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Health and Safety Manual
Notes on All Documents
1. The sections highlighted in red are related to Legislation and should not be changed without reference to an appropriate professional

2. Sections highlighted in Yellow indicate where you should personalise these for your needs, i.e. people/company names etc

3. Sections Highlighted in Green indicate areas which you can personalise to suit your needs

4. Sections Highlighted in Blue are explanatory commentary that should generally be deleted before use

Notes on This Document
1. This is a comprehensive, easy to use Health and Safety Manual that can be used for the majority of work environments as a solid basis for Health and Safety within your organisation.
2. This is intended as a plain English and user friendly guide to health and safety.

3. If you work in a environment with specific risks such as construction, catering, security etc you should add any industry specific information as appropriate.
4. If you wish to gain specific Health and Safety recognition, such as membership of the ACC Workplace Safety Management scheme then you should contact HRtoolkit specific guidance about how to achieve this. 

5. Health and safety is important for every business.  In order to facilitate easy integration of the HRtoolkit resources into any future health and safety systems you may use, or industry specific health and safety systems we have, wherever possible, integrated this system with the Department of Labour (OSH) resources.  
Associated Documentation

1. Health & Safety Manual 

2. Accident and Serious harm Report Form 
3. Accident Investigation Form
4. Hazard/Risk Assessment Quick Guide and Form
5. Consent for Release of Medical Information form
6. Template Letter to Doctor 
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1. Introduction

The Company is committed to ensuring the safety of our employees and customers, as well as that of visitors and contractors on the Company premises.  
Health and safety is everyone’s responsibility, therefore if you identify a potential health and safety issue then your first response should always be to resolve the issue.   Once you have taken action then you should let the relevant people know.  If you are unable to resolve the issue then you should immediately let the relevant people know.    

Remember, many accidents can be prevented by using common sense.
2. Definitions
2.1. Person – for the purposes of health and safety a person covered by this manual includes employees, contractors, and visitors.

2.2. Near Miss – this is an incident that had the opportunity and/or possibility to cause injury or harm

2.3. Accident – any incident where actual harm or injury was, or could have been, caused

2.4. Serious harm - see the section on serious harm for a definition of this term.  All serious harm incidents must legally be reported to the Department of Labour.
3. Management Responsibility

The Company’s management is committed to:

· Complying with all relevant health and safety legislation, standards and codes of practice

· Ensuring managers and employees understand and are accountable and responsible for health and safety within their areas of responsibility.

· Providing training, which will help employees work in a healthy and safe manner.

· Ensuring that all contractors, sub-contractors and visitors recognise the need to comply with the Company’s Health and Safety practices.

· Encouraging employees to recommend practices, which enhance the Health and Safety standards, and to continuously improve Health and Safety practices.

· Supporting, through appropriate rehabilitation and return to work strategies, any employees who are injured at work.

4. Employee Responsibility

Employees are expected to co-operate in the objective of making this a healthy and safe workplace and therefore:

· Are required to observe and practice safe work methods, rules and instructions relating to their work.

· Report any unsafe work condition, equipment, accident and incident to their manager immediately.

· If it is within their abilities, to minimise, isolate and eliminate workplace hazards/risks wherever possible.

· Wear the relevant personal protective equipment required for their place of work.

· Ensure that no action or inaction by them will cause any harm or injury to any other person.

· Are encouraged to participate in the continuous improvement of the Company’s Health and Safety practices.

5. Health and Safety Meetings 
The company recognises the contribution and value that employees bring to ensuring the health and safety of the work environment.  As such health and safety meetings will be held on a weekly/monthly/quarterly basis. (delete as applicable) 
The purpose of the health and safety meetings is to:

· Allow employees to voice their concerns, issues and ideas

· Communicate relevant changes in health and safety matters

· Provide information on current topical health and safety issues
· Discuss and implement improvements to the company health and safety practices.

Records of all health and safety meetings will be held on file for five years.

6. First Aid Arrangements

The company undertakes to have sufficient first aid resources available to ensure a safe working environment. 

The qualified workplace first aiders are:

· Detail Names and contact numbers

Workplace first aid kits are located:

· Detail where the first aid kits are located

NB there is no legal definition of how many first aiders you require.  However, how many trained first aiders you need will depend on the hazards in your workplace, the number and location of your employees and how close you are to medical services. 

7. Accident and Near Miss Recording, Reporting and Investigation

In the unfortunate event that there is an accident or a near miss it is important that we learn from this, and put in place measures to prevent any recurrence.  

The recording of accidents and near misses also enables us to track any trends which may highlight further preventative measures that may be implements.
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