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35The firm aims to effectively manage and control the following six management standards:


35The firm will:




1. Introduction
This is the general Health & Safety Procedures Manual ("the Procedures Manual") for LAUREL FARM KINDERGARTEN.
LAUREL FARM KINDERGARTEN is committed to the delivery of its obligations under health and safety legislation. LAUREL FARM KINDERGARTEN has introduced this policy with the objective of identifying and minimising health and safety risks, to actively encourage safe working habits amongst all employees and to assist employees in understanding their own duties in relation to health and safety in the workplace with the aim of reducing accidents and to comply with its legal obligations.
This manual is supported by detailed policies, procedures and guidelines which have been identified as necessary to protect the safety and health of LAUREL FARM KINDERGARTEN employees and others given the nature of undertaking. The policies can be found in section 12 onwards.
2. Purpose and scope

As the Procedures Manual for LAUREL FARM KINDERGARTEN, this document outlines how health and safety will be incorporated into LAUREL FARM KINDERGARTEN's management structure and the responsibilities that it implies for employees at all levels within the firm. The document explains the organisation and arrangements through which the policy is implemented and demonstrates LAUREL FARM KINDERGARTEN's commitment to discharge its safety responsibilities. 

The policy applies to, and will be issued to, all existing permanent employees, contract and temporary staff working for LAUREL FARM KINDERGARTENand covers site-based, mobile and home workers.

3. Legislation
The principle legislation governing this procedure is contained in, but not limited to:
3.1 The Health and Safety at Work, etc. Act 1974
3.2 Management of Health and Safety at Work Regulations 1999 (S.I. 1999, No. 3242)
3.3 Workplace (Health, Safety and Welfare) Regulations 1992 (S.I. 1992, No. 3004) - including the provisions of the Health and Safety (Miscellaneous Amendment) Regulations 2002 (S.I. 2002, No. 2174.)
3.4 Regulatory Reform (Fire Safety) Order 2005

3.5 Health and Safety (Display Screen Equipment) Regulations 1992 (as amended)
3.6 The Health and Safety (First Aid) Regulations 1981

3.7 Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1996 (RIDDOR)
3.8 Safety Representatives and Safety Committees Regulations 1977 (a) and the Health and Manual Handling Trustee Regulations 1992 (as amended)
3.9 Safety (Consultation with Employees) Regulations 1996 (b)
4. Definitions

For the purposes of this policy the following definitions apply:
4.1 Reasonably practicable means there is a balance between the cost of protective measures and the benefits derived. Where the cost is deemed not to be excessive in relation to the benefits the measure shall be considered reasonably practicable to implement

4.2 Hazard means anything which has the potential to cause harm
4.3 Risk means the chance (high or low) that someone will be harmed by a hazard

Further definitions will be given where relevant for each individual policy.

5. Responsibilities

In order to ensure that health and safety is successfully managed within the firm, the following responsibilities have been allocated:

5.1 The Managing Committee is ultimately responsible for the success of health and safety management within the firm and as such gives his full support to the contents of these policies.
5.2 The Trustee Board must give their full support to the policies to ensure that all practical measures are taken and appropriate resources are made available in respect of enhancing safety through effective risk identification and control. 

The Trustee Board has a critical role to play in supporting the implementation of the policies and ensuring that they are complied with through their areas of responsibility. The Trustee Board should ensure:

5.2.1 That such resources as may be necessary to fulfil the policies are made available

5.2.2 All safety rules, regulations and procedures are kept under review

5.2.3 All new equipment and work processes conform to the current regulatory provisions, standards and codes of practice governing health and safety
5.2.4 All business decisions reflect the firm's health and safety policies including investment in new plant, premises and work practices

5.2.5 Arrangements are in place for consultation with employees on health and safety matters and that employees are actively encouraged to participate in establishing and adhering to safe working practices
5.3 The Safety Manager has been appointed by the Trustee Board to ensure the board is kept informed of, and alerted to, relevant health and safety risk management issues. The Safety Manager should ensure that:

5.3.1 All Trustee Board decisions reflect the firm's health and safety policies.
5.3.2 Health and safety performance is reviewed regularly by the Trustee Board and that they are kept appraised of safety risk management matters.
5.3.3 Seek the Trustee Board's authority where appropriate in support of the management of health and safety.
5.3.4 Ensure health and safety matters are properly addressed at both board level and throughout the firm.
5.3.5 Ensure suitable and sufficient risk assessment are carried out to ensure hazards are identified.
5.3.6 Communicate any necessary amendments and revisions to the firm's health and safety policies are communicated to the firm.
5.3.7 Ensure arrangements are in place to enable all accidents to be reported, recorded and investigated to prevent recurrence.
5.3.8 Ensure that a satisfactory training health and safety training programme is in place including induction and specific training.
5.4 Manager and Trustees are expected to ensure there are systems in place to enable their teams to comply with the policy and guidelines on a daily basis. Managers and Trustees should ensure that:

5.4.1 They bring the firm's health and safety policies to the attention of the employees with their team.
5.4.2 Every employee within their team has received adequate training.
5.5 Employees are expected to co-operate with The Trustees and supervisors on health and safety matters. They should make themselves familiar with this Procedures Manual and to take reasonable care for their own health and safety, together with that of colleagues and third parties who may be affected. 
Further responsibilities will be given where relevant for each individual policy.

6. Consultation and communication with employees
LAUREL FARM KINDERGARTEN recognises that employee involvement in health and safety in the workplace is an integral part of ensuring that high standards are reached and maintained. The firm is also committed to complying with the requirements of The Health & Safety (Consultation with Employees) Regulations 1996 relating to consultation.

The arrangements for employee consultation and communication are:
6.1.1 Employee forum meetings are held regularly.
6.1.2 Information is available on company internet.
6.1.3 Information is displayed on the health & safety notice boards.
6.1.4 Urgent or important information is relayed via e-mail.
6.2 Employee representatives

An employee forum is in place which allows for employee consultation which comprises of representatives from all levels of employment who are either nominated or volunteered. This enables employees to openly discuss any aspect of health and safety and to contribute in solving any problems which may arise. 
7. Health and safety training

Health and safety training will be incorporated in induction training. Further training needs will be identified through risk assessment and performance reviews and be planned for in the same manner as other training.
The following areas of health and safety training will be given priority:

7.1 Induction training – to acquaint employees with an understanding of their duties under health and safety law and their responsibilities under this policy.
7.2 Specific training – to provide training that has been identified from risk assessments or job role requirements.
8. Health and safety arrangements.
8.1 Reporting health and safety hazards

It is the responsibility of every employee to report any condition that may represent a hazard as soon as it practicable. Any concerns should be reported to their manager or the Facilities Manager.
8.2 Risk assessments
LAUREL FARM KINDERGARTEN will ensure that all areas of its undertaking are subjected to a suitable risk assessment to identify potential hazards and to introduce control measures to eliminate or reduce harm. Where necessary, consultants will be contracted to carry out the risk assessments.

8.3 Workplace

LAUREL FARM KINDERGARTEN will ensure that all areas of its undertaking are subjected to a suitable assessment to determine the maintenance, cleaning and housekeeping programmes required to assist in providing safe and efficient working environments at each of its locations. Wherever possible, maintenance programmes will include a preventative as well as reactive element and it is the firm's aim to comply as a minimum to the appropriate legislation.

8.4 First Aid

It is LAUREL FARM KINDERGARTEN's policy to make provisions for first aid in accordance with the Health and Safety (First Aid) Regulations 1981.

Information will be provided and displayed in each office to bring these arrangements to the attention of all employees on site including the names of trained first aiders.

8.5 Accident and incident reporting

It is the aim of LAUREL FARM KINDERGARTEN that no employee should be subjected to any preventable injury, no matter how slight the consequences may be. In all accident cases first aid will be rendered immediately. However it is important that all accidents and incidents or ‘near misses’ with the potential for injury (whether that injury actually occurred or not) are reported to the Safety Manager without delay. The Safety Manager will be responsible for reporting accidents where required to do so under Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995.

8.6 Fire and emergency arrangements

Each office will establish a fire safety programme with the objective of guarding against the outbreak of fire and to ensure, in so far as is reasonably practicable, the safety of persons on the premises in the event of the outbreak of fire or other emergencies.
A fire Risk assessment will be conducted for each office which will identify potential fire hazards and the control measures needed, including the requirements for fire prevention and protection.
The fire safety plan at each office will include:
8.6.1 Identification and installation of appropriate fire detection and fire fighting equipment including procedures for its regular inspection, testing and servicing in line with the relevant British Standards

8.6.2 Evacuation plan to be used in the event of fire or other emergencies in conjunction with the Building Manager
8.6.3 Individual responsibilities with respect to emergency evacuation including the names of the fire marshals
8.6.4 Arrangements for the training of those with responsibilities in respect of fire precautions, together with the provision of training and written details of the emergency evacuation procedures to all employees
8.7 Procedures for handling other emergencies relevant to the site

The safety and welfare of visitors to the firm's premises is of equal concern to the firm and as such it is the policy of LAUREL FARM KINDERGARTEN to bring to the attention of all visitors relevant safety information appropriate to the office they are visiting. 

8.8 Performance monitoring

In order to assess the on-going success of the policy performance monitoring will be carried out on a regular basis.

9. Safety policies

Through the process of risk assessments, potential hazards will be identified at each of LAUREL FARM KINDERGARTEN's premises. Where appropriate, detailed policies and procedures will be developed at individual premises
10. Policy monitoring and review

The Safety Manager will monitor the success of the policy and will conduct regular audits to measure compliance on all LAUREL FARM KINDERGARTEN's premises. The Safety Manager will, where required, issue a report to the Trustee Board recommending any necessary actions
.

The policy will be formally reviewed and updated every two years by the Safety Manager or sooner if deemed appropriate, or by reasonable request.

Any subsequent amendments brought about by a review will go through the normal health and safety amendment process defined below:

11. Policy record keeping

A central record system will be established and maintained whereby all new policies and document revisions are reviewed and approved by a nominated point within the firm. The process and responsibilities for document control are:
12.  Fire policy
Introduction
Whilst LAUREL FARM KINDERGARTEN considers the risk of fire in its premises is minimal, it is recognised that an emergency plan must be put in place to minimise any hazards and risks and, if a fire were to start, to limit its spread. The following have been taken into account when developing the emergency plan which is incorporated into this policy:
· Reducing the likelihood of fire and the spread of fire
· Ensuring adequate means of escape are provided and procedures are in place for evacuation
· Ensuring adequate means of detection and warning are provided
· Providing suitable means of fighting fires
· Agreeing the action to be taken in the event of discovering a fire
· Identifying and advising employees on the assembly points
· Providing appropriate and adequate instruction/training
· The duties and identify of those employees with specific roles

Policy

12.1 Discovering a fire

If you discover a fire during normal office hours, immediately inform your Fire Marshall and/or security guards and await further instructions. Only tackle a fire if you would not be putting yourself at undue risk and are trained in the use of the fire-fighting equipment available.
If you notice a fire outside normal office hours:

· You should operate the nearest alarm by breaking the glass
· Only tackle a fire if you would not be putting yourself at undue risk and are trained in the use of the fire-fighting equipment available
· Call the Fire Brigade by dialling 999
· Exit the building using the staircases (the lifts must not be used) and inform the security guard on duty (if appropriate)

12.2 Equipment
All buildings have a fire alarm system combining automatic fire detectors with sounders. Fire extinguishers are placed in appropriate locations around the buildings. 
Fire alarms, detectors and extinguishers are inspected, tested and maintained regularly as appropriate in order that they are in an efficient state and in working order.

12.3 Fire alarms

The fire alarms are tested weekly. The following table shows the times of the fire alarm test in each building.  If the alarms sound at these times, you do not need to evacuate the building:

	Premises
	Fire alarm test day & time

	Laurel Farm Carlingcott
	08.30 Friday


12.4 Fire assembly points

The assembly points are as follows:

	Premises
	Assembly point

	Laurel Farm, Carlingcott
	Car park


Maps showing the location of the local assembly point are on the health and safety notice boards in each kitchen. 
Employees should remain at their assembly point until they are told it is safe to return and follow any further instructions.
12.5 Fire assessments

The Safety Manager will ensure fire assessments are carried out as required and the relevant findings dealt with as appropriate.

12.6 Fire evacuation

The fire evacuation procedure will be tested at a minimum of six monthly intervals.

All employees must ensure that they are fully conversant with the procedure for fire evacuations and know the locations of their nearest fire exit, where the nearest fire appliances are situated (if they have received the relevant training) and their assembly point.
When the evacuation alarm rings, all employees must leave the building by the nearest available exit, using the stairs, and make their way, as quickly and as safely as possible, to their  assembly point. Employees should not take any personal risks and be aware of any actions which may put others at risk Employees must not remain in the building as this can put the lives of others at risk. Failure to comply with the evacuation procedure ma result in disciplinary action.
Any person should not stop to collect any personal belongings or take drinks with them. 
12.7 Fire evacuation for those with a disability

It is important that employees with a disability (either permanent or temporary) which would make it impossible or extremely difficult to evacuate the building using the stairs, have an individual 'Personal Emergency Evacuation Plan' (or PEEP) in place. 

If you believe that a PEEP is appropriate for you, please contact your Fire Marshal in the first instance. PEEPs should be agreed with HR, the Safety Manager and the relevant Fire Marshals.

The PEEP will take into account:
· Whether or not the individual should wait in the refuge area on their floor for the main flow of escape to be completed (i.e. if they are likely to cause obstruction for other people leaving the building
· If the individual needs a rest or feels threatened by people behind them, it may be appropriate for them rest in refuge areas on other floors along the route
· Providing assistance from colleagues
· Considering alternative methods of evacuation. Note that evacuation chairs should not be considered the automatic solution since they are not appropriate for every individual and require specialist training by both the user and operator

12.8 Fire exits

Fire exits are clearly indicated by visible signage. These exits must be kept clear at all times. Boxes, files, paper etc. must not be stacked in front of, or near to, these exits. These areas will be checked regularly and any items that are causing an obstruction will be removed.
12.9 Fire marshals 
Fire marshals have been appointed to be responsible for particular floors or zones within floors and have received specialist training. Their responsibilities include:

· Ensuring that means of escape and fire exits are kept free of obstructions
· Reporting any identified fire hazards to the Safety Manager
· Ensuring a swift and smooth evacuation of their area including toilets and lift lobbies
· Making sure all employees stay clear of the building and away from traffic danger
· Reporting to the Senior Marshal/Incident Controller on the status of their zone

12.10 Fire training

By ensuring that information is easily available to all employees, this will contribute to a well-organised and rapid evacuation. 

Induction training is provided to all employees and information is also provided on signage around the buildings, notice boards, Atlas, and e-mails as appropriate. Formal training (including the use of fire-fighting equipment) is provided for Fire Marshals. 
.

13. Bomb threat policy
Introduction
It is unfortunate that we all now need to be more alert for suspicious people and packages. We can all be vigilant and help ourselves and the security services to help prevent any incidents.

Policy

Anyone discovering a suspicious object/vehicle, should inform security immediately and make themselves  known to the first security person arriving on the scene. Further instructions will be given when the situation has been assessed.

A form is kept by the Switchboard teams for instances where bomb threats are received via the Switchboard but should be used by any employee who receives a bomb threat.
· Immediately alert (by e-mail if possible) the trustees but do not put down the handset or cut off the caller

· Obtain as much information as you can

· Try to keep the caller talking (for example, apologise for a bad line, ask him to speak up etc.)

· Complete this form as you go along 

	Message (exact words if possible)

	

	

	

	

	

	

	Questions to ask

	Where is it?

	What time will it go off?

	What does it look like?

	What kind of bomb is it (type of explosive)?

	Why are you doing this?

	Who are you?

	Time of call

	The name if the person receiving the call

	The telephone number on which the call was received


When the call has finished give this form to those named above who will decide what to do and then complete the next part of the form. The more information you get, the easier it will be to decide whether the warning was genuine or not.
Complete the following questions as soon as possible:

Please circle your response

	Type of person

	Man
	Woman
	Child
	Old
	Young

	Not known (provide any information you have)

	

	Speech

	
Intoxicated
	
Irrational

	
Rambling
	
Speech Impediment

	
Laughing
	
Serious

	Accent (please give detail)

	

	Was the message read or spontaneous?

	Distractions

	
Any noise on the line
	
Coin operated phone box

	
Interruptions
	
Anyone in background

	Other (give as much detail as possible)

	

	Other Noises

	
Traffic
	
Talk
	Typing

	
Machinery
	
Aircraft
	Music

	
Children
	
Other (give as much detail as possible)

	

	Any other useful information

	

	


14. Risk assessment policy
Introduction
A risk assessment is an important step in protecting employees and our business, In many instances, straightforward measures can readily control risks.
The law does not expect us to eliminate all risk, but we are required to protect people as far as ‘reasonably practicable’. The five steps involved in a risk assessment are:

· Identify the hazards

· Decide who might be harmed and how

· Evaluate the risks and decide on precaution

· Record and implement the findings

· Review the assessments and update as necessary

A hazard is anything that may cause harm, such as chemicals, electricity, working from ladders, an open drawer etc. The risk is the chance, high or low, that somebody could be harmed by these and other hazards, together with an indication of how serious the harm could be. 

Aims and Objectives

To ensure that managers and staff understand the process of risk assessment and how it can be integrated into effective management practices.


The Arrangements for Applying the Policy

Managers will ensure that suitable and sufficient risk assessments are carried out for all tasks, activities, locations and work activities that present a significant hazard in their area(s) of responsibility. 

Managers must plan, co-ordinate and monitor how risk assessments will be managed locally.  Actions must include the following:-

· Establishing the activities/tasks/locations/work equipment to be assessed;

· Identifying competent people to carry out the assessments; 

· Defining the system to manage completed assessments, any associated actions, communication and review;

· Establish communication and information sharing  for the outcomes of the risk assessment with all staff and others who maybe affected by the risk;

· To involve staff and their representatives in assessing the risks; and 

· Refer risks to the appropriate senior manager or forum/committee where they cannot be managed locally.

Employee’s are required to:-

· Be aware of risk assessment and control measures for their area of work;

· Co-operate with and engage in the risk assessment process;

· Use and comply with control measures implemented to ensure the health and safety of themselves or others; and 

· Report any workplace hazards or concerns regarding health and safety of themselves or others.

· Carry out “on the spot” (dynamic) risk assessments within the context of their own competencies and in consultation with others, as situations arise. (see section 1c and Glossary of Terms)

Procedure

1. Stages of Risk Assessment
a) Identify the hazards

Managers and staff will identify all the hazards associated with their area of responsibility that could reasonably be expected to cause harm.  Hazards can be identified by:

· Observing the task or area;

· Referring to available guidance and information about best practice;

· Looking at accident and ill-health records;

· Checking manufacturers’ instructions or data sheets;

· Asking staff for their views.

b) Decide who might be harmed and how

For each hazard the groups of people who might be harmed and how must be identified. The groups of people to be considered include:

· Staff with particular requirements e.g. new and young workers, people with disabilities, new or expectant mothers;

· Cleaners, visitors, contractors, maintenance workers who may not be in the workplace all the time;

· Members of the public, service users, pupils; and

· Shared workplaces – how the work affects others and the risks to staff from those who share the workplace.

c) Evaluate/assess the risks and decide on the precautions to control the risks

Evaluating/Assessing the risk

For each hazard identified the level of risk must be evaluated (High/Medium/Low).  This evaluation may include the level of harm presented by the hazard, the number of people involved, and the likelihood of the harm occurring. 

Once the level of risk is established managers must consider what control measures are already in place and what actions are already being taken to reduce the risk, consider whether these are suitable and sufficient  and whether further control measures are required.

Controlling the Risk

When controlling risks the following principles should be applied, where possible in the following order:

· Eliminate the hazard altogether;

· Substitution by something less hazardous or risk;

· Prevent access to the hazard e.g. by guarding

· Organise work to reduce exposure to the hazard e.g. putting barriers between pedestrians and traffic

· Create safe methods of work and safe systems of work designed to reduce the risk

· Issue personal protective equipment e.g. clothing, footwear, goggles etc

· Provide welfare facilities e.g. first aid and washing facilities for removal of contamination 

· Provide suitable information, instruction and training

· Ensure appropriate supervision.

Dynamic Risk Assessment

On rare occasions there may be a need for staff to undertake a Dynamic Risk Assessment.  In these circumstances staff must work within the context of their own competencies and in consultation with others where possible.  The need for a dynamic risk assessment may arise when an unforeseen event occurs and a previously unidentified risk becomes apparent. 

Once the dynamic risk assessment has been taken place, a formal written risk assessment record must be made of this as soon as is reasonably practicable after the event.  

d) Record and implement findings

General risk assessments 

Assessments of processes or areas rather than an individual person should be recorded on the General Risk Assessment Form (HSF19).   

Other Risk Assessments

This General Risk Assessment Form may not be suitable for use for recording risks to individuals, complex risk assessments or where there is agreed standard documentation for inter-agency working.  Where this is the case, specific forms have been created, and are referenced in the Standard Documents section below. 

The most appropriate form should be used to record the risk assessment; Directorate Health and Safety Teams will be able to advise on suitable formats.

Risk assessments in other Health and Safety Policy areas 

A number of risk assessment forms have been developed relating to specific policy areas e.g.

· Hazardous Substances

· Manual Handling

· Display Screen Equipment

· Fire

· Work Equipment or Machinery

· Stress

· Educational Visits 

Details of these risk assessment forms can be found in their corresponding Corporate Policy or advice may be sought form the Directorate Health and Safety Teams.

e) Review 

Managers should review assessments;

· At regular intervals not exceeding one year

· Following a significant change and/or

· If there is reason to suspect it is no longer valid e.g. after an accident, ill-health incident, violent incidence or malfunction has occurred.

The risk assessment must remain up to date and valid and available at ‘point of use’.

Once a risk assessment is obsolete it must be archived for a minimum of 5 years.
2. Generic Risk Assessments

In some Directorates or Divisions generic risk assessments are available to assist managers in the risk assessment process.  These assessments must be:-

· Amended to reflect the workplace arrangements and any additional identified risks;

· Signed by the local manager;

· Effectively communicated to all relevant parties; 

· Monitored and reviewed at appropriate intervals.

3. Communication

Managers shall ensure that the persons at risk are provided with comprehensive and relevant information on the identified risks and the preventive and protective control measures.  Everyone should understand what they must do and why.  Where necessary, job safety instructions should be issued to individual employees and appropriate training provided.

4. Training

Managers responsible for the planning, co-ordination and monitoring or risk assessments must receive appropriate risk assessment training.  Staff involved in the creation of risk assessments (e.g. as part of a risk assessment team) must receive training in the risk assessment process.

Each Directorate Health and Safety Team provides suitable Risk assessment Training.  

5.  Monitoring

Managers shall monitor the effectiveness of control measures and ensure that physical control measures are used, installed correctly and suitably maintained.

Employees shall report any defects in control measures, personal protective equipment, etc immediately to their manager.
6. Specialist Advice

It is important when completing risk assessments to be aware of individual limitations in terms of knowledge and competence.  If further support is required managers should contact the Directorate Health and Safety Team for advice.

Further advice and Information

Health and Safety Executive (HSE): www.hse.gov.uk/

Glossary of Terms

Risk Assessment

A careful examination of what, in the workplace, could cause harm to people so that a decision can be made as to whether there are enough precautions in place or more should be done to prevent harm.

Hazard

Anything that has the potential to cause harm, such as chemicals, electricity, working from ladders, an open drawer etc.

Risk

Is the chance, high, medium or low that somebody could be harmed by the hazard, together with an indication of how serious the harm could be.

Harm

Is the actual injury or ill-health suffered by those exposed to the hazard.

Dynamic Risk Assessments 

A risk assessment which takes place during work in progress as a need arises (“on the spot”). In these circumstances a previously prepared risk assessment may not be in place as the situation has not been previously foreseeable.  Once the dynamic risk assessment has been taken place, a formal written risk assessment must be made of this as soon as is reasonably practicable after the event.  

Standard Documents


	Type of Risk Assessment
	Risk Assessment FORMS
	
	Risk Assessment GUIDANCE
	

	General Risk Assessment
	General Risk Assessment
	HSF19
	General Risk Assessment Guidance
	G19

	Service User
	Service User RA Form 
	HSF18
	Service User Individual Risk Assessment Guidance 
	G18

	Employee Individual
	Employee Individual Risk Assessment Form
	HSF17
	Employee Individual Risk Assessment Guidance
	G17

	Residential Children’s Unit – Individual Indoor /Outdoor
	Residential Children’s Unit Indoor/Outdoor Individual Risk Assessment Forms
	HSF22
	None published – seek Directorate H&S Team Support
	-

	Homecare and Community Living
	Homecare and Community Living Service Hazard Risk and Assessment Form
	HSF21
	None published – seek Directorate H&S Team Support
	-

	Children’s Residential -  Individual and Behaviour 
	Children’s Residential Services Individual Risk Assessment and Behaviour Management Plan 
	HSF20
	None published – seek Directorate H&S Team Support
	-

	New and Expectant Mothers
	No form (use Employee Individual Risk Assessment Form)
	-
	New and Expectant Mothers
	G16

	Young Person 
	No form (use Employee Individual Risk Assessment Form)
	-
	Young Person Work Experience Information and Checklist
	G15

	Other assessment forms exist to comply with other County Policies e.g. Outdoor Education.


Working with VDUs policy
Introduction
Using VDUs (or any display screen equipment) can give rise to back problems, repetitive strain injury or other musculoskeletal disorders. These health disorders can become serious if no action is taken. However, only a small proportion of VDUs users actually suffer ill health as a result of their work. 
LAUREL FARM KINDERGARTEN understands the need for good workplace design and the need to provide information and advice on the way that employees use their workstation and to prevent any issues arising.
Policy

14.1 Equipment

LAUREL FARM KINDERGARTEN's intention is to optimise the use and application of VDUs within LAUREL FARM KINDERGARTEN, whilst safeguarding the health, welfare and job satisfaction of those involved in operating such equipment. When new VDUs and furniture are selected, due consideration will be given to the health and safety aspects of its design. 
Chairs with adjustable height and back support will be provided at all VDUs workstations. Footrests can be made available on request, as will document holders and any other aids which are deemed necessary.

14.2 Eye tests
There is no evidence to suggest that working with a screen can cause disease or eye damage but may users experience temporary eye strain or stress. 
Every new employee who will be habitually using VDUs will be given the opportunity to have an appropriate eye and eyesight test free of charge before becoming a user, such test to be carried out by a competent person.

Free eye and eyesight tests will be offered to users every two years. In addition, the firm will offer free interim eye and eyesight tests if a user experiences visual difficulties which may reasonably be considered to be caused by work on VDUs.

Employees should contact their HR team to request their free eye sight test. The HR team will send the employee a Specsavers VDU eyecare voucher that can be redeemed at any Specsavers store. 

The voucher entitles employees to:

· A full eye examination at any Specsavers Optician in the UK 

To claim a free eye sight test or glasses solely for VDU use, employees must use a Specsavers VDU eyecare Voucher. The firm will NOT reimburse employees for an eye sight test at any other optician or by any other means.

14.3 Information and training
LAUREL FARM KINDERGARTEN has to make sure that employees can use their VDUs safely and know how to make best use of it to avoid health problems. All employees are given the HSE handbook - "Working with VDUs" when they join the firm and are asked to complete a short check list.  

Posters giving further information about making adjustments to your VDUs and desk are displayed in the kitchens and information is available on Atlas. 
Employees whose workload includes the operation of a VDU as well as other duties are encouraged, as far as possible, to organise their working time so that VDU work is interspersed with breaks for other activities e.g. filing or making telephone calls. Frequent short breaks are better than fewer long ones.
14.4 Laptop users

Employees using laptops should try and avoid using this on its own if full-sized equipment is available. 
14.5 Risk assessment

If further advice is required or you have a medical condition that causes you pain or discomfort when using VDUs, trained employees are available to provide advice in the ergonomic and health and safety aspects of VDU use. 

15. Manual handling policy
Introduction
LAUREL FARM KINDERGARTEN recognises that employees could be injured by using incorrect manual handling techniques and wish to minimise any injuries. Manual handling means transporting or supporting loads by hand or using bodily force.
Policy

Employees should remember to lift with safety in mind and, if they are in the slightest doubt about their ability to lift a load, should ask for assistance from Safety. Manual handling should be kept to a minimum by using mechanical aids wherever possible. Trolleys are available in Safety. 
15.1 Training

Where a risk assessment has identified that a role involves regular lifting of heavy or awkward loads, training on manual handling and using any equipment safely will be provided as part of the induction process. Information on manual handling techniques can be found on Atlas.
15.2 Equipment

Suitable lifting/moving equipment is provided where it has been identified from a risk assessment that this is required. 

Hazardous substances
Introduction
LAUREL FARM KINDERGARTEN recognises that there is a possibility that its employees may be exposed to hazardous substances. These can include chemicals, dust, fume and bacteria. Exposure can happen by breathing them in, contact with the skin, splashing them into the eyes or swallowing them.
Purpose and scope

Legislation

Control of Substances Hazardous to Health Regulations (COSHH) (as amended)

Definitions

Responsibilities

Policy
Although it is unlikely, if en employee is required to use hazardous substances in connection with your work, they must:

· read and understand the technical information provided by LAUREL FARM KINDERGARTEN and the supplier of the product or process 

· wear the appropriate personal protective equipment and store or dispose of any residual substances in a safe and responsible manner 

· report any safety problems to your Manager or the Safety Manager

Employees will be provided with training and personal protective equipment where risk assessments demonstrate that this is necessary.
15.3 First aid and accident reporting policy
Introduction
We are obliged to provide adequate and appropriate equipment, Safety and personnel to enable first aid to be given to our employees if they are injured or become ill at work. If someone has been injured at work it is important that they receive immediate and necessary attention and that any dangerous conditions are made safe.
Whilst LAUREL FARM KINDERGARTEN is not under a legal obligation to provide first aid for non-employees or members of the public, we have made provision for them to be included in these procedures.

Policy

LAUREL FARM KINDERGARTEN is committed to the delivery of its obligations under Health and Safety legislation with regard to first aid and accident/incident reporting LAUREL FARM KINDERGARTEN has introduced this policy with the objective of identifying and minimising any risks and to actively encourage the management of first aid in order to reduce the number of accidents and to comply with its legal obligations.
15.4 Accident books

Employees should notify a first aider of any injuries or incidents and details must be entered into the accident book. The employee is reponsible for checking this has been done.
The locations of the accident books are as follows:
	Premises
	Accident book

	Laurel Farm Kindergarten
	Kitchen


15.5 Accident reporting

Employees are responsible for reporting any injuries are reported to their manager or first aider as soon as possible. The employee is also responsible for making sure that the first aider has placed an entry in the accident books if an incident occurs.
The Safety Manager is responsible for maintaining the accident books and keeping information on statistics and reporting any incidents and for ensuring signage is provided as necessary.

LAUREL FARM KINDERGARTEN have a legal obligation to report accidents and ill health at work in line with RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences) regulations.
15.6 First aid

First aid refers to the treatment of minor injuries and giving immediate attention to more serious casualties until medical help arrives

LAUREL FARM KINDERGARTEN has identified that the working environment does not present any major risks in relation to first aid. The assessment of our first aid needs includes considering any hazards and risks, the size of the firm and any other relevant factors. From this we are able to determine what trained personnel, first aid equipment and Safety should be provided. 
15.7 First aiders

Based on the assesment of these facts, we have sufficient qualified first aiders in our offices who have completed an approved course and obtained their first aid certificates and who are able to provide assistance when necessary.
First aiders are responsible for keeping a first aid and maintaining the contents by ensuring that the minimum contents are stocked and any out of date items removed. They are also responsible for placing an entry in the accident book when an incident occurs and to check that subsequent actions are completed as required . 
Details of first aiders can be found on the notice boards in the kitchens and on Atlas.
15.8 First aid boxes

The first aiders are responsible for maintaining the first aid boxes. There is no mandatory list of items that should be in a first-aid box .but as there are no special risks that have been identified, each first aid box contains the minimum stock as follows:

· 20 individually wrapped sterile adhesive dressings (assorted sizes)

· two sterile eye pads
· four individually wrapped triangular bandages (preferably sterile)

· six safety pins

· six medium-sized (approximately 12 cm x 12 cm) individually wrapped sterile
· un-medicated wound dressings

· two large (approximately 18 cm x 18 cm) sterile individually wrapped
· un-medicated wound dressings
· one pair of disposable gloves.
15.9 First aid room

A first aid room is situation on the 11th floor at One Redcliff Street.
15.10 New & expectant mothers policy
Introduction
LAUREL FARM KINDERGARTEN understands that we should take action to ensure our employees who are, or in the future could be, a new or expectant mother are not exposed to any significant risk.

Whilst there are no legal requirements on employees to inform their employers that they are pregnant, or a new mother, they should bear in mind that LAUREL FARM KINDERGARTEN is not required to take any specific action until written notification has been provided. LAUREL FARM KINDERGARTEN considers that it is important for the employee and her child's health and safety that employees should provide written notification to the Human Resources team as soon as possible.
Policy

A generic risk assessment of the working environment has indicated that there are no significant risks in respect of new and expectant mothers. However, on receiving written notification from an employee that she is pregnant, has given birth in the last six months or is breastfeeding, an individual risk assessment will be conducted and any advice from the woman's health professional will be taken into account, in order to identify any risks that may affect the individual's safety and that of their unborn child. 
The risk assessment covers the following areas:

· lifting/carrying of heavy loads

· standing or sitting for long lengths of time

· exposure to infectious diseases

· work-related stress

· workstations and posture

· other people's smoke in the workplace

· threat of violence in the workplace

· long working hours
· excessively noisy workplace
Should the working environment or the nature of their duties pose a threat to the employee's health and safety, the firm will investigate the possibility of modifying the employee's duties. Suitable alternative work may also be found for you for the remainder of the pregnancy

In cases where safe alternative leave cannot be found LAUREL FARM KINDERGARTEN's Human Resources team is responsible for developing a procedure to cover special leave for new and expectant mothers.
15.11 Dealing with Contractors
Introduction
Purpose and scope

Legislation

Definitions

Responsibilities

Policy

Anyone who brings a contractor onto site to fulfil a particular work activity is the Contract Supervisor and, as such, is responsible for ensuring that the contractor works safely and follows LAUREL FARM KINDERGARTEN's health and safety procedures. 
15.12 Dealing with Visitors

Introduction
Purpose and scope

Legislation

Definitions

Responsibilities

Policy

The responsibility for visitors rests with the person who invited them. This is especially important in the event of an emergency evacuation and if the visitor is disabled. 

Disabilities
Introduction
The Disability Discrimination Act defines a person as disabled if they have a physical or mental impairment that has a substantial and long term adverse effect on a person's ability to carry out normal day-to-day activities.

We shall treat everyone equally and with the same attention, courtesy and respect regardless of: their disability.

We recognise the benefits of having a diverse workforce and will take steps to ensure that: selection criteria and processes do not unlawfully discriminate on the grounds disability; other than in those instances where the firm is exercising permitted positive action or a permitted exemption;
LAUREL FARM KINDERGARTEN recognises that it must treat job seekers and employees fairly to avoid:

· direct discrimination

· failure to make a reasonable adjustment

· disability related discrimination

· victimisation

· harassment
Purpose and scope

Legislation

Definitions

Responsibilities

HR - to inform relevant teams such as Safety and IT in advance so that measures can eb taken to assist employees and job seekers
Safety
Policy

At LAUREL FARM KINDERGARTEN, we aim to treat employees and clients with whom the firm comes into contact in the provision or receipt of services with respect and dignity in such as way as not to cause any disadvantage irrespective of disability

We have looked at our policies and procedures and changed them where necessary to ensure that we comply with the Disability Discrimination Act in spirit as well as in practice. We have taken positive steps to ensure that, wherever possible, a person with a disability is not put at a disadvantage when instructing us, visiting us or working with us. We will make reasonable adjustments to jobs and workplaces for disabled workers to ensure that disabled people have equal opportunities in applying for and staying in work.
Employees should speak to their manager or HR if they believe that they have a medical condition which makes it difficult for them to be working alone.
15.13 Young people at work

Introduction
LAUREL FARM KINDERGARTEN is committed to providing opportunities for young people to work in our offices by providing both permanent and work experience positions. Where we provide work experience opportunities, we will liaise with the appropriate school or college (and parents/carers if relevant) to prepare and organise any placements in such a way that these opportunities are rewarding and safe introductions to the work environment.

Young people, especially those new to the workplace, will encounter unfamiliar risks from the jobs they will be doing and from the working environment and it is therefore very important this is taken into account and that suitable training is provided and the young person properly supervised.
The relevant definitions relating to young people at work are:

· A young person - anyone who is under eighteen years of age
· A child - anyone who is not over compulsory school age. He or she has not yet reached the official age at which they may leave school, also referred to as the minimum school leaving age.
Policy

15.14 Induction training

Every employee starting work at LAUREL FARM KINDERGARTEN is provided with induction training. It is important that any young person employed by LAUREL FARM KINDERGARTEN or taking part in work experience is given induction training where particular emphasis must be placed on any issues arising from the risk assessment. Checks should be made to ensure that they understand the key facts covered in their training.
15.15 Risk assessment

A generic risk assessment has been undertaken. This takes into account the work situations young people will encounter, the characteristics of young people and any activities which may present significant risks to their health and safety. Nothing has been identified in the risk assessment which means that we should not employ young people.
New risk assessments are not required each time we employ a young person or take a young person on for work experience.

The risk assessment covers the following areas:

· Young people may not be fully grown and may find their workplace awkward

· Young people may not be able to recognise risks because they are inexperienced, have not been trained or may not pay enough attention to safety

· Young people must not be allowed to do any work which:

· cannot be adapted to meet any physical or mental limitations they may have

· exposes them to substances which are toxic or cause cancer

· exposes them to radiation

· involves extreme heat, noise or vibration
In addition, the following potential hazards have been identified:

· Lifting storage boxes (manual handling)

· Use of equipment (manual handling)

· Storage boxes, electrical cabling, floor boxes (slips, trips and falls)

· Work related upper limb disorders (display screen equipment)

· Using kitchen equipment such as toasters and microwaves (electric shocks, burns)
· Using hot water boilers & hot water from taps (scalds, burns)
15.16 Supervision

Young people are very likely to need more supervision that adults. Effective supervision will not only ensure that the individual benefits as much as possible from the work experience but also means that we can monitor the effectiveness of the training they have received and to make sure they are competent to do the job.
16. Smoking;
Introduction
The firm acknowledges the need to comply with the Smoke Free Premises legislation introduced in 2007.

Policy

Smoking is not allowed inside of LAUREL FARM KINDERGARTEN premises including car park/bicycle storage Safety.  Smoking is a hazard to the health of all employees and therefore LAUREL FARM KINDERGARTEN adopts a non-smoking policy.  Smoking also constitutes a health & safety risk as it is a fire hazard.

For these reasons any employee who wishes to smoke must do so away from LAUREL FARM KINDERGARTEN premises. 
Failure to comply with this policy will result in disciplinary action being taken.

Alcohol/drugs policy
LAUREL FARM KINDERGARTEN understands the potential serious issues arising from the misuse of drugs, not only for the individual but for the business and colleagues. Our aim is to assist any employee who are experience drug related problems. This applies to every employee within the firm. This policy aims to support affected employees.
LAUREL FARM KINDERGARTEN employees are expressly forbidden to produce, supply or use controlled substances on LAUREL FARM KINDERGARTEN's premises as it is an offence under the Misuse of Drugs Act 1971 for any person knowingly to permit this on their premises.

Drug misuse refers to the use of illegal drugs and the misuse whether deliberate or unintentional of prescribed drugs and substances such as solvents.

Team Managers who feel an employee's unsatisfactory performance may be alcohol related should inform the Human Resources Director to discuss the matter
All aspects relating to the misuse of drugs will be treated confidentially. Drug misuse is regarded as a health issue rather than an immediate cause for dismissal or disciplinary action. Misusers will be encouraged to seek help (either GP, occupational health advisor or specialist drug agency).

If help is refused and/or impaired performance continues, disciplinary action is likely. An employee will be dismissed in cases of gross misconduct and possession/dealing will be reported immediately to the police.
The use of alcohol by employees must not impair the safe and efficient running of the Firm or the health of its employees. 

Employees are expressly forbidden to consume alcohol when at work or to bring it onto the Firm’s premises in opened bottles or containers.

The following are the only exceptions:

· Alcohol may be consumed in meeting rooms and boardrooms on an officially organised occasion e.g. client lunches, or an officially organised social gathering e.g. leaving parties, seminars 

· Alcohol may be consumed on the premises with the express permission of an employee's Team Manager. 

Any breach of this rule will result in disciplinary action being taken.

LAUREL FARM KINDERGARTEN employees are reminded of the fact that whilst during office hours and where out of office hours are with clients or LAUREL FARM KINDERGARTEN colleagues they are representing LAUREL FARM KINDERGARTEN and therefore need to behave responsibility and if consuming alcohol need to do so sensibly and within moderation.  If employees behave inappropriately they may affect the image of LAUREL FARM KINDERGARTEN and therefore may be subject to subsequent disciplinary action for bring the Firm into disrepute.  

Team Managers who feel an employee's unsatisfactory performance may be alcohol related should inform the Human Resources Director to discuss the matter. 

The Firm will offer positive assistance to employees who have an alcohol-related problem and each case will be decided upon its individual merits.
17. Stress policy
Introduction
LAUREL FARM KINDERGARTEN recognise that workplace stress is a health and safety issue and acknowledge the importance of identifying and reducing workplace stressors. By tackling stress within the firm, we could increase productivity and efficiency, lower employee turnover and sickness absence and increase morale.
The Health and Safety Executive define stress as "the adverse reaction people have to excessive pressure or other types of demand placed on them". This makes an important distinction between pressure, which can be a positive state if managed correctly, and stress which can be detrimental to health.

Hazards can include:

· Lack of control over the ways employees do their work
· Work overload (or underload)
· Lack of support from management
· Conflicting or ambiguous roles
· Poor relationships with colleagues (including bullying)
· Poor management of organisation change.
Policy

The firm aims to effectively manage and control the following six key areas of work design that, if not properly managed, are associated with poor health and well-being, lower productivity and increased sickness absence. These main sources of stress at work are:
· Demands - this includes issues such as workload, work patterns and the work environment
· Control - how much say the person has in the way they do their work
· Support - this includes the encouragement, sponsorship and resources provided by the firm, line management and colleagues
· Relationships - this includes promoting positive working to avoid conflict and dealing with unacceptable behaviour
· Roles - whether people understand their role within the organisation and whether the firm ensures that they do not have conflicting roles
· Change - how organisational change (large or small) is managed and communicated b the firm
The LFSK will:
· Identify, and monitor, all workplace stressors and conduct risk assessments to eliminate stress or control the risks from stress. These risk assessments will be regularly reviewed
· Consult with representatives on the Employee Forum on all proposed action relating to the prevention of workplace stress
· Provide training for all managers and Trustees in good management practices

· Provide confidential counselling for employees affected by stress caused by either work or external factors and using occupational workplace conselors where appropriate
· Provide adequate resources to enable managers to implement the firm's agreed stress management strategy
· Promote good communication and will work in partnership with employees to help decide on practical improvements that can be made
· Collating sickness absence statistics which may highlight particular stressors and trends
17.1 Mobile phones
Introduction
Policy
The use of personal mobile phones for personal calls and text messaging causes disruption to work and disturbs other staff. The Firm has therefore decided that personal mobile phones should be switched off during the normal working day, except when a personal mobile is being used for business purposes. 

If for any reason you do need to have your personal mobile phone switched on to receive a call for personal reasons you need to speak to the HR Partner of your group, or alternatively to the HR Director, for approval.

The Firm recognises that everyone at some time may need to make or receive personal calls at work. These should be kept to a minimum and can be made through the Firm's telephone network in the normal manner.

This policy does not apply to those carrying a mobile phone provided by the Firm for business reasons.

From 1 December 2003, new legislation came into force that makes the use of hand-held mobile phones while driving an offence. Individuals could face fines of between £30 and £1,000 if they are caught breaking the law. This legislation is promoted due to concern for public safety.

Someone using a hands-free mobile phone who loses control of his or her vehicle could be charged with careless or dangerous driving. The Firm is always concerned not to place any member of staff in a position where he/she feels pressured to break the law.

The Firm could also be liable for fines if staff use hand-held phones for firm business while driving. If an accident resulted from an employee using a hand-held phone while driving the Firm's liability could be much more significant, including prosecution, payment of compensation and loss of insurance.

As a result, the Firm has decided that it should ban the use of both firm and personal hand-held and hands-free mobile phones for firm business while driving. This means not making or receiving calls or text messaging, including when you are waiting at traffic lights. When driving, it is strongly recommended that you switch off your mobile phone. If you do need to make or answer a phone call you should pull over and stop in a safe place before doing so.

Any breach of this policy may be a disciplinary offence. You are also strongly recommended not to use mobile phones for personal business while driving.
18. Driving at work policy
Introduction
LAUREL FARM KINDERGARTEN recognises that there are specific risks to employees who are driving on behalf of the firm and has introduced this policy with the objective of identifying and minimising those risks and to actively encourage safe driving in order to reduce the number of accidents and to comply with its legal obligations.
Policy

This policy applies to all employees, contractors or others who may be driving for and on behalf of LAUREL FARM KINDERGARTEN and those who may be affected by their work.
Private Vehicle refers to a car which an employee owns and runs privately, and for which they have sole responsibility.

Driving at Work refers to any work carried out on behalf of the firm that involves the employee in time spent driving a vehicle and covers all journeys other than to and from the normal place of work.
All drivers at work must ensure that they practice safe methods of driving at all times and that they provide the required information as detailed in section 19.1

18.1 Insurance

It is the responsibility of employees to ensure that they have adequate insurance cover to use their car for business use. A copy of your car insurance cover note and driving license must be submitted to Human Resources for insurance purposes before you use your car for business purposes. 
18.2 Travel expenses
Where an employee's private car is used for business travel the prevailing rate will be payable. 

The current prevailing rate is 40p per mile up to 10,000 miles and 25p thereafter. The mileage part of the expense form must be completed in order to seek reimbursement.
18.3 Mobile phones

Please refer to the mobile phone policy regarding the use of mobiles phones whilst driving.

18.4 Alcohol and drugs

All drivers at work must adhere, at all times, to the legal limits for the level of alcohol in the blood whilst driving on behalf of the firm. This should include the 'morning after' effects of intoxicating substances in the bloodstream. 

In addition, drivers at work should avoid driving whilst under the influence of illegal drugs or other intoxicating chemicals including prescription drugs or non-prescription medication which may cause drowsiness. 
19. Home working policy
Introduction
Employers have a duty to protect the health and safety of home workers. Employers are required to do a risk assessment of the work activities carried out by home workers. This involves identifying the risks relating to the home workers' work activities and deciding whether enough steps have been taken to prevent harm to them or to anyone else who may be affected by their work.
Purpose and scope

Definitions

Responsibilities

HR

Policy

LAUREL FARM KINDERGARTEN will undertake a risk assessment for any employees who are home workers. On occasions, it may be necessary for a member of the HR team to visit the home worker to carry out the risk assessment. Employees will be asked to complete a self assessment questionnaire so the home worker themselves should be able to identify any hazards.

The areas covered in the risk assessment include:

· contact with colleagues

· first aid

· handling loads

· health issues
· new and expectant mothers

· security

· using electrical equipment at home

· using substances and materials for work at home

· using work equipment at home

· work environment

· work equipment

· working alone
· working with VDUs

· work-related stress and health

20. Dealing with abusive clients 
All employees have the right to be treated with respect and dignity throughout the working day and not experience abusive or aggressive behaviour from members of the public.  LAUREL FARM KINDERGARTEN is committed to supporting and protecting our employees from being the recipient of any negative behaviour.

LAUREL FARM KINDERGARTEN recognises that in relation to the type of work it undertakes for its clients, there may be times when a client or someone else in relation to a client matter may experience unhappiness or even anger in relation to information that we are required to convey to them.  Some clients go beyond angry and become abusive. They might start the conversation in abusive mode or might escalate to abusive from mere anger, Sometimes if you don’t tell them what they want to hear, they become abusive.  Abusive is defined as verbally threatening, using foul language and emotionally out of control. 

In the event that an employee experiences or reasonable expects to experience behaviour from someone external to the Firm that they feel is inappropriate - the following procedures should be followed.

Meetings


Meetings within LAUREL FARM KINDERGARTEN
If you have concerns that an external person that you are meeting with at the office may become abusive;

· Do not attend the meeting alone, arrange for the attendance of a colleague. 

· When going into a meeting room arrange the seating so you are situated closest to the exit door. 

· Discreetly alert reception to your concerns and ensure you are in a room within hearing distance of the reception area.

If the individual becomes abusive and you are unable to calm the situation use the following steps:-

1)      Confirm to them that the circumstances (of the matter) are important to you and to LAUREL FARM KINDERGARTEN and that you wish to do everything you can to resolve the issue for them.

2)      Highlight to them what it is about their behaviour that is upsetting to you (raised voice, swearing etc) and ask them to stop.

3)      Advise them that should it continue you would have no choice but to end the meeting and inform your manager.  

4)      If your warning is ignored then end the meeting and leave the room.

5)      Inform your manager immediately and make a record of the meeting to be placed on the relevant case folder (record your name, the date, who was in attendance, and a summary of the conversation).

External Visits - unaccompanied
On occasions it is necessary for employees to visit a client at their home or an external location for business purposes. Below are guidelines that are designed to ensure maximum safety during such visits.

When leaving the office on business, unaccompanied employees should: 

· Leave written details of their movements including address of where they are going, who they are meeting with and when expected back 

· Leave contact details with colleagues 

· Let a work colleague know if there is a change of plan 

· Go in daylight, wherever possible 

· Plan the journey in advance 

· Take a mobile telephone or money to make calls. If necessary, a mobile telephone can be borrowed for this purpose 

· Report any incident of harassment to the team manager immediately upon return to the office and ensure the complaint is taken seriously 

· Never accept a lift 

· Leave the premises immediately if your personal safety is perceived to be at risk 

· Do not enter the premises if the client is drunk, aggressive or adopts any threatening behaviour 

· Keep to well lit roads and don’t take short cuts; avoid poorly lit or little used underpasses and whenever possible avoid walking home alone late at night 

· If appropriate, arrange for a colleague to attend with you.    

 

Problem Telephone Calls


Prevention 

· Members of staff should never give out their private addresses or home/personal telephone numbers.  If a member of staff is working at home, tell the caller to leave a number where they can be contacted and that you will get the individual in question to call them back. 

· Make sure that you and your colleagues do not give out gratuitous information without being sure that the caller has a genuine reason for knowing.  Do not, for example, give information such as “I’m sorry, Mr Black is out of the country until next Friday”.  Mr Black might return and find his house burgled or his car stolen.

Dealing with Abusive Calls 

If a member of the public starts swearing or shouting or calling you names then you should warn the caller that if it continues you will put the telephone receiver down using the following procedure:-

1)      Confirm to them that the circumstances (of the matter) are important to you and to LAUREL FARM KINDERGARTEN and that you wish to do everything you can to resolve the issue for them.

2)      Highlight to them what it is about their behaviour that is upsetting to you (raised voice, swearing etc)

3)      Advise them that should it continue you would have no choice but to end the call and inform your manager.  

4)      If you warning is ignored then replace the receiver.

5)      Inform your manager immediately and make a record of the call to be placed on the relevant case folder (record your name, the date, who the call was from, and a summary of the conversation).

If a particular client continues to make phone calls of an abusive nature then the Client Relationship Manager or an appropriate Partner should meet with the client to discuss this issue. Any such meeting should be followed up in writing confirming that continued abusive behaviour toward the Firm’s staff may result in the Firm withdrawing from handling any matters for the client in the future.

 

Support
Any employee experiencing abusive or otherwise upsetting behaviour from a client is reminded of the opportunity to use the Firm’s advice line CIC for free confidential counselling and advice on 0800 085 1376.
21. Bullying and harassment policy
Employees have the right to have their dignity protected at work and to work in a safe healthy and fair environment.

Bullying may be characterised as offensive, intimidating, malicious or insulting behaviour, an abusive or misuse of power through means intended to undermine, humiliate, denigrate or injure the recipient. 
Harassment is unwanted conduct affecting the dignity of men and women in the workplace.  It may be related to age, sex, race, disability, religion, nationality or any personal characteristic of the individual and may be persistent or an isolated incident.  The key is that actions or comments are viewed as demeaning and unacceptable to the recipient. 

Examples of unacceptable behaviour may include but are not exhaustive examples: 

· spreading malicious rumours or insulting someone particularly on grounds of race, sex, age, disability, sexual orientation and or religion beliefs 

· ridiculing or demeaning someone e.g. picking on them or setting them up to fail 

· exclusion or victimisation 

· unfair treatment 

· overbearing supervision or other misuse of power or position 

· unwelcome sexual advances - touching, standing too close, display of offensive materials 

· making threads or comments about job security without foundation 

· bullying and harassment are not necessarily face to face, they may be by written comments, electronic email, phone  

Procedure

Bullying and harassment will not be tolerated and if found to be in existence then they may be treated as a disciplinary offence. 

Any employee who wishes to make a complaint as they feel they have been subjected to bullying and/or harassment will be protected from victimisation and their complaint will be treated with confidentiality.  Unless requested the person making the complaint will not be transferred unless they ask to be moved. 

LAUREL FARM KINDERGARTEN takes steps to ensure its managers are aware and can recognise bullying and harassment, also of their duties to prevent it or investigate complaints should they arise in order to eliminate any harassment or bullying found to be in existence. 

Complaints of bullying and harassment should be made to your line manager or HR team using the grievance procedure.

Initially attempts should be made to resolve the situation informally however if necessary the formal grievance procedure should be instigated.  Informal discussions may lead to the matter being rectified and can lead to greater understanding or agreement that the behaviour will cease.  Counselling is also an informal stage option and can play a vital role in resolving the complaint without need for formal action. 

Grievance Procedure

Once a formal complaint has been received in writing detailing the bullying and /or harassment that has been occurring, a formal investigation will commence.  A meeting between the person who has raised the issue and investigator will be held to establish more facts.  Further meetings with witnesses and/or the alleged bully/harasser may also be necessary.

Once the investigation has been completed, the manager / HR representative who has conducted the investigation will make recommendations in terms of appropriate action to be taken which may include disciplinary action. It may be necessary to suspend the accused whilst the case is being investigated.  

Disciplinary Procedure

If disciplinary action is taken it must be reasonable in light of the facts.  In some cases it may be concluded that a penalty is unnecessary or that counselling or training is preferable in other cases a warning maybe issued and where bullying/ harassment amounts to gross misconducts dismissal may occur.
  

Unfounded Allegation
 
There may be cases where somebody makes an unfounded allegation of bullying and/or harassment for malicious reasons.  These cases will also be investigated and dealt with fairly and objectively under the disciplinary procedure.

Laurel Farm Kindergarten, 17 Carlingcott, Peasedown St John, Bath, BA2 8AN

Reg Charity No. 1163992 on 15th October 2015

Page 1 of 44 
Health & Safety Procedures Manual.doc
Page 2 of 44

[image: image1.png]