed. It must be "CE" marked and comprehensive user information must be provided. The purchase of PPE from a reputable supplier should ensure that suitably certified equipment is being provided (though the onus is on the purchaser to check that the equipment is suitable for its intended use).

8.0 Maintenance of PPE
Managers must devise written procedures for any necessary maintenance of PPE (this includes, where appropriate, cleaning, disinfection, examination, repair, replacement and testing). Procedures should describe the extent and frequency of maintenance and the names of individuals responsible; manufacturers' maintenance instructions and schedules must be followed. The wearer can usually carry out simple maintenance, but properly trained persons should carry out more complex maintenance (and this may involve returning equipment to suppliers or manufacturers).

9.0 Storage of PPE
Managers must provide some provision for PPE to be stored when not in use, so as to protect it from contamination, loss, or damage. In most cases this will be very simple, e.g. pegs or lockers for clothing. Contaminated PPE must be stored separately from clean PPE or ordinary clothing.

10.0 Information, instruction and training
All Managers are responsible to ensure that adequate information, instruction and training is provided for employees on:

· The risks which PPE will avoid or limit

· The purpose for and the manner in which PPE is to be used

· Any action required by the employee to maintain the equipment in an efficient state.

A record of the above, signed by the employee, including the type of equipment issued shall be maintained (see PPE request/issue form Appendix 1).

11.0 Latex Gloves
Note that all latex gloves present a risk of causing irritation, sensitisation, or allergic reaction in susceptible individuals, although this risk is reduced in gloves with lower levels of latex protein and process chemicals. Powdered latex gloves carry an additional risk to sensitised individuals, because the latex protein leaches into the powder and becomes airborne when gloves are removed, or may be carried around on the wearer's clothing. This may affect others in the vicinity, not just the person wearing the gloves. Therefore powdered latex gloves must not be used. If latex gloves are chosen, then only good quality, powder-free ones with low levels latex protein should be used and a ‘Latex Policy’ introduced. 
12.0 Abrasion and penetration resistance

Leather or chain mail gloves provide protection against cuts (e.g. from blades) and abrasions. Knitted Kevlar gloves give good dexterity and protect against cuts, so are useful where protection against broken glass is needed. Consistent protection against needle stick injuries is difficult to achieve and no glove should be relied upon for this.


Appendix 1

Personal Protective Equipment

Request/Issue Form

Name of employee…………………………………

Date……………………………

Location/Dept…………………………………………



	Item
	Product Code
	Description
	Size
	Qty

	1


	
	
	
	

	2


	
	
	
	

	3


	
	
	
	

	4


	
	
	
	

	5


	
	
	
	

	6


	
	
	
	

	7


	
	
	
	


Authorised by…………………………………


 

(Station Master)

I confirm that I have received and been instructed on the correct use, storage and maintenance of the above equipment.

Signature of employee………………………………….. Name in Print………………………………….

Issued by……………………………………….

Date…………………………..

(Station Master)
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ALCOHOL AND DRUG ABUSE

1.0 Introduction

7 Waves Community Radio are committed a safe place to work for our employees and a safe place to live for out service users.  We recognise that both can be put at risk by those who misuse alcohol or drugs to an extent that it may affect their, health, performance, conduct and relationships at work. 

2.0 Scope

7 Waves Community Radio will:

· Promote the health and well being of employees to minimise problems at work arising from the effects of alcohol

· Identify employees with possible problems relating to the effects of alcohol or drugs at an early stage

· Where employees are known to have alcohol or drug related problems affecting their work we will seek to make referral to an appropriate source for diagnosis and treatment if necessary

· Enable managers to identify job performance problems that may be attributable to the effects of alcohol or drugs

· In cases where the effects on work of misuse of alcohol or drugs is confirmed or admitted, we will endeavour to agree upon a programme of treatment

The above does not apply to an employee who commits a clear breach of 7 Community Radio rules due to their overindulgence of alcohol on one or more occasions.  In theses cases, action will be taken under the disciplinary procedure, drug and alcohol dependency will not be accepted as mitigation after the fact.

3.0 Legislation 

As an employer 7 Waves Community Radio have a duty to ensure, so far as is reasonably practicable, the health, safety and welfare of all our employees.  We acknowledge this includes making appropriate provisions to ensure that persons who are known to be misusing substances do not affect the safety of themselves and others whilst delivering our service

7 Waves Community Radio is a responsible and caring social housing landlord; we are concerned with the implications of illegal drug use on our premises and must discharge its duties under the Misuse of Drugs Act 1971. 

All 7 Waves Community Radio are legally required to deal with and report to the Police any issues concerning illegal drugs under the Misuse of Drugs Act 1971.  

4.0 Management Responsibility 

The Station Master of 7 Waves Community Radio accepts overall responsibility; this responsibility is delegated to every manager within 7 Waves Community Radio  with management responsibility for staff.

5.0 Dealing with Alcohol and Drugs 

Alcohol cannot be consumed on the premises at any time during normal working hours unless specifically authorised by the Station Master.  

All Managers are required to make a note of employees who show symptoms of alcohol or other intoxication when at work. These symptoms include: 

· Smell of alcohol

· Slurred speech

· Unusual lack of co-ordination

· Changes in behaviour, particularly aggressiveness

If a member of staff reports for duty and there is any doubt in their ability to carry out their duties or they pose a risk to the safety of themselves and other employees you must call your manager immediately.  Where you are unduly concerned about their ability you must remove the member of staff from duty immediately.  If your line manager is attending ask them to wait until they arrive.  

Anyone found to be intoxicated by alcohol or drugs on our premises, or whilst conducting business on behalf of 7 Waves Community Radio will be committing an act of gross misconduct, and will be removed from the premises and disciplined accordingly.

Anyone found taking illegal or unlawful drugs on the premises will be guilty of gross misconduct, and will be disciplined accordingly.  Under the Misuse of Drugs Act 1971 we would also inform the police

Anyone found consuming alcohol on 7 Waves Community Radio premises without specific prior authorisation will normally be guilty of gross misconduct, and disciplined accordingly.

6.0 Guidance for Managers

7 Waves Community Radio  adopts a zero tolerance approach to prohibit the use and/or supply of any illegal substance on its premises and to inform the police of any activity. We will inform the police in all cases where there is illegal drug activity. They may not do anything about it depending on the type of drug and circumstances of the person or people involved other than to make a record of the issue, but this is their decision. On the other hand they may respond and come to the premises to investigate further. You must offer your full support and co-operation to the Police. 

Always remember when you report any incident to the police take a note of who you spoke to and any other details – a crime reference number for example. Record these details into the log book and inform your line manager of the incident

Managers should be aware of the Policy in terms of any drug related activity which takes place in or around area. Remember if you suspect or see anyone using illegal drugs you need to inform your Manager and if you see a group of people who you suspect are taking drugs in 7 Waves Community Radio  premises you are advised to contact the Police. 

7.0 Confidentiality 

Any personal information provided to use by any of our employees will be held in the strictest confidence.  Staff who divulge information due to concerns regarding the safety of others will be protected by the Whistle Blowing Policy

Any personal information provided to us regarding residents personal or financial circumstances will be dealt with in the strictest confidence.

All data held in respect of residents will be recorded and processed in accordance with the Data Protection Act 1998.
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YOUNG PERSONS

1.0 Purpose

7 Waves Community Radio  recognises its responsibility to protect young persons during their employment and will carry out suitable and sufficient risk assessment for all work activities that young persons are involved.  7 Waves Community Radio  will ensure that where required, procedures are in place to protect young persons from any risks to their health and safety, which are a consequence of their lack of experience, maturity or absence of awareness of existing or potential risks.

2.0 Scope

7 Waves Community Radio  will ensure that risk assessments for activities involving young persons are carried out with the following considerations applied:

· Physical and psychological capacity to carry out the work effectively

· Assess risks to young people under the age of 18 before they start work

· Potential exposure to toxic or harmful substances or agents (including radiation)

· Inexperience in the recognition of potentially hazardous situations, or lack of training

· Potential exposure to extremes of heat or cold, noise or vibration

· Introduce control measure to eliminate or minimize the risks, so far as is reasonably practicable

In addition, 7 Waves Community Radio  will:
· Let the parents/carers of any children below the Minimum School Leavers Age (MSLA) know the key findings of the risk assessment and the control measures introduced, before the child starts work or work experience. This information can be provided in any appropriate form including verbally or directly to the parents or carers or, in the case of work experience, via an organisation such as the school, the work experience organiser, or if agreed with the parents, via the child him or herself, as long as this is considered a reliable method

· Address certain specified factors in the risk assessment

· take account of the risk assessment in deciding whether the young people should be prohibited from certain work activities, except in specified circumstances

Restrictions apply to the use of dangerous machinery until the age of 21 and then will only be allowed with additional supervision.  Additional training will be given to the type of work and the machinery to be used 

3.0 Legislation

The Management of Health and Safety at Work Regulations 1999 places requirements on 7 Waves Community Radio  to ensure that young persons are protected from risk due to their lack of maturity. 

The Health and Safety at Work Act etc 1974 requires 7 Waves Community Radio  to safeguard the health, safety and welfare of all employees including young persons

The Working Time Regulations 1999 (as amended) apply to all workers, with some additional provisions available for young workers (below 18 years but above the MSLA).  

Briefly, young workers have special rights under the Working Time Regulations, those over the minimum school leaving age but under 18 and those under the minimum school age on approved work experience schemes differ in the following ways: 

· A limit of eight hours working time a day and 40 hours a week (unless there are special circumstances)

· Not to work either between 10pm and 6am or between 11pm and 7am (except in certain circumstances)

· 12 hours' rest between each working day 

· Two days weekly rest and a 30-minute in-work rest break when working longer than four and a half hours. 

If, on any day, or, as the case may be, during any week, a young worker is employed by more than one employer, his working time shall be determined by aggregating the number of hours worked by him for each employer. For these purposes a week starts at midnight between Sunday and Monday (NB school or college time does not count as work)

4.0 Management Responsibility
Manager or the person appointing the Young Person either for employment or work experience is responsible for ensuring that a thorough risk assessment addressing the specific work related risks are addressed and controls implemented.

5.0 Risk Assessment 

When carrying out the risk assessment follow the procedure in the Risk Assessment and Management of Risk section of this manual.  

Before employing a young person, your health and safety risk assessment must take these specific factors into account:

· The fitting-out and layout of the workplace and the particular site where they will work 

· The nature of any physical, biological and chemical agents they will be exposed to, for how long and to what extent

· What types of work equipment will be used and how this will be handled

· How the work and processes involved are organised

· The need to assess and provide health and safety training commensurate with the risks from the particular agents, processes and work

There is no need for you to carry out a new risk assessment each time you employ a young person, as long as your current risk assessment takes account of the characteristics of young people and activities which present significant risks to their health and safety. 

You may wish to consider developing generic risk assessments for young people. These could be useful when they are likely to be doing temporary or transient work, and when the risk assessments could be modified to deal with particular work situations and any unacceptable risks. 

In all cases, you will need to review the risk assessment if the natures of the work changes or you have reason to believe that it is no longer valid.

5.0.1 Outcome of the Risk Assessment 

In carrying out the risk assessment the Manager or the appointing person will identify the measures needed to take to control or eliminate health and safety risks. In many cases you will find that the risks to young people are adequately controlled if you are complying with other specific health and safety law, e.g. the Manual Handling Operations Regulations 1992, or the Control of Substances Hazardous to Health Regulations 2002 (COSHH). 

5.0.2 Restrictions on the Work of Young People 

The extent of the risks identified in the risk assessment will determine whether we will restrict the work of the young people employed by 7 Waves Community Radio . Except in special circumstances, we will not employ young people to do work which: 

· Is beyond their physical or psychological capacity

· Exposes them to substances chronically harmful to human health, e.g. Toxic or carcinogenic substances, or effects likely to be passed on genetically or likely to harm the unborn child

· Exposes them to radiation

· Involves a risk of accidents which they are unlikely to recognise because of e.g. their lack of experience, training or attention to safety

· Involves a risk to their health from extreme heat, noise or vibration. 

These restrictions will not apply in ‘special circumstances’ where young people over the MSLA are doing work necessary for their training, under proper supervision by a competent person, and providing the risks are reduced to the lowest level, so far as is reasonably practicable. Under no circumstances can children of compulsory school age do work involving these risks, whether they are employed or under training such as work experience. 

6.0 Information for Young People and Parents/Carers 

7 Waves Community Radio  will tell all our employees, including those under 18 years of age, about the risks to their health and safety identified by the risk assessment, and the measures put in place to control them. Premises Managers/Team Leaders/Appointing Person will to tell them about the procedures to be followed in the event of serious and imminent danger. 

7 Waves Community Radio  will not contractually employ a child of compulsory school age within its business.

In the case of work experience, we may ask the work experience organiser to help you in providing information to parents or carers of any child seeking a placement. 

We may also consider giving this information to trade union safety representatives for health and safety. 

7.0 Consent from Parents/Carers 

We do not need parental consent to employ young people above the MSLA and will not employ children of compulsory school age

When we are offering a work experience placement for school pupils/students, the work experience organiser will deal with parental consent. 

8.0 Training and supervision 

7 Waves Community Radio   recognise that Young People need training most when they first start a job as they need it to increase their capabilities and competencies to a level where they can do the work without putting themselves and others at risk. 

We will not just make training available but will ensure that it is undertaken and also check that key messages have been understood. Young people will also need training and instruction on the hazards and risks present in the workplace and on the preventive and control measures put in place to protect their health and safety. Training will include an introduction to health and safety, e.g. first aid, fire and evacuation procedures etc. 

As well as training we will also ensure that young people receive more supervision than adults. Effective supervision will also help to monitor the effectiveness of the training young people have received, we will monitor and record all training given as here will be clear benefits in assessing whether a young person has the necessary capacity and competence to do the job. 
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NEW AND EXPECTANT MOTHERS

1.0 Purpose 

7 Waves Community Radio  recognises its responsibility to protect employees during the various stages of pregnancy and will ensure that procedures are in place.  

The definition of ‘new or expectant mother’ means a worker who is pregnant, who has given birth within the previous six months, or who is breast- feeding.  ‘Given birth’ is defined in the regulations as ‘delivered a living child, or after 24 weeks of pregnancy, a still born child’.

2.0 Scope 

7 Waves Community Radio will extend risk assessments to cover new and expectant mothers to identify hazards, assess risks and control those risks adequately, so there is no damage to health.

7 Waves Community Radio  are only required by law to take extra precautions for pregnant or nursing mothers if we are notified of their condition.  If pregnant employees do not provide confirmation from their medical practitioner, we will request medial confirmation. 

7 Waves Community Radio recognises the extra vulnerability of new and expectant mothers and we will carry out specific risk assessments to ensure control measures are applied for the duration of her working time and for 6 months after the birth.

3.0 General Guidance

Pregnancy should not be equated to ill health. It should be regarded as pat of everyday life and its health and safety implications can be adequately addressed by normal health and safety management procedures. Many women work while they are pregnant, and many return to work while they are still breast- feeding. Some hazards in the workplace may affect the health and safety of new and expectant mothers and their children.

4.0 Legislation 

The Management of Health and Safety at Work regulations 1999 and the Maternity (Compulsory Leave) Regulations 1996 apply to all 7 Waves Community Radio  employees who are pregnant, breast feeding or who have given birth within the last 6 months.  The Workplace (Health, Safety and Welfare) Regulations 1992 require us to provide rest facilities for new or expectant mothers. 

It specifically requires employers to take particular account of risks to new and expectant mothers when assessing risks in work activity. If risks cannot be avoided by other means, changes will need to be made to working conditions, hours or suitable or alternate work offered. If that is not possible the employee should be given paid leave for as long as necessary to protect the health and safety of the employee or the child. The regulations provide that the company needs to do this once they have been advised in writing that a worker is pregnant. They also provide for employers to request in writing a certificate from a registered practitioner, or a registered midwife confirming the pregnancy.

5.0 Management Responsibility

The Line Manager of the new or expectant mother is delegated responsibility for carrying out this procedures and ensuring that all control measures are implemented, when given medical notification by an employee that they are pregnant.

All employees have a responsibility to inform their manager of any hazard they identify that could result in harm or ill-health to a new or expectant mother.

6.0 Procedure

In assessing risks to employees, special attention needs to be paid to workers who are new or expectant mothers, and action needs to be taken to ensure that they are not exposed to any significant risks. Risks include those to the unborn child or child of a woman who is still breast-feeding – not only the risks to the mother herself.

Risk Assessment process should identify hazards associated with pregnancy when employees become pregnant, however, it is recognized that this may be overlooked.  In order to ensure proper consideration of the hazards associated with pregnancy, a separate risk assessment form is provided (Appendix 1)

4.0.1 Hazards

Hazards include physical, biological and chemical agents, processes and working conditions that may affect the health and safety of new or expectant mothers. Many of the hazards are already covered by specific health and safety regulations, for example the Control of Substances Hazardous to Health Regulations (Amended 2002).

Apart from general hazards, there are other aspects of pregnancy that may affect work.  The impact will vary during pregnancy and managers must keep their effects under review

	ASPECTS OF PREGNANCY
	FACTORS IN WORK

	Morning Sickness
	Early Shift Work

Exposure to smells 

	Backache
	Standing and Posture

Manual Handling

	Varicose Veins
	Standing and Posture

Sitting

	Increasing Size
	Use of Protective Clothing

Working in Confined Spaces

Manual Handling

	Tiredness
	Overtime

Evening Work

	Balance
	Wet Floors

Slippery Floor Surfaces

	Comfort
	Confined Workplaces

Temperature Changes

Working Outdoors

	Dexterity. Agility, Co-ordination, Speed of Reaction, Reach Impairment
	Confined Workplaces

Use of Protective Clothing

Manual Handling

Impact with Moving Objects 


Departmental risk assessments may show that there are substances or work processes that could potentially damage the health and safety of new or expectant mothers or their children.

Managers will need to bear in mind that there could be different risks depending on whether workers are pregnant, have recently given birth, or are breast-feeding.

4.0.2 Information for employees

If a risk assessment does reveal a risk, management should inform female employees of childbearing capacity about these potential risks, if they are, or could in the future be pregnant or breast-feeding.

Mangers should also explain what 7 Waves Community Radio  will do to ensure that new and expectant mothers are never exposed to any risks that may cause them harm.

This information should also be made available to employee representatives.

4.0.3 Avoiding the risks

If a significant risk is identified, managers need to decide what course of action to take. Usually it will be enough to follow the requirement of specific regulations such as COSHH if the risk is due to chemical exposure. As a general rule managers should consider removing the hazard or try to prevent exposure to the risk. Where this is not feasible the risk should be controlled.

If there is still significant risk to the safety or health of the new or expectant mother, which goes beyond the level of risk that would be expected outside of the workplace, then managers must take the following steps to remove the employee from the risk.

· Step 1: temporarily adjust the working conditions and/or hours; or if it is not reasonable or would not reduce the risk

· Step 2: offer suitably alternative work if any is available; or if that is not feasible

· Step 3: suspend the employee from work (paid leave) for as long as necessary to protect the employees’ safety or health of that of the child

These actions are only necessary where as the result of a risk assessment there is a genuine concern-if there is any doubt managers should seek advice from  the HR/Safety department on what the risks are and whether they arise from work before offering alternative employment (with no loss of terms and conditions) or paid leave.

4.0.4 Review of the risks

Managers will need to keep risk assessments under review. Although any hazards are likely to remain constant, the possibility of damage to an unborn baby as a result of a hazard will vary at different stages of pregnancy. There are different risks to consider for workers who are breast-feeding.

Managers will need to ensure that workers who are breast-feeding are not exposed to risks that could damage the health and safety for as long as they continue to breast-feed. There is no time limit put on breast-feeding in the regulations. The Workplace (Health and Safety Welfare) Regulations 1992 require suitable facilities to be provided for workers who are pregnant or breast-feeding to rest.

No woman shall be permitted by 7 Waves Community Radio  to work the 2 weeks immediately following the birth of her child.  The 2 weeks include the day of birth. 

Where workers continue to breast-feed for many months after birth, managers will review the risks regularly.  Where risks are identified managers will need to continue to follow the 3 steps to avoid any exposure to the risk.

Where managers are controlling risks in line with regulations, it is unlikely that workers who continue breast-feeding will be exposed to risks which give rise to the need for them to be offered alternative work or given paid leave. 

4.0.5 Night Work

Managers need to give special consideration to new and expectant mothers who work at night. The regulations require that if an employee who is a new or expectant mother works nights, and has a medical certificate stating that night work could affect the employees health or safety, you must either:

· Step 1: offer suitable alternative daytime work if any is available; or if that is not reasonable;

· Step 2: suspend from work (paid leave) for as long as is necessary to protect the employee health and safety.

Managers are required to take these steps only if the risk arises from work.  Currently the Health and Safety Executives experts are not aware of any risk to pregnant or breast-feeding workers or their children from night working.

Appendix 1

NEW AND EXPECTANT MOTHERS RISK ASSESSMENT
	Name:
	Department: 



	Date Baby Due/Was Born:


	


This assessment must be carried out for every trimester of pregnancy

	Does the work involve any of the following?
	Risk Identified
	Action Taken 

	Sift Patterns especially night work?


	
	

	Manual Handling?


	
	

	Work/Environment likely to cause mental or physical fatigue?


	
	

	Are there sufficient facilities for taking rest breaks?


	
	

	Likely exposure to any hazardous agents?  Chemical, Physical or Biological?


	
	

	Is there sufficient space in the work area?


	
	

	Any workplace hazards which may pose a hazard to a pregnant or new mother?


	
	


	Additional Comments:



	Signed:

	Position:

	Date of next Assessment: 
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LONE WORKING

1.0 Purpose 

7 Waves Community Radio  recognises its duty to assess risks to Lone Workers and the responsibility to protect the health, safety and welfare of employees engaged in Lone Working.  7 Waves Community Radio  will take necessary steps to avoid or control the risk where necessary. 

7 Waves Community Radio  acknowledges and will ensure that lone workers are at no more risk than other workers and will assess risk factors which relate specifically to their job role. 

2.0 Scope 

Lone workers are those who work by themselves or without close or direct supervision for a large percentage of their time.  

Lone workers include those who:

· Work from a fixed base, such as one person working alone on a premise.

· Work separately from others on the same premises, or outside normal working hours.

· Work away from a fixed base 

· Work at home.

· Mobile workers 

It is a legal requirement to involve and communicate employees in the risk assessment process, and they will be a valuable source of information and advice in ensuring that all relevant hazards have been identified and appropriate controls chosen. 

Establishing safe working for lone workers is no different from organising the safety of other employees and they should not be at more risk than other employees.  Ensuring this may require extra risk-control measures.  Precautions will be in place to take into account normal work and foreseeable emergencies, e.g., fire, equipment, violent incidents, illness and accidents. 

3.0 Legislation 

The general provisions of The Health and Safety at Work etc Act 1974 and all its subordinate legislation applies to lone workers as to others.

It is a requirement of The Management of Health at Work Regulations 1999, Regulation 3 to make suitable and sufficient assessment of risk and that procedures are in place to identify hazards and assess all risks to staff which they are exposed whilst engaged in lone working. 

Employees have responsibilities to take reasonable care of themselves and other people affected by their work and to co-operate with their employers in meeting their legal obligations. 

4.0 Management Responsibility

The Station Master of 7 Waves Community Radio accepts overall responsibility for the health, safety and welfare of all employees engaged in lone working and others who may be affected by control measures put in place.

Hazards of each post will be identified through Job Role Risk Assessment (see section 3 of this manual) and safe systems of work developed where necessary (see section 4 of this manual).  

5.0 Procedure

5.0.1 Lone Workers Risk Assessment 

Induction training is given to all new employees to the 7 Waves Community Radio  covering specific risks to their activities including lone working; procedures will be explained during induction for lone working and dealing with violent situations. 

The employee engaged in lone working and the relevant manager must conduct a thorough risk assessment of specific hazards to that post and will anticipate all reasonably foreseeable risks.  All managers engaged in this process will be trained in line with the ‘Risk Assessment and Management of Risk Policy’ and have knowledge of the specific hazards faced by lone workers. 

The risk assessment process will follow the procedure and methodology described in section 3 of this policy ‘Risk Assessment and Management of Risk’

The risk assessment will take into account:

· Work activities

· Increased workload

· Working environment

· Time of work

· Potential violent or aggressive situations involving service users or members of the public

· Individual factors

· Remoteness of premises

· Injury, sudden illness, fire or other emergency due to lack of assistance

· Impact that lone working may have on the support offered to our service users

· Effectiveness of control measures already in place

Risk assessments will be carried out on all lone workers to ensure hazards and the risks they present are fully controlled.  When risk assessment shows that it is not possible for the work to be done safely by a lone worker arrangements for providing help or back up will be provided.

As part of 7 Waves Community Radio  responsibilities to ensure the safety of lone workers and that of all our employees we will ensure that:

· All plant, substances and goods involved in work activities are subjected to a regular inspection and maintenance programme

· All chemicals used are subject to a full COSHH assessment in line with the Control of Substances Hazardous to Health Regulations 2002 and company policy.

· Personal Protective Equipment is provided and maintained as identified through assessment and in line with company policy.

· All electrical equipment used by lone workers is the property of 7 Waves Community Radio   and subject to mandatory testing and inclusion in the inspection and maintenance programme

· We implement a programme of training and supervision through line management to identify and monitor requirements to ensure competence of lone workers.

5.0.2 Control Measures 

Control measure adopted will vary in each area and will address the risk at source wherever practicable.  7 Waves Community Radio  will eliminate lone working wherever possible risks will be reduced so an absolute minimum.

7 Waves Community Radio   is also aware of the high risk of violence to all our staff in dealing with the public and the increased risk to lone workers, to ensure this risk is addressed effectively we have developed a ‘Dealing with Violence and Aggression’ Policy that is detailed in the following section of this Health and Safety Manual.

Where lone working is unavoidable the following controls will be adopted relevant to that role and recorded in the risk assessment:

· In high-risk situations arrangements must be made to undertake the duty with another staff member

· Line Managers are aware of the location of all lone workers who are required to sign in and out of each premise visited

· Monitor activities and whereabouts where appropriate when working away from bas

· Monitor accident and incidents records and take necessary action when required

· Make periodic site visits and carry out workplace inspections on a regular basis

· Lone workers are included in staff meetings and communications

· Ensure that safe systems of works are developed where necessary and as identified through the risk assessment process

· Ensure and provide where necessary communication systems for lone workers and train staff in their use

· Provide information about fire procedures and emergency procedures for lone workers, the 7 Waves Community Radio.   Emergency Recourses Handbook will be made available to lone workers and all staff at all times.  We will include lone workers in fire drills and fire risk assessments 

· Have sufficient first aid and welfare provisions available to all staff, including lone workers at all times

· Our premises are fitted with adequate security and monitoring arrangements, including effective barriers and communication systems (with responders) if appropriate

· Carry out necessary checks on clients and locations prior to visits made by all staff to ensure necessary controls are implemented.  We hold a register of clients and use a red flag system to warn of potential problems.  The importance of this register and use is communicated during induction where appropriate and during all refresher training

· Provide extra support and supervision for lone workers

· Ensure safe access and egress and improve lighting and install CCTV where necessary.

Due to the nature and scope of 7 Waves Community Radio  business all or some of the above may need to be implemented, this will be decided by the line manager/lone worker at the time of assessment and will be reviewed regularly.  

Procedures will be developed to suit each business area and scheme to ensure they address the specific hazards present.  The procedures are communicated to all staff that may be affected not just the lone worker during team meetings and training sessions.

6.0 Medical Conditions

Consideration will be given to all employees to be engaged in lone working to ensure they have no medical conditions that make them unsuitable for working alone. Medical advice may need to be sought.  Routine work and foreseeable emergencies may impose additional physical and mental burdens on the individual.

Lone workers need to be sufficiently experienced and understand the risks and precautions fully.  It is 7 Waves Community Radio  responsibility to ensure employees are competent to deal with circumstances that are new or unusual, e.g. when to seek advice from a supervisor and how to handle aggression.

7.0 Training 

7 Waves Community Radio  will train all staff in the risks of lone working, at induction and periodically thereafter; all staff will be formally trained bi-annually as a minimum.  Refresher training will be given more frequently where risk assessment identifies a need.

Line Managers responsible for the safety of lone workers are given training to ensure they know how to provide support to lone workers, emotionally, security systems and communication equipment, dealing with emergencies and reporting and investigating incidents.

8.0 Monitoring and Review

Lone working will be closely monitored to ensure control measures remain effective.  Feedback will be gained from all staff including lone workers at team meetings and during health and safety committee meetings.

Accident and incident monitoring will be monitored all incidents of concern will be investigated and the Station Master of 7 Waves Community Radio informed.
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NOISE AT WORK

1.0 Introduction

7 Waves Community Radio recognises that although noise is a part of everyday life in our business it can cause distraction or annoyance to our employees.  Noise will be eliminated or reduced wherever reasonably practicable.  7 Waves Community Radio will put measures into place to ensure short and long term health are not suffered by anyone affected by our business.  

2.0 Scope

Noise is defined as ‘unwanted sound’ and in the workplace, is produced by a wide variety of activities which include equipment and people.  In situations where this exceeds 80dB (A), 7 Waves Community Radio will seek specialist advice to carry out assessments of employees and where applicable service users daily exposure levels.

Where these exceed the action levels in the regulations, action to control the exposure to noise will be taken.

3.0 Legislation 

The noise provisions of the Health and Safety (Display Screen Equipment) Regulations 1992 and the Control of Noise at Work Regulations 2005 apply to our working environment. It is our policy to exceed the requirements of the law wherever we can do so reasonably practicably.  

These procedures provide guidance on preventing hearing damage and how to comply with the legal requirements laid down in the Noise at Work Regulations 2005.

4.0 Management Responsibility

All Managers are responsible for ensuring that all possible sources of noise are identified during the general risk assessment or job role risk assessment process and ensure that where possible the source of noise is addressed. 

It is unlikely in our business that noise action levels will be exceeded.  The source is more likely to be from noise nuisance 

All employees who are likely to be exposed to noise at or above the first action level of 80dB will be provided with information, instruction and training about the hazards and the steps to be taken to minimise the risk.

Employees have a legal obligation, under the Control of Noise at Work Regulations 2005, to wear hearing protection in designated ear protection zones. Failure to wear hearing protection in a designated area or adhere to other forms of control will be considered as serious misconduct, under the agreed disciplinary procedures.

5.0 Procedure 

Our general risk assessment will consider which areas, if any have noise levels, which may harm the hearing of our employees. Areas so identified will be designated, as Ear Protection Zones and everyone entering the area for any length of time will wear appropriate hearing protection, including management, contractors, visitors and service users.

In 7 Waves Community Radio business it is more likely that we will have to address noise nuisance, low level constant noise. 

7 Waves Community Radio will identify (through risk assessment) if any areas have noise levels above the acceptable levels or noise nuisance, take measurements, make assessments and carry out a programme of works, depending on the level of exposure, or ‘action level’, to reduce noise exposure.

We will seek advice where we believe there is a noise nuisance or the action levels are exceeded and will appoint competent help where necessary to carry out suitable assessment and will:

· Identify noisy areas during departmental inspections
· Identify those likely to be at risk from noise exposure
· Identify any employees or groups of employees whose health may be at particular risk from noise exposure, e.g. pregnant or young workers
· Identify any likely detrimental health effects arising from an interaction between noise and other agents (e.g. vibration)
· Obtain a reliable estimate of noise exposure (e.g. from manufacturers’ and suppliers data) and compare the exposure to the action values and limit value
· If the first action value is being exceeded arrange for daily personal noise exposure levels to be measured, via the Arena Group Ltd Health and Safety. Make hearing protection available to exposed employee
· At or above the second action value, identify the controls necessary to eliminate or reduce noise exposure using recognised noise control solutions, management control measures, good practice, and hearing protection. Designate hearing protection zones and ensure that hearing protection is used and maintained
· Provide suitable information, instruction and training about noise risks, any control measures in place, safe working practices and hearing protection where required 
· Identify employees at particular risk who may require health surveillance and refer such individuals to Occupational Health
· Record the findings of the noise assessment, including those assessments for which no action was require
·  Review the assessment every two years to ensure that the findings remain valid, or when changes are introduced. Take action where required
Guide to Noise Levels

	Activity
	dB(A)

	Quiet office
	40-50

	Normal conversation
	50-60

	Loud radio
	65-70

	Tractor cab
	75-85

	Busy street
	78-85

	Power drill
	90-100

	Heavy lorry (7m away)
	95-100

	Bar of a night club
	95-105

	Road drill
	100-110

	Chain saw
	115-120

	Jet aircraft taking off (25m away)
	140


The effects of noise damage to the hearing are insidious and, because an immediate effect is not felt, employees may feel that the potential for hearing damage is being exaggerated.  However, hearing protection is only effective if used for 100 % of the time exposed to noise and even very brief removal makes the protection almost useless.

5.0.1 Identifying noise areas

As a simple guide you will probably have to do something about noise if any of the following apply:

· The noise is intrusive-like a busy street, a vacuum cleaner or a crowded room-for most of the working  day

· Employees have to raise their voices to have a normal conversation at a distance of 6ft apart for at least part of the working day

· Employees use noisy powered tools or machinery for more than half an hour each day

5.0.2 Carrying out the Assessment

The purpose of the assessment is to:

· Identify all workers likely to be exposed

· Provide enough information to enable the appropriate action to  be taken

· The person undertaking the assessment will be competent and use properly calibrated sound meter to determine the problem that exists.  

6.0 Guidance 

6.0.1 Health Effects

Levels of noise in excess of 80dB (A) can cause irreversible hearing damage.

When people are exposed to high levels of noise even for short periods of time, they may experience temporary hearing loss; this soon recovers once the person returns to a normal environment.  However, when people are exposed to high noise levels over a long period of time, they can slowly develop a permanent hearing loss. It is a cumulative process that worsens with time and its effects may not be realised until years later.

High levels of noise can also have other effects on employees and has been shown to increase stress, blood pressure and tiredness.  It can also interfere with communication and reduce the efficiency of those exposed.

6.0.2 Action Levels

There are three action levels:

The lower action level – a daily personal noise exposure of 80-85dB (A) at which the 7 Waves Community Radio will provide information and training and make hearing protection available.

The upper action level – a daily personal noise exposure of 85dB(A) above which 7 Waves Community Radio   will take reasonably practicable measures to reduce noise exposure, such as engineering controls or other technical measures. The use of hearing protection is also compulsory if the noise cannot be controlled by these measures or whilst measures are being planned or carried out.

The peak action level – 87dB (A), above which no worker will be exposed to (taking hearing protection into account).

7 Waves Community Radio will keep records of assessments, provide hearing protection, where required, identify hearing protection zones and reduce noise at source where the second action level is exceeded.

6.0.3 Maintenance of Equipment 

Ear Muffs

These should be maintained in a clean, serviceable condition and kept in a clean locker or cupboard when not in use. They should be regularly examined for damage.

Ear Plugs

Where disposable protectors are used, dispensers should be topped up regularly to ensure that supplies are continuously available. Re-useable plugs should be stored in a clean place when not in use.

New machinery

Manufacturers, designers, importers and suppliers of plant and machinery for use at work have a legal obligation to provide articles that are safe and without risk to health and to provide information on noise emissions. This information should be obtained prior to purchase.

When purchasing new equipment 7 Waves Community Radio will consider the location the equipment is to be installed and the provided information on noise emissions before purchase.

7.0 Information and Training

Current regulations require that all employees exposed to the lower action level be provided with information, instruction and training.

7 Waves Community Radio will ensure that where necessary this includes:

· the likely noise exposure and risk to hearing created by noise

· how to report defects in ear protectors and noise control equipment

· where and how ear protectors are available

· employees duties under the regulations

What employees should do to reduce any risk, e.g. the correct use of hearing protection, how to look after it, and in which areas it should be used.
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WORKING AT HEIGHT AND SAFE USE OF LADDERS 

1.0 Introduction

7 Waves Community Radio recognises the dangers associated with working at height and are committed to ensure that the need to work at height is eliminated wherever possible, when this work is necessary we will ensure that a suitable and sufficient risk assessments is carried out and safe systems of work are implemented to prevent falls of persons or materials in the workplace.
2.0 Scope

Working at height can mean any activity that requires work at a distance from which a fall is likely to cause personal injury; this includes means of access and egress to a place of work.  There is no minimum height that is considered safe, the potential for harm should be considered rather than the distance which someone or something may fall. 

7 Waves Community Radio will:

· Ensure that all activities that involve work at height are identified

· The need to undertake work at height is eliminated whenever this is reasonably practicable

· Risks associated where working at height cannot be eliminated are evaluated and steps are taken to ensure they are controlled.  All working at height activities will be subjected to a detailed risk assessment

· Provide all necessary equipment to ensure safe working at height

· Ensure that all equipment provided conforms to relevant standards

· Carry out regular inspections of all equipment and monitor control measures required for working at height 

· Where necessary competent persons are appointed for the supervision of all working at height activities 

· Adequate information, instruction and training is provided to everyone involved

3.0 Legislation 

Working at height is defined in the Work at Height Regulations 2005 (WAH) as work in any place, including a place at or below ground level, from which a person could fall a distance liable to cause injury if the precautions required by the regulations were not taken.  This includes obtaining access and egress from a place of work but not a staircase.  

The regulations also set out a hierarchy of controls for determining how to work at height safely.  The hierarchy must be followed systematically and only when one level cannot be achieved can the next be considered.  Under WAH it is not acceptable to select work equipment from lower down the hierarchy in the first instance.  The hierarchy the 7 Waves Community Radio   will follow:

1. Avoid working at height wherever possible

2. When work cannot be avoided, use work equipment to prevent falls

3. When the risks of falls cannot be eliminated, use work equipment to minimise the distance and consequences of any fall 

The WAH regulations impose an overriding principle on employers that they do everything reasonably practicable to prevent falls. Any work needs to be planned well in advance of the work activity, with careful consideration given to the selection and use of work equipment.  

The regulations also require 7 Waves Community Radio to ensure that:

· All those who work, plan or supervise work at height are properly trained and competent to do so

· All equipment is inspected in accordance with the specific requirements of the regulations

· Risks associated with fragile surfaces are controlled

· Risks from falling objects are properly controlled

· The place of work at height is safe

The Regulations include a number of schedules giving detailed requirements for existing places of work and means of access for work at height; for collective fall prevention (e.g. guardrails and working platforms); for collective fall arrest (e.g. nets, airbags etc.); for personal fall protection (e.g. work restraints, fall arrest and rope access) and for ladders.

4.0 Management Responsibility 

All 7 Waves Community Radio managers and those in control of working at height will:

· Ensure that all work activities that involve work at height are identified

· Eliminate the need to work at height whenever it is reasonably practicable to do so

· Ensure that every job where working at height cannot be eliminated is subjected to a detailed risk assessment to ensure that the work at height cannot be avoided and that the most suitable method of working has been adopted

· Develop a safe system of work, where required, for all tasks that include working at height

· Provide all necessary equipment and working platforms in accordance with the relevant current standards

· Ensure that the working environment is safe to carry out work at height using the equipment identified during risk assessment

· Ensure that regular inspections required for the equipment chosen are carried out

· Ensure that all 7 Waves Community Radio employees who are to undertake work at height are competent and trained to do so

All 7 Waves Community Radio employees shall:

· Adhere to this policy and procedure to ensure their own health and safety and that of others

· Comply with all safe systems of work, instruction and training 

· Report any deviations of the arrangements in place that may result in failure of the management systems in place

5.0 Procedure

Working at height by 7 Waves Community Radio   staff will be avoided wherever possible and at the very most will involve the use of step-ladders and ladders for very short duration low risk tasks.  Procedures relating to contractor safety are managed by the Arena Group Property Services Team.  Contractors working in 7 Waves Community Radio sites will not be allowed to use 7 Waves Community Radio  property for any work involving height; this includes step-ladders and ladders.

5.0.1 Identifying Work Activities

When considering working at height activities, the height the work is to be carried out is not always the primary considerations to be taken, you must also consider the potential injury to the person carrying out the work, the distance may be small but the consequence may be great.

Activities covered by the WAH Regulations may include:

· Changing light bulbs

· Cleaning windows

· Erecting pictures

· Reaching items stored at height

· Putting up or taking down curtains

· Painting and decoration (this will be assessed and a suitable working platform with edge protection provided)

5.0.2 Initial Assessment

Carry out an initial assessment of the task to be carried out; this will determine whether there are work activities that involve a risk of personal injury from falls or falling objects.  Do not dismiss tasks because you feel the distance which someone or something might fall is insignificant, there are recorded accidents of fatalities from falling less than 2 meters and also there are possible injuries of badly torn tendons and pulled muscles from falling very short distances.

Working at height must be avoided wherever possible, at this stage of initial assessment consider ways in which the task can avoid work at height.  

Working at height activities involving the use of ladders must never be carried out by lone workers and must always be a 2 man job. 

The duration of the task must be kept to an absolute minimum; the HSE recommends that no job exceeding 20 minutes should be carried out using a ladder.

The use of ladders is only permitted for low risk, short duration work.  

5.0.3 Detailed Assessment of Working at Height

Where your initial assessment has found that working at height cannot be avoided then you must carry out a detailed assessment using the methods in the Risk Assessments and Risk Management section of this manual.  The assessment should include a careful examination of what harm could be caused from working at height and the control methods required to minimise harm occurring.  

Your risk assessment must look at:

· The activities that involve working at height, the duration of the task, how frequently will the task be carried out, the person carrying out the task, the working environment, i.e. floor conditions, lighting, weather

· The level of risk associated with the work, i.e. the potential injury 

· What additional controls need to be introduced, i.e. additional training, additional/new equipment, change of personnel, change in the time of day the task is carried out.

· Does the area need to be cordoned off

· Existing control measures

· Who else may be affected by the task

· The weight, size and shape of the load to be fixed or handled

· Fragile surfaces

5.0.4 Record and Plan
Record your risk assessment and any additional control measures that you have identified and then begin to plan the task.  Ensure persons involved in the task are involved in the planning and that they are competent to be engaged in the work.

Develop a safe system of work (see safe working procedures section of this manual) for the task using the control measure identified in your risk assessment, the safe system of work will provide you with a precise method/procedure for carrying out the work safely.

When developing your safe system of work you must also consider:

· Any supervision of workers that may be necessary, e.g. work equipment selected

· Any weather conditions that workers may be exposed to, e.g. carrying out maintenance on an icy surface, or working in rainy conditions on a slippery surface;

· Equipment is carefully selected – consider working conditions, working height, distance and consequences of a fall, duration and frequency of use.


· The risks from fragile surfaces (roof lights, asbestos roofs etc) are identified and properly controlled.


· Any equipment used is properly inspected and maintained.


· Injuries as a result of falling objects are prevented.

Your risk assessment and safe system of work must remain under constant review and updated when any change occurs, this includes change in legislation, personnel, equipment and environment. 

6.0 Who is competent to work at height?


Competency is the experience, knowledge and appropriate qualifications that enable a worker to identify the risks arising from a situation and the measures needed to be taken.


Those undertaking a height work activity need to be trained in the selected system of work and any particular work equipment chosen. For example if working platform is selected then the employee must be trained in its use.  Managers must check that those doing the work are adequately trained.


7.0 Selection of Ladders

Schedule 6 of the WAH Regulations lays down general requirements relating to the use of ladders.  Ladders will only be used where absolutely necessary and if the risk assessment has determined no other suitable means.  

Contrary to what you may have been told, ladders and step-ladders have not been banned by the WAH Regulations.  You do, however, have to justify choosing a ladder or step-ladder for short-duration work in the light of their limitations and the risks associated with their use.  Guidance from HSE says that here short-duration means work lasting up to 20 minutes.  HSE have produced guidance documents for the use of ladders and step-ladders that can be viewed at: www.hse.gov.uk/pubns/indg402.pdf   If a ladder is needed for frequent work it must be considered that an alternative method of access is required

Ladders are available in aluminum, steel, wood or fiberglass.

1. Aluminum are lightweight and easy to position and move, but should not be used where there is a risk of electric shock as they are very good conductors of electricity.  When damaged repairs are not possible and they must be replaced

2. Fiberglass and wood have electrical isolating properties as long as they are kept dry and clean and should be selected if there is any chance of electric shock.  This does not mean that it is acceptable to work with electricity, any work involving electricity must only be carried out by a competent contractor 

3. Steel ladders are heavy and difficult to move around and should not be used by 7 Waves Community Radio  employees 

Ladders are regarded as work equipment under The Provision and Use of Work Equipment Regulations 1998 and must be suitable to undertake the task.  They must be inspected regularly and disposed of if shown to be in any way faulty.

7.0.1 Standards

Although ladders are generally not used at all or very infrequently by 7 Waves Community Radio employees, the ladder/step-ladder must be suitable for the task considering the person, environment and task.  Within the workplace Class 1- EN 131 ladders and steps will be provided, domestic standard are not sufficiently robust for the workplace.   The safe working load of step ladders must be clearly displayed on the side of the steps 

7.0.2 Ladder Safety
Common causes of falls include; the user over-reaching, the user slipping from the rungs, and the ladder slipping and falling.

Schedule 6 also requires that:

· The ladder rests on a stable and firm surface of sufficient strength to support the ladder and keep the rungs horizontal

· Positioned to ensure stability for the duration of use

· That suspended ladders are attached in a secure manner

· Mobile ladders are prevented from slipping by, tying the ladder to a structure, use of anti slip or other stability devices

· Where used for access are long enough to protrude above the place of landing 

· In the case of interlocking or extension ladders are not used until the sections are prevented from moving relative to each other in use

· Are used in a way that a secure handhold and secure support are always available

· The user can maintain a safe handhold when carrying a load (unless in the case of a step ladder, when a handhold is not practicable and your risk assessment has found their use justified because of the low risk and short duration of use)

· Inspected and checked regularly where necessary
· Has a handhold available to allow the employee to maintain 3 points of contact where possible
If your risk assessment shows that the above controls cannot be achieved a ladder is NOT to be used for the task and the Arena Group Health and Safety Team must be contacted for advice.
7.0.3 Before Letting Anyone Use Ladders
You should check that they are fit to use the equipment that they are provided with. Employees or contractors should report any issues (including health issues) that may affect their safety or the safety of others.

Some of the human factors that may prevent you using ladders are;

· Recurring dizziness 

· Epilepsy 

· Psychiatric conditions (inc fear of heights) 

· Heart condition 

· Severe lung conditions 

· Alcohol and drug abuse 

· Significant impaired joint function 

· Medication that recommends you do not operate machinery could also be a problem

7.0.4 Common problems to look out for when inspecting ladders
· Missing rubber feet 

· Damaged hinges or missing bolts 

· Split platforms on step ladders 

· Steps covered in chemicals or other substance, this may cause people to slip 

· Bent back bars on step ladders 

· Bent and twisted rungs 

· Dented and weakened stiles (the sides of the ladder) 

· Rungs missing or replaced with string or another material 

· Add-hoc repairs!

All of the above are likely to render the ladder unfit for use and may lead to somebody having a serious accident, you should inspect ladders on a regular basis. If you possess many sets of ladders it essential that the ladders are inspected regularly using the Ladder Inspection Checklist (Appendix 2), each ladder should be identified by a unique number and recorded on the ladder register (Appendix 1). The frequency of inspection should be based on amount of usage, for example, used every day then inspected at least every month, used weekly then at least every 3 months. A visual pre-use check must always be carried out. 

Ensure that ladders and step-ladders are maintained and stored in accordance with the manufacturer’s recommendations. 

8.0 Training


All staff who carries out work at height as part of their job or on a one off basis with be trained to ensure they have sufficient knowledge and understanding appropriate to their task and equipment to be used.

Ladder Register

	Service Area:


	Location:
	Manager:




	Ladder Type

(Steps/Extendable/

Aluminium/Wood)
	Storage 

Location
	Ladder Ref No 
	Comply with BSEN 131
	Date of last inspection/

Result of last inspection  

	
	
	
	 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO
	

	
	
	
	 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO
	

	
	
	
	 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO
	

	
	
	
	 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO
	

	
	
	
	 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO
	


Step Ladder Inspection Check List

Building/Location ……………………………………………………………

Ladder Reference/Identification Number …………………………………..

	
	Condition
	

	Front Section
	OK
	Faulty

	Identification label missing
	
	

	Stiles - Cracked, split, worn or broken
	
	

	Stiles - twisted or distorted
	
	

	Treads - Cracked, split or worn
	
	

	Treads - Loose (if they can be moved by hand)
	
	

	Diagonal braces - loose or missing 
	
	

	Diagonal braces -  twisted or distorted
	
	

	Rubber feet - damaged or missing
	
	

	Rivets/Fixings - loose or missing
	
	

	Rear Section
	
	

	Rear legs - Cracked, split, worn or broken
	
	

	Rear legs - Twisted or distorted
	
	

	Braces - Cracked, worn or damaged
	
	

	Braces - Twisted, or missing
	
	

	Hinges - Worn or damaged
	
	

	Rivets/Fixings - Loose or missing
	
	

	Side stabilisers - Worn or broken
	
	

	Side stabilisers - Twisted or missing
	
	

	Step Ladders - Should not be painted
	
	

	Comments/Action Required
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Inspected by  ……………………………………………………. Date ……………………
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CONSULTATION AND COMMUNICATION

1.0 Introduction

The Management of Health and Safety at Work Regulations 1999 require that 7 Waves Community Radio provide their employees, contractors and visitors with information, in a comprehensive and relevant form, on the following:-

· The risks to their health and Safety as identified by assessment.

· The preventive and protective measures to be adopted

· The procedures relating to serious and imminent danger in the workplace

· The identity of competent persons with regard to evacuation procedures

· The risks present when employers share a workplace

2.0 Scope

It is 7 Waves Community Radio policy to consult and communicate with employees and others affected by their business as often as is necessary to ensure their health, safety and welfare whilst working and affected by the service we provide

In order to achieve this, 7 Waves Community Radio will adopt the following methods to inform and consult with all interested parties:

· The Health and Safety Statement of Intent contained within this manual will be brought to the attention of all employees and those who regulate our service

· Current copies of the Statement of Intent are distributed and displayed in all 7 Waves Community Radio   sites

· The Health and Safety Manual and arrangements documented within it provide guidance on 7 Waves Community Radio   policies and procedures and are available to all employees, temporary workers, our regulating bodies and anyone else affected by the service we provide 

· All employees and temporary workers will be made aware of its whereabouts in every premises and will be trained in its contents

3.0 Legislation 
There has always been a duty imposed on employers by the Health and Safety at Work Act 1974, to provide information and consult with employees on Health and Safety issues that may affect them. These requirements are laid down in more detail in the Safety Representatives and Safety Committees Regulations 1977.

4.0 Communication of Information 

All 7 Waves Community Radio managers will consult with their staff on Health and Safety issues and policy development through team meetings and 1-2-1. All reviews of risk assessments and safe working procedures and any changes within the workplace will be brought to the attention of the employees involved either directly or through their safety representatives. 

Copies of the A4 leaflet ‘Health and Safety Law’ (ISBN 0117014257) will be distributed to all employees who do not have a permanent place of work.  This poster will also be displayed in all 7 Waves Community Radio premises and the relevant Manager is responsible for completing the required sections. 

Additional health and safety information will be sent out in the form of newsletters and posters.  Memos and e-mails will also be used to communicate health and safety information. Managers are responsible for ensuring that all information is communicated to staff and all employees are responsible for reading information made available to them.

All information shall be presented in a manner such that it is legible and the contents clearly understood.  
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Introduction

This policy aims to reduce any identified risk to trainees, work experience placements or volunteers and provide guidance on specific control measures required to protect them. This policy also acknowledges relevant legislative provisions and confirms the commitment of 7 waves to comply with those provisions.

Legal Duties

Employers’ Duties

Under the Health and Safety (Training for Employment) Regulations 1990, the following people must be accepted as employees for the purposes of health and safety legislation:

· People provided with relevant training, i.e. work experience provided following a training course or programme

· People provided with training for employment.

Those undergoing relevant training provided at educational establishments (on courses run by these establishments), or training received under a contract of employment, are not considered employees for the purposes of health and safety legislation under the Health and Safety (Training for Employment) Regulations 1990.

Under the Health and Safety at Work, etc Act 1974, employers have a general duty to ensure, as far as is reasonably practicable, the health and safety at work of all employees, and any other person, e.g. visitors, contractors, trainees, work experience placements, and volunteers who may be adversely affected by the employer’s work activities or workplace.

Under the Management of Health and Safety at Work Regulations 1999, employers are required to carry out a risk assessment of all of the risks faced by their employees, and anyone else who may be adversely affected by the employer’s undertaking, including any particular or additional risks to individual workers.

The Management of Health and Safety at Work Regulations 1999 also require employers to take into account the capability of employees to carry out intended tasks before they are assigned and to provide necessary information, instruction and training to perform these tasks safely.

Employers must provide sufficient and understandable information, instruction, supervision and training to allow employees to work safely.

Legal duties to volunteers, who do not fall within the definition of an employee under the Health and Safety at Work, etc Act 1974, are implied rather than defined. However, good practice - as promoted and supported by the Health and Safety Executive (HSE) - recommends that volunteers should be treated the same as employees for the purposes of health and safety.

Employees’ Duties

Under the Health and Safety at Work, etc Act 1974 (HSWA), employees, including trainees and those on work experience placements, have a duty to take reasonable care of their own health and safety and that of other people who may be affected by their actions at work.

Employees must co-operate with their employer in order to enable the employer to comply with his or her health and safety duties.

The HSWA and Management of Health and Safety at Work Regulations 1999 (MHSWR) require employees to act in accordance with any training, instructions and information provided to them.

In addition, trainees and those on work experience placements must:

· Inform their employer of any danger to health and safety posed by a work activity under the MHSWR.

· Inform their employer of any shortcomings in the employer’s protection arrangements under the MHSWR.

· Co-operate with the employer’s health and safety arrangements under the MHSWR.

Volunteers have no specific duty under health and safety legislation, although these workers should be encouraged to adopt the same duties and standards required of employees.

Volunteers do have a civil law “duty of care” to fellow workers.

Volunteers

Defining voluntary workers in a legal sense is very difficult. However, for the purposes of this policy, volunteers are those who perform work-related tasks for an employer without receiving remuneration (although volunteer workers may receive travel and meal allowances).

When considering the engagement of volunteers, 7 waves radio will consider the following factors: 

· The time commitment made to 7 waves radio may be very small, i.e. a few hours a month.  Training and information sessions will be offered over a wide range of days and times to encourage attendance.

· Volunteers often donate their time for the good of the charity they are working for. 7 waves radio will encourage volunteers to take health and safety considerations into account. A sound safety culture and positive promotion of health and safety are very important. So too is clearly outlining 7 waves radios legal responsibilities and the consequences of not addressing health and safety issues for volunteers. 

Volunteers will be selected and recruited in a similar way to employees. They will be asked to sign a work agreement. The work agreement will address issues such as:

· The tasks to be undertaken, including any limitations and restrictions on certain activities or work areas

· The days and hours of work

· A declaration of fitness to work, such as a health questionnaire

· Any training to be undertaken as part of the role

· Work-related responsibilities, including health and safety requirements

· 7 waves radio management and reporting structures.

Procedure

The risk assessment process forms the basis of the health and safety protection of trainees, work experience placements and volunteers.  The procedure set out in the Risk Assessment and Management of Risk section of this manual should be followed.  Where required this should be carried out in conjunction with the New and Expectant Mothers and Young Persons Sections of this manual.

7 Waves Radio will ensure that work activities exposing trainees, work experience placements or volunteers to unacceptable risks are eliminated as far as is reasonably practicable. Measures to achieve this include preventing exposure to such risks by ensuring that:

· Relevant legal standards (dependent on the risk involved) are met

· Official guidance and good practice are followed.

Risk Assessment 

Where hazardous activities cannot be eliminated, risk assessments will be carried out by a competent person to identify residual risks and to reduce them to the lowest level reasonably practicable. The assessments will take into account the actual risks associated with the work activities and whether these risks are increased due to any particular circumstances associated with the trainees, work experience placements or volunteers. 

Risk assessments relating to trainees, work experience placements or volunteers will be reviewed, and if necessary revised, regularly.

Duties of Managers and Supervisors

Managers and supervisors must ensure that:

1. Working arrangements (e.g. hours of work) and health and safety responsibilities are agreed upon and confirmed prior to training or employment commencing

2. Risk assessments are carried out for all work activities undertaken by trainees, work experience placements or volunteers and associated records and documentation are maintained

3. Necessary control measures identified by the risk assessment are implemented, followed, monitored, reviewed and, if necessary, revised

4. Trainees, work experience placements or volunteers are informed of any risks associated with their work and the control measures taken to protect them

5. Any adverse incidents are immediately reported and investigated

6. Appropriate information, instruction, supervision and training are provided.

Duties of Trainees, Work Experience Placements or Volunteers

Trainees, work experience placements or volunteers must:

1. Follow any safety arrangements implemented for their protection, including attending training sessions, complying with control measures, etc

2. Not act in a manner that adversely affects their own health and safety and the health and safety of anyone else

3. Report any perceived or real shortcomings in their health and safety protection to their employer.

Information and Training

Suitable information, instruction and training will be provided to trainees, work experience placements or volunteers to ensure their health and safety. Training needs will be identified and reviewed by a competent person. Any training provided will be monitored and regularly reviewed to ensure its continued effectiveness.

Those people responsible for carrying out the risk assessments will receive training in order to ensure that they are competent to do so.

When considering accepting trainees or work experience placements 7 waves radio will ensure effective communication with the organisation making the placement. 

7 waves radio will ensure for all work placements that there is:

· A formal written application process (if placements from one organisation are regularly made, this can be agreed on by the employer and organisation placing the staff)

· A completed risk assessment for the tasks intended to be undertaken by the trainee and/or work experience placement

An induction session at the start of the placement will cover:

· Introduction to manager and colleagues or, if appropriate, the designated supervisor or mentor

· Emergency arrangements, such as fire evacuation procedures and first aid facilities

· Accident reporting

· Welfare arrangements, such as toilets, meal facilities and rest areas

· Housekeeping arrangements, such as smoking policies, signing in and out, reporting sick leave, etc

Induction training will be recorded and maintained (Appendix 1)

    Appendix 1

HEALTH AND SAFETY INDUCTION RECORD FOR VOLUNTEERS AND WORKPLACEMENTS

	NAME:
	

	DATE:
	


	DATE OF COMMENCEMENT:
	


	ITEM
	DATE COVERED
	TRAINER

	1. Health and Safety Manual
	
	

	2. Risk Assessments
	
	

	3. Safe Systems of Work
	
	

	4. Fire Procedures
	
	


	5. First Aid Arrangements
	
	

	6. Accccident Reporting
	
	

	7. Accident Recording
	
	

	8. Health and Safety Consultation
	
	

	9. Display Screen Equipment Assessment
	
	

	10. COSHH Assessments
	
	

	11. Welfare Arrangements
	
	

	12. Asbestos Management
	
	

	13. Workplace Equipment
	
	

	14. Specific Workplace hazards (Provide details)
	
	

	15. Documentation Provided
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