HEALTH AND SAFETY POLICY

GENERAL STATEMENT OF POLICY

This document is the health and safety policy of Metanoia Institute

Our policy is to provide healthy and safe working conditions, equipment and systems of work for all our employees, volunteers and members, and to provide all such training and information as is necessary.

The Trustees are responsible for the consideration and revision, as necessary, of all health and safety matters and procedures.  This responsibility is delegated to the Chief Executive Officer, who is responsible for the implementation of all statutory requirements, together with the application of all the organisation’s health and safety arrangements.

All employees and members of Metanoia have a responsibility to follow the rules and procedures on health and safety and to take reasonable care to avoid injury to themselves and others.

This policy will be reviewed at least once a year.  

Overall and final responsibility is vested in:
The Trustees

Operational responsibility is vested in the:

Chief Executive Officer

Signed
………………………………………………..

Dated:
……………………………………………….

HEALTH AND SAFETY ORGANISATION AND RESPONSIBILITY

1.
The Chief Executive Officer is responsible for health and safety within Metanoia and will monitor the health and safety policy on a regular basis.  The Trustees will be informed of health and safety matters to ensure that sufficient resources are available to provide any equipment, protective equipment, training as is required.  In addition, as far as is reasonably practicable, all employees will receive training in order to achieve and maintain a safe and healthy environment.

2.
The Head of Central Service’s Head of Central Servicesresponsibility regarding safety covers the maintenance of safety records, investigation of accidents and acts of violence, monitoring of safety legislation and reports directly to the Chief Executive Officer.  Full investigation of any accident will be carried out by the Head of Central Services Head of Central Serviceswith a view to prevention of future occurrences.

The Head of Central Services Head of Central Servicesis also responsible for ensuing Metanoia’s obligations are met regarding the assessment, control and monitoring of:

· hazardous substances;

· the workplace;

· work equipment;

· manual handling operations;

· personal protective equipment;

· display screen equipment;

· violence.

3.
Heads of Department have responsibility to provide leadership and to promote responsible attitudes towards health and safety.  Each Head of Department will ensure that:

· all staff within their department are aware of Metanoia’s health and safety policy;

· new employees receive appropriate health and safety training;

· all staff are aware of safety procedures;

· any temporary employee is apprised of safety information;

· keep up to date with health and safety matters applicable to Metanoia;

· assist the Head of Central Services with investigations into accidents as appropriate;

· ensure that students are aware of Metanoia’s health and safety policy and  procedures and know the instructions in the event of an emergency evacuation of the building

4.
All employees have a responsibility to do everything they can to prevent injury to themselves, fellow employees and any others affected by their actions or omissions at work.  Employees are expected to follow the Institute’s policy and procedures and to report any incidents which may have led to injury or damage.


Employees must ensure that they:

· use any equipment provided in accordance with training and instructions received;

· inform their Head of Department about any serious or imminent danger;

· know the instructions in the event of an emergency evacuation of the building.
5.
Students have a responsibility to do everything they can to prevent injury to themselves and any others affected by their actions or omissions whilst at Metanoia.  Students are expected to follow the Institute’s policy and procedures and to acquaint themselves with the instructions in the event of an emergency evacuation of the building and the location of emergency exits.

6.
Visitors have a responsibility to do everything they can to prevent injury to themselves and any others affected by their actions or omissions whilst at Metanoia.  Visitors are expected to follow the Institute’s policy and procedures and to acquaint themselves with the instructions in the event of an emergency evacuation of the building and the location of emergency exits.

7.
Students undertaking a placement within the Metanoia Counselling and Psychotherapy Service will be provided with additional health and safety information to ensure their own and their clients’ safety.

8.
The Health and Safety Committee will comprise:


The Chief Executive Officer

The Head of Central Services Head of Central Services

The Housekeeper

An administration staff representative


 
A Head of Department

A student representative

The Health and Safety Committee will meet regularly and as necessary to assess possible risks to health and safety including injury, accidents and violence 

VIOLENCE

Within reason, we take all practical steps to prevent violence and any fear of violence at work, either by a member of the general public or by a member of staff, student or visitor.  We believe that violence encompasses not only physical intimidation, but also verbal abuse, bullying and victimisation.

An initial assessment of risk will be carried out, and repeated annually to ensure the safety of all employees, students and visitors at Metanoia. 

Specific policies will be put in place to protect students within the Metanoia Counselling and Psychotherapy Service, those who work alone, and those responsible for handling money.

ADMINISTRATION AND PROCEDURES

Any incident must be reported to the Head of Central Services, who will undertake a full investigation.  The Head of Central Services will also maintain a record of any violent incidents.

Where incidents of violent behaviour take place, Metanoia will provide appropriate support and help to the victim.

Whilst staff and members should attempt to prevent any act of violence, no one should risk his or her life or the lives of others.

In an emergency, the police should be called.

Any member of staff or student who initiates an act of violence will be suspended from work/training whilst a full investigation takes place.  Staff may face immediate termination of employment on the grounds of gross misconduct.  Students may face expulsion from their training.

ADMINISTRATIVE ARRANGEMENTS

Reporting Accidents

In the event of an accident or violent incident causing injury you must insure that the injured person is being cared for and send immediately for a first aider.  DO NOT MOVE THE INJURED PERSON.

Report full details to the Head of Central Services who will record the incident in the accident book.  The accident will be reported to the inspecting authority if necessary.

Any near miss accident should be reported to your Head of Department so that preventative action may be taken to avoid an accident.

First Aid

The location of first aid boxes will be given during induction programmes.

Names of first aiders and details of how to contact them will be given during induction programmes and are displayed in each training room.

Fire

The location of fire exits will be given during induction programmes.  

Maps giving locations of fire exits are displayed in each training room.

Instructions in the event of a fire are displayed in each training room and are given below:

· Operate the nearest fire alarm call point immediately

· If possible, try to put out the fire, WITHOUT TAKING ANY PERSONAL RISK, using the appropriate fire appliance and directing the hose to the base of the flame.

The Head of Central Services/weekend Duty Trainer is responsible for contacting the fire brigade.

Display Screen Equipment

Staff who are required to use display screen equipment in the workplace will receive appropriate training.

Staff Working at Home

Staff who are permitted to work at home will receive appropriate guidance, advice and training.

Manual Handling
Staff who may be required to carry heavy packages or equipment will receive appropriate training.

Working Alone

Staff or members who may be working alone will receive additional appropriate training.

CODE OF SAFE PRACTICE

1.
Workplace


Workplaces must be kept clean and tidy.  Rubbish and discarded materials should be placed in the receptacles provided.  Proper attention must be paid to hygiene.


All materials must be properly and safely used and, when not in use, properly and safely secured.  

Care must be taken to ensure that the workplace is not hazardous either to employees, members or visitors.

2.
Smoking

Smoking is prohibited within the building at all times.


Staff and members may smoke on the patio areas of the garden.

3.
Fire


Staff and members should ensure they are familiar with the location of fire-fighting equipment and alarms.  They should ensure that they understand how to operate such equipment.  

In particular, staff and members are asked to use electrical equipment with caution and to keep flammable materials away from sources of heat.  

Stairs, corridors and doorways should not be obstructed.

Staff and members should be fully conversant with the fire drill and be aware of the nearest exits and assembly points.  All staff, members and visitors should leave the building quickly and in an orderly fashion using the nearest available exit in the event of a fire. 

4.
Drugs and Alcohol

No drugs may be brought in to, used or consumed with Metanoia (apart from those prescribed by a doctor and which do not have potentially dangerous side-effects).  Any employee who, in the opinion of Metanoia, is under the influence of drugs will be suspended from work and a full investigation will take place.  Any student who, in the opinion of Metanoia, is under the influence of drugs will be suspended from training.

No unauthorised alcohol may be brought on to the premises.  Employees and students are expected to moderate any consumption of alcohol during the working/training day and will be suspended from work/training if, in the opinion of Metanoia, they are under the undue influence of alcohol.

5.
Electrical Equipment
Staff and members should report any faulty electric equipment, cable or flex immediately to the Housekeeper/weekend Duty Tutor.  Any equipment which does not require continuous operation should be switched off when not in use and plugs removed from sockets.

Staff and members should never use equipment which is suspected to be faulty.

Staff and members should not attempt to repair any electrical equipment themselves.


Electrical and telephone cords must not be allowed to lie uncovered on the floor and should be secured.

6.
Floors
Extra care should be taken on newly polished or damp floors.  Any liquid spilt on the floor should be cleaned up immediately.  

Any damaged flooring (including tiling or carpets) should be treated with caution and reported to the Housekeeper/weekend Duty Tutor.
7.
Ladders, Steps and Stairs
If ladders or steps are used, staff and members should ensure they are firmly based and secure.  Assistance should be sought to prevent ladders slipping.  Do not use chairs, open drawers or any other makeshift device in place of a ladder.

Staff and members should exercise care on stairs and handrails should be used.  

8.
Accidents or Illness at Work

All accidents and injuries, however minor they may appear, should be reported to the Head of Central Services/weekend Duty Trainer.


Staff and members should ensure they know the names of first aiders.  If speed is considered essential, an ambulance should be called.

9.
Display Screen Equipment


Staff who are required to use display screen equipment in the workplace will receive appropriate training.

10.
Staff Working at Home


Staff who are permitted to work at home will receive appropriate guidance, advice and training.

11.
Manual Handling

Staff who may be required to carry heavy packages or equipment will receive appropriate training.

12.
Working Alone


Staff or members who may be working alone will receive additional appropriate training.

13.
General

Staff and members must not engage in any horseplay or misuse any equipment nor misuse anything provided in the interests of health and safety.  Any member of staff who contravenes the provisions of this policy may face disciplinary action.


Staff and members should remain alert and report any practices they observe which, in their opinion, could constitute a hazard to themselves or others.

�This representative relates to the Research Team grant funded by the Artemis Trust.





