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Template for a Health and Safety Policy
Note: A policy is legally required if you employ staff, although if you employ less than five people, the policy need not be in writing. However, it is good practice, and demonstrates a serious commitment to health and safety, to have a written policy, whether or not you are required by law to have one. Volunteer-led community groups will also be following good practice by having a written policy.
Policy Statement
Insert a few lines committing your organisation to looking after the health, safety and welfare of your team, and your beneficiaries/service users.

E.g. The organisation is committed, in so far as it lies within its powers, to ensure the health, safety and welfare of its staff, volunteers, beneficiaries and the public. As such, it will make every reasonable effort to provide a safe and healthy working environment and meet all its civil and statutory duties.

Responsibilities
Overall Responsibility for health and safety: This would normally be your trustee board.

Operational Responsibility: Day-today responsibility would normally be dealt with by your most senior staff member (or active volunteer in the case of volunteer-led community groups). They should be named here, and any specific health and safety duties (e.g. conducting risk assessments, consulting with your team) should be listed. In some organisations this person is also the designated Health and Safety Officer.

Specific Safety Roles: If different to the above, the hands-on role of conducting risk assessments, investigating accidents, overseeing safety training and any other arrangements that might be shared between certain members of your team. Their names should appear here.

Staff Representatives: If you have union safety reps or other staff representatives, their role would be to represent the interests of the workforce; and to work with the above named people to help ensure the organisation provides a safe and healthy working environment.

Employees and Volunteers: They have a responsibility to work safely and not harm the health and safety of others. They should also be required to attend health and safety training and follow all the safety procedures that might apply to them.

Arrangements
You should cover the general steps you will take to meet the responsibilities above, and fulfil your policy statement. This might include:

Competent Health and Safety Adviser: If you employ staff, the Health and Safety at Work Act says you must assign an internal or external person to help advise the organisation on health and safety matters. The individual, who should be named here, will need to understand the nature of your organisation’s work; and have a reasonable knowledge or experience of health and safety matters.

Risk Assessments: This should summarise, very briefly, your procedure for undertaking risk assessments for your staff. For lone workers or home workers, this might be carried out by the individual worker in consultation with responsible person named above.

First Aid: This should name your first aider(s), and how they can be contacted. They should receive training.

Accidents and Incidents: This should outline the process for individuals to report accidents and near misses; and set out who will investigate and deal with such matters.

Consultation: Consultation with staff is a duty under the Health and Safety at Work Act, but within any organisation, it is good practice to consult with staff and volunteers on safety matters. The process for doing this can be summarised here.

Information, Training and Supervision: This should set out how you will provide information and training on safety matters to your team; and how health and safety will be supervised (e.g. day-to-day contact and in formal supervision meetings). Training might be general induction and also hazard specific, depending upon what hazards your team might face.

Emergency Evacuation Procedure: This should set out your procedure for evacuating the premises in which you work (or it may refer to the procedure set by the premises controller). You should say how your team is notified of this procedure.

Any other safety arrangements applicable to your organisation should also be added here, but you do not need to include hazard-specific procedures. These are matters that should be covered by a risk assessment and the outcome will be included in the process of providing information, training and supervision.
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