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HR Administrator 


Change the title if appropriate or allocate the responsibilities to another role.

The {HR Administrator/ other title as applicable] has been allocated specific responsibilities to:

· assist the [Operations Manager] in providing health and safety induction training for new starters


· ensure that employers liability insurance is maintained and that the current certificate is displayed;  Note: An alternative is to make the certificate readily available electronically for staff, provided that they are aware where it can be found

· retain training records for all skills and health and safety training undertaken in the business


· carry out an annual check of the original driving licence of all staff that drive on company business


· ensure that all company vehicles are insured



· maintain arrangements for providing eye and eyesight tests for regular users of display screen equipment and ensure that relevant employees are made aware of these arrangements


· ensure that management practices are consistent with statutory requirements in relation to working hours, employment of children, young persons, pregnant employees, and new mothers at work



 liaison with the [Operations Manager], ensure that risk assessments are undertaken for new and expectant mothers and that display screen workstations are assessed for new starters and whenever there has been a significant change in a job role or the working environment








 



Insert your company logo here





First Published February 2009


Reviewed and updated: October 2013


Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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This section of our policy sets out the health and safety responsibilities of the Board and of individuals. 





Notes on how to use this template:	


This template is written as an example for a small or medium sized organisation.  It includes responsibilities       at Board level and responsibilities of the Managing Director (or equivalent leader), a Senior Manager, the day-to-day Coordinator of health and safety and all staff.  You should aim to ensure that all persons in the organisation have relevant responsibilities set out for them and this template will need to be tailored to reflect the particular needs and structure of your organisation.  You may need to rearrange this example to divide the responsibilities between the roles within your organisation. You may need to include additional responsibilities, particularly so as to reflect the particular activities and issues arising in the business.	


Note that the term ‘company’ has been used throughout and should be replaced as necessary with a term to reflect the corporate body involved eg Organisation, Partnership. Male terms should also be replaced with female as required.








The Board:





The Board is responsible for:	�


demonstrating leadership on health and safety matters at all times both as a group and as individuals


appointing a ‘Health and Safety Director’ to oversee fulfilment of the Board’s health and safety responsibilities as listed below	�Note: It is best practice to appoint an individual to take the lead on H&S matters (IOD/HSE guidance)  – the Health and Safety Director.  In small organisations, the Managing Director will normally take the lead.	


revising the health and safety policy at least annually, on the advice of _______________ [name or job title – H&S Director or H&S Advisor]


reviewing health and safety performance at least 6 monthly by receiving reports of the annual health and safety audit and other performance measures


agreeing health and safety targets and objectives for the company and monitoring their implementation


receiving investigation reports of serious untoward incidents/work related ill health and responding effectively to those reports 


reviewing the effectiveness of measures to consult with and involve the workforce in health and safety


considering the health and safety implications of introducing new processes, new working practices, new personnel or other significant business change, at the planning stage and taking the action necessary to mitigate any increased risk


ensuring that no significant changes to the business are introduced without dedicating sufficient resources for health and safety purposes and managing the change effectively


ensuring that there are arrangements in place for the Board to receive reports on the impact on health and safety performance following the introduction of significant changes


ensuring that the company has access to competent advice on health, safety and fire safety matters including access to specialist advisors where necessary


considering health and safety needs when deciding senior management appointments


ensuring board members receive a briefing on health and safety requirements from a competent health and safety advisor, on appointment as a Director


receiving regular update briefings on new and changed legal requirements and other external developments and ensuring that action is initiated to make any necessary internal changes.
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The Managing Director Substitute MD with the title of the organisation’s leader as applicable





The Managing Director has final and overall responsibility for health and safety matters within the Company and in particular will:	�


take a leadership role on health and safety matters by setting a good example and acting promptly where deficiencies are identified





allocate adequate resources to implement the Health and Safety Policy	�


ensure that the Health and Safety content of Board meeting agendas meets the policy requirements detailed above 





review this policy at least annually and more frequently where appropriate eg as a result of changes within the company, the work activities or legislation and guidance





appoint the company’s external Health and Safety Advisor and any other specialist advisors as required; Note: If the company has an internal competent advisor, change this wording to reflect that.





keep the Health and Safety Advisor informed of: 





-	accidents, incidents and work related ill health issues which caused or had the potential to cause serious injury or ill health 


-	any proposed changes to the premises, activities or management structure  


-	any new hazards not already identified within risk assessments which have been brought to his attention 


-	any visits by, or correspondence with, enforcing authorities	


-	any difficulties or delays in implementing advice provided by the Advisors.





review the health and safety standards and practices of the company on an ongoing basis� 


investigate serious accidents, incidents and cases of ill health that are alleged to be work related, seeking assistance from the Health and Safety Advisor where necessary and ensuring that statutory reports are made for serious incidents in accordance with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR)


 


ensure that there is an effective mechanism for consulting with employees on health and safety matters through team meetings; OR for organisations with a health and safety committee, the responsibility might be to organise and chair quarterly health and safety committee meetings





ensure that there are appropriate arrangements for the selection and training of employees, taking into account health and safety competence and attitude requirements	�


ensure that supervisory staff are aware of the importance of enforcing health and safety rules and leading by example by following the rules themselves	�


oversee the purchase of equipment and materials to ensure that safety requirements are met and that relevant information such as instructions and safety data sheets are supplied





ensure that for equipment or materials purchased from outside the EU and the Company is the ‘importer’, arrangements are made to ensure that EU product safety legislation and material labelling requirements are met	





ensure that there are suitable control measures in place for compliance with the Construction (Design and Management) Regulations 2007





instruct _________________________ [job titles of managers listed in this policy, reporting directly to the MD] in their specific responsibilities and review their success in meeting their obligations both on an ongoing basis and formally during their annual appraisal.	�	��
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Operations Manager [or equivalent title]	





The Operations Manager assists the Managing Director in the management of _________________ [detail role].  His health and safety role is therefore to:





take a leadership role on health and safety matters by setting a good example and acting promptly where deficiencies are identified





consult with employees on health and safety matters during team meetings; OR for organisations with a health and safety committee, the responsibility might be to attend quarterly health and safety committee meetings





plan the work of staff so as to avoid dangerously excessive working or driving hours and in order to ensure compliance with the Working Time Regulations





in the selection of employees, consider the health and safety competence requirements including attitude to health and safety matters and fitness for work





provide appropriate skills/health and safety training to employees on starting employment and when their job role or work activities change, reviewing training needs during annual appraisals	�


ensure that staff are only given tasks for which they are competent and that adequate staffing is provided for the safe completion of tasks	�


ensure employees [and sub-contractors, if applicable] are sufficiently supervised and monitored to the extent that this is practicable and necessary having regard to the work activities and the competence of the workforce 	�


in the purchase of equipment and materials, ensure that safety requirements are met and that relevant information such as instructions and safety data sheets, are supplied





ensure that work equipment, vehicles and personal protective equipment are suitable for purpose, supplied where necessary and properly maintained	�


only select construction and maintenance contractors who have demonstrated their competence and resourcing to undertake the work safely and ensure that contractors receive and are requested to provide, adequate information for them to carry out their work safely and without adversely affecting others	





work with the Health and Safety Advisor to ensure that risk assessments are undertaken to cover general hazards, fire safety, the use of hazardous and dangerous substances, manual handling, noise, the use of computers, first aid needs, personal protective equipment, work or work experience involving under 18 year olds and the needs of new and expectant mothers at work Note: Amend this list to match the company’s activities.  For example, there are other less commonly required specific risk assessments such as work with lead, radiation hazards, work with asbestos, vibration, diving at work and lifting operation.	�


ensure that risk assessments are acted upon and that the results are shared with employees undertaking those activities





instruct  _______________________________  [job titles of managers listed in this policy, reporting to the Operations Manager] in their specific responsibilities and review their success in meeting their obligations both on an ongoing basis and formally during their annual appraisal	�


in the absence of the Managing Director take on other aspects of his role as necessary eg accident investigation and liaison with the Health and Safety Advisor	�


report to the Managing Director any health and safety concerns which he/she is not able to resolve.








Include in the section above, any specific responsibilities which apply to the role as a result of the type of activity undertaken by the company.  For example, a company involved with contract installation, maintenance and repair works on customer sites might include the following: 





produce generic and where appropriate, site specific method statements, to cover the work of engineers on site	�


formally review the quality and safety of workmanship by employees and sub-contractors, both during the work activity and by review of the completed work, reporting the outcome to the Managing Director�


ensure that information is obtained from the Client and/or from site visits to identify site hazards and that the necessary precautions are incorporated into the method statement before the work commences	�


ensure that any design and specification work carried out by the Company takes into account the safety of those using and maintaining the installation and that information is provided to the client, to assist them in managing it safely on an ongoing basis





check that clients are aware of their duties under the Construction (Design and Management) Regulations prior to starting work and where the work is part of a project which is ‘notifiable’ under the regulations (longer than 30 working days or more than 500 person days of construction work), verifying that an F10 form has been completed and submitted to the HSE and that details of the name of the Client, the identity of the CDM Coordinator and the relevant information from the Construction Phase Plan are obtained	








Note that if there are supervisory staff for higher risk activities, a section should be added here on the specific responsibilities of these individuals in enforcing the standards of health and safety.  Include any periodic checks they must undertake eg daily check of the workshop safety standards including the presence of guards.	��Note that if a Health and safety Advisor is appointed internally, their responsibilities should also be detailed here, based on their job description.	
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HR Administrator 	


Change the title if appropriate or allocate the responsibilities to another role.





The ______________________ [HR Administrator/ other title as applicable] has been allocated specific responsibilities to:	�


assist the [Operations Manager] in providing health and safety induction training for new starters�


ensure that employers liability insurance is maintained and that the current certificate is displayed;  Note: An alternative is to make the certificate readily available electronically for staff, provided that they are aware where it can be found and are readily able to access it


retain training records for all skills and health and safety training undertaken in the business	


carry out an annual check of the original driving licence of all staff that drive on company business and the insurance arrangements for private cars used on company business	


ensure that all company vehicles are insured	 for business use and for those authorised to drive them	�


maintain arrangements for providing eye and eyesight tests for regular users of display screen equipment and ensure that relevant employees are made aware of these arrangements�


ensure that management practices are consistent with statutory requirements in relation to working hours, employment of children, young persons, pregnant employees, and new mothers at work	�


in liaison with the _______________ [eg Operations Manager], ensure that risk assessments are undertaken for work undertaken by new and expectant mothers and that display screen workstations are assessed for new starters and whenever there has been a significant change in a job role or the working environment	�


report to the ____________________  [eg Operations Manager or Managing Director] any health and safety concerns which he/she is not able to resolve
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Facilities Administrator 


Change the title if appropriate or allocate the responsibilities to another role.


The _________________ [Facilities Administrator/ other title as applicable] has been allocated specific responsibilities to:


every three/five years, arrange for the testing and inspection of the fixed electrical installation and highlight to the MD any remedial actions required. Note the frequency of electrical installation inspections will be at least every five years in an office and at least every three years in industrial premises


arrange for the testing of portable electrical equipment using internal or external electricians according to an agreed schedule	


ensure the fire extinguishers are serviced annually by a specialist contractor


monitor on a daily basis that high standards of housekeeping are maintained, with gangways and exits remaining clear and unobstructed and kitchens/toilets in a clean condition	�


test the fire alarm on a weekly basis, record the outcome and instigate any remedial action required	�


implement fire safety measures specified in the fire safety risk assessment	�


ensure that the no smoking policy is strictly applied	





conduct a monthly activation test of emergency lighting and ensure that an electrician conducts an annual inspection of the lighting and full discharge test	





ensure that the building fabric and services are maintained in good condition and effective working order


ensure that records are maintained of all of the above premises checks, testing and maintenance activities	�


report to the __________________  [Operations Manager or Managing Director] any health and safety concerns which he/she is not able to resolve.
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Health and Safety Coordinator 





The appointed Health and Safety Coordinator ______________ [insert job title and/ or name as preferred] has day to day responsibility for maintaining health and safety standards of the company.  In particular, he/she will:


maintain the Health and Safety Manuals at each location	


complete a monthly health and safety checklist covering the health and safety arrangements described in this policy and the condition of the premises and in liaison with ______________ [the Facilities Administrator] determine any actions to be taken	





in accordance with the outcome of the ‘Assessment of First Aid Needs’, coordinate arrangements for the provision of first aid equipment and trained first aiders/appointed persons, with arrangements for refresher training	�


check the contents of the first aid kit/s on at least a monthly basis and replenish supplies as necessary�	


ensure that staff understand procedures for fire emergencies including arrangements for calling the fire brigade and that fire drills are conducted six monthly Note: amend the frequency according to the findings of the fire safety risk assessment	�


ensure that sufficient fire marshals are appointed and trained and that their names are displayed Note that displaying the fire marshals names is not a legal requirement but is good practice	�


report to the ____________________ [Operations Manager or Managing Director] any health and safety concerns which he/she is not able to resolve.
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All Employees





All employees must take care of themselves and others affected by their work and in particular are expected to:	�


familiarise themselves with this health and safety policy and risk assessments [and method statements] relevant to their work activities, comply with the requirements set out and raise any shortfalls in the content with their supervisor	�


follow the safety rules and their training for the work activity and the particular location	�


know the emergency procedures for the location at which they are working	�


use vehicles, equipment, materials or substances in accordance with information, instruction and training provided by the Company		�


not use defective equipment or misuse equipment	�


wear personal protective equipment issued appropriate to the job they are doing	�


look after personal protective equipment and report loss or damage to their supervisor





report any safety problems, accidents or near misses to their supervisor	�


not work under the influence of alcohol or drugs.	�


Note: Add in any specific responsibilities which may apply due to the nature of the activities, for example rules for driving fork lift trucks or HGVs, authorised use of particular equipment etc. If sub-contractors are used to deliver services, it is recommended that separate responsibilities are added.	�





No Director, Manager, or employee of the Company may undertake or authorise any activity which places employees, or others, in danger, or is in breach of legal requirements with respect to health and safety.		
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