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Health & Safety Policy

Statement of Intent:

The Charity recognises that is has a responsibility to ensure that all reasonable precautions are taken to provide and maintain working conditions for all staff and visitors to ensure that the health, safety and welfare of employees are protected, so far as is reasonably practicable.  That the Charity discharges its responsibilities under Section 2(3) of the Health and Safety at Work etc Act 1974.

This statement sets out the organisational arrangement and is used as a working tool that sets out what the Charity considers it is able to demonstrate and how it can be achieved.

· In particular the policy reflects the Charity’s aims and objectives;

· Is specific to the Charity and its operations;

· Contains details of the responsibilities of individuals within the Charity;

· Details arrangements which are in place to ensure the health, safety, and welfare of its employees;

· Is a current document and is updated regularly on the introduction of new legislation or legal requirements.

BRADFORD DOULAS want to create and maintain a healthy and safe workforce while continuing to reduce risks, achieve high standards and safe methods of working.

Our employees spend a significant part of their lives at work and do not expect their health to suffer as a result through work related illness, disease or injury.  The Charity is concerned with controlling and reducing risks to the health and safety of all its employees who might be affected by work activities.

Signed:……H.Arshad……………….   / Date 25/06/25
Hamayun Arshad – original signed copy in policy folder Unit 16
ACL Trustee
Management and Employee Responsibilities 

Management responsibilities include:

1. Regularly inspecting premises, plant and equipment to confirm that all places of work and equipment adequately conform to the required level of health and safety.

2. Ensuring that all employees, contractors and visitors are aware of safety procedures.

3. Providing adequate training, information, instruction and supervision to ensure that work is conducted safely and to see that Personal Protective Equipment is available where required.

4. The taking of immediate and appropriate steps to investigate and rectify risks to health and safety from the work activity.

Employees are expected to:

1. Take reasonable care for the health and safety of themselves and others whilst at work.

2. Follow the agreed safety rules and procedures.

3. Make use of the Personal Protective Equipment where is provided.

4. Notify their manager immediately of any work situation that might present a serious and imminent danger. In particular, they should not tamper with any electrical apparatus. If any item of equipment is failing to operate correctly they should notify their manager who will assess the situation and, if necessary, arrange for appropriate technical assistance.

5. To notify their manager of any persistent discomfort at their workstation, which could lead to injury.

6. Report and obtain treatment for all accidents at work as soon as possible.

7. Co-operate with the Charity so that all obligations are complied with.

Housekeeping

Slipping, tripping and falling cause many of the injuries at work. Such accidents can be avoided by good housekeeping. To help to maintain a safe working environment:

· Keep your desk and office tidy

· Keep gangways and corridors clear from obstructions

· Don’t leave desk drawers and filing cabinet drawers open

· Dispose of waste properly

· If you spill any liquids, ensure they are cleaned up immediately

Manual Handling

Lifting heavy objects can be hazardous and is best left to those trained for the task. Should you feel that a particular lifting task is within your capabilities you must first conduct a risk assessment – record and keep safely the details of the risk assessment.

· Check the weight of the object by just lifting one side or corner

· Check that the corners or edges aren’t sharp – you may need gloves to protect your hands

· Disconnect any electrical power leads that may be attached

· Plan your route if you intend to move the object any distance. Ensure that there are no obstructions en route

· Only lift and carry the object if you feel it is safe to do so

· Remember – if you are unsure about whether you should lift it alone, get help

Storage of Materials

This follows on logically from manual handling. Having moved items into position, they have to be stored.

When storing or filing items in cupboards or filing cabinets, remember to store the heaviest item at waist level. This eliminates most of the need for bending and stretching which is the cause of so many injuries. Heavy items of equipment should not be stored higher than eye level.

Filing cabinets should be placed where there is sufficient room to open drawers in safety and there should be sufficient room to stand in front of the drawers when open. Only open one drawer at a time and do not leave drawers open and unattended. Do not leave keys in filing cabinets as they may inflict injury on passers by.

Don’t store items in passageways or on escape routes.

Control of Substances Hazardous to Health (COSHH)

The COSHH Regulations are designed to protect you from risks associated with hazardous substances at work. If you are working with hazardous substances you must have performed a risk assessment to comply with these regulations. Manufacturers of all substances that are likely to fall into this category publish Hazard Data Sheets when asked to do so. 

Always wear Personal Protective Equipment (PPE) if it is recommended that you do so.

Fire Prevention and Evacuation

Fire exits must be kept clear from obstructions.

All employees must recognise the sound of the fire alarm when activated, know their evacuation route and assembly point in case of fire, details of which are displayed in prominent positions on the notice boards in each location. If in doubt you should seek the assistance of your manager.

Whenever the fire alarm is sounded all staff must immediately vacate the premises and meet at the appropriate assembly point where a roll call will occur.

You will be advised of tests being carried out on the alarm, this will occur weekly.

In case of fire

· Ensure that the fire alarm is sounded

· Attack the fire, if possible, with the appliance provided but without taking personal risks. (You should not attempt to fight an outbreak of fire unless you have received the appropriate training.)

· Premises must be evacuated immediately: DO NOT RUN, DO NOT USE ANY LIFTS, DO NOT DELAY FOR ANY PERSONAL BELONGINGS.

· Staff who have no specific emergency duties are to evacuate the building using the stairs.

· On hearing the alarm the fire officer or deputy will:

· Ensure all means of escape are available for immediate use

· Evacuate all staff

· Check all rooms and lavatories to ensure everyone is out

· Ensure all fire appliances are ready for use

· Ensure all doors are closed

· Staff not on their own floor when the alarm is sounded must not return to their own floor but must go directly outside to the place of assembly.

· Re-entry to the building is not permitted until the fire officer or deputy advises you that it is safe to do so.

You should report any concerns regarding fire procedures and potential hazards to your manager for investigation.

Bomb Threats

The following guidance notes are given to help management decide what measures to take if a warning is received that a bomb has been or will be left on the premises. If you receive a warning, any information that you can gather would be greatly appreciated, however, we are aware that it must be difficult to respond to such a warning. Each incident will be treated in a way that is considered appropriate when it arises.

· Observe good security procedures and help control entry to the premises. Take care to check packages delivered to the workplace ensuring that they are from a reliable source. Take immediate action to establish ownership of any parcel or bag left unattended. If you have reason to believe that the contents might be dangerous, please report it to your Manager immediately, In these cases, please do not touch the object.

· If you receive a warning by telephone, try not to panic. Always treat it seriously and try to take exact notes of the warning, any outstanding features of the voice and any background noise. This may help the police trace the caller. Record the exact time of the call and pass all information to your manager.

· If it is considered unnecessary to evacuate the building, a search will be made both inside and outside the premises for any suspicious parcel or bag.

· If it is necessary to evacuate the building, the fire alarm will sound and the fire drill procedure will be followed. In the event of a search revealing a suspicious object, staff leaving the building should be directed to another route as distant as possible from the hazard.

The police will advise about a suitable point of assembly.

Do not re-enter the building unless told it is safe to do so.

Accident Reporting Procedure

All accidents and “near misses” at work or on Charity business must be reported to your manager using the Accident Report Form.

A copy of the form will be sent to the HR representative for full investigation as necessary.

It is the responsibility of all employees to report any potentially dangerous situations that may cause harm or injury.

First Aid

The Charity is committed to providing sufficient numbers of trained First Aiders to deal with accidents and injuries occurring at work. Names of First Aiders will be displayed on the official notice board and if you require assistance you should contact your nearest qualified person.

Display Screen Equipment

It is the Charity’s intention to optimise the use and application of display screen equipment within the organisation, whilst safeguarding the health and welfare or users.

A User of display screen equipment is defined as an individual who:

· Depends on the use of display screen equipment to do their job

· Uses the equipment for continuous spells of an hour or more at a time

· Uses the equipment in this way more or less daily

· Needs a high level of concentration and attention to carry out their job

· Needs to be able to transfer information quickly to the screen

Workstation Health and Safety Guide
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                  BRADFORD DOULAS DISPLAY SCREEN EQUIPMENT “USERS” RISK ASSESSMENT
         Review Date:




    Name of Assessor: 



  
Name of User: 

Dept / Location:

   Section 1. Physical

   Section 1 must be completed in the order listed.
Work with the  “User”, making adjustments to the workstation components to try to meet the ideal

	STEP
	IDEAL
	TICK
	ADJUSTMENTS TO BE MADE
	ACTION TAKEN OR REASONABLY PRACTICABLE FURTHER ACTION NEEDED
	TICK IF ACTION COMPLETED AT THE TIME OF THE ASESSMENT

	1
	Upper and lower arms roughly at right angles to each other.

Lower arms parallel to the floor.

Wrists roughly in line with lower arms.

User’s elbows very slightly higher than the tabletop
	
	Adjust the height of the chair until the user’s elbows are in the correct position.
	
	

	2
	Thighs and lower legs roughly at right angles to each other.

Thighs parallel to the floor.

Thighs fully supported by the chair seat.

Feet roughly at right angles to lower legs.

Feet flat on the floor.

Adequate clearance for thighs under table.
	
	If feet dangling, provide a footrest adjusted to ensure correct leg / foot positions.

If thighs not fully supported and knees pointing upwards, then a higher table may be needed. 
	
	

	3
	Back roughly vertical.

Back roughly at right angles to the thighs. 

Shoulders not rounded.

Back against, and supported by the backrest of the chair
	
	Adjust the angle and height (where applicable) of the backrest on the chair until it supports the users back comfortably in the correct position
	
	

	4
	User sitting directly facing the table, not at an angle; chair tucked well in.

Keyboard directly in front of user, not angled across the table.

Space in front of, and at the side of keyboard to rest hands between keying.

User able to use keyboard whilst maintaining the arm/wrist positions outlined in 1 and the back/shoulder positions outlined in 3 above.

Wrists must not be unduly bent up or down or twisted to the side whilst using the keyboard.
	
	Move the chair backwards or forwards in relation to the desk so that the keyboard can be comfortably reached whilst maintaining the correct posture.

Ensure there is clear space in front and around the keyboard, minimum of 50mm. 
	
	


	STEP
	IDEAL
	TICK
	ADJUSTMENTS TO BE MADE
	ACTION TAKEN OR REASONABLY PRACTICABLE FURTHER ACTION NEEDED
	TICK IF ACTION COMPLETED AT THE TIME OF THE ASSESSMENT

	5
	Screen directly facing the user, not at an angle, directly in front of user when facing desk squarely.

Distance of screen from user’s eyes between 350 mm and 700 mm. (optimum 500 mm).

User looking down slightly to see the screen.
	
	Move the screen in front of user and roughly in line with keyboard.

Adjust the distance of the screen for the user’s eyes, without altering the user’s position.

Try to achieve the optimum of around 500 mm.

Adjust the height of the screen so that the user is looking down 20(-40( from the horizontal to the centre of the screen. For touch typists the top of the screen should be level with the eyes for “hunt and peck” typists, the screen can be set a little lower.
	
	

	6
	Screen positioned to minimise reflection from overhead lights and glare from windows.
	
	Ensure screen is not positioned with a window directly behind or in front.

Adjust the position and angle of the screen so that, looking from the user’s eye position, reflection from overhead lights is minimised. If glare reflection cannot be eliminated or moved/reduced to a level/position where it is not causing the user difficulty and it is considered a medium/high risk, provide an anti-glare screen.
	
	

	7
	Document holder and screen side by side and at the same height and angle as the screen.
	
	Adjust document holder.
	
	

	8
	Sufficient clear space under work surface to allow for correct (untwisted) posture.
	
	Remove rubbish

Rearrange storage, if necessary.
	
	

	9
	Frequently used items within easy reach of the user positioned to minimise twisted posture or over-reaching.

Seldom used items stored away to minimise clutter
	
	Move frequently used components/items to within easy reach of the user’s newly adjusted posture.
	
	

	10
	Mouse moving freely.

Mouse mat in use and positioned in easy reach, as close to the user as possible.

Hand supported by mouse, not dragging on work surface.

Whole arm used rather than wrist twist.
	
	Ensure mouse and mat are as close as possible to the user. If mouse used more than keyboard, move mouse mat and keyboard so they are side by side in front of user. Advise user on safe mouse technique and use of keyboard shortcuts to reduce mouse use.
	
	


Section 2. User

	HAS THE USER:
	YES
	NO
	ACTION NEEDED
	DATE ACTION COMPLETED

	Completed the Self Assessment questionnaire and the CBT self learning programme at:

www.learninglink.ac.uk/site.htm 
	
	
	If no, give a copy and keep a record of the issue signed by user and dated. In all cases, go through the information with the user, ensuring they understand it and have their questions answered
	

	Experienced health problems, pain or discomfort?
	
	
	Adjust the workstation and check a week later to see if there are any improvements to the health problem, in all cases ensure that the users action plan identifies the need for a referral to Occupational Health
	

	Been for an eye screen / eyesight test?

N.B. For existing users, these tests are on user’s request.

New users should be referred for an eye test within their first week.
	
	
	If necessary, refer to personnel to arrange eye screen / eyesight test. 
	

	Been shown how to adjust workstation components and told the importance of good posture, change of position and focal length?
	
	
	If no, go through adjustments and posture until user can easily achieve the ideal
	

	Had their workload arranged to prevent continuous DSE use?

i.e. Does the user have other non-DSE work and/or planned pauses during DSE?
	
	
	If no, arrange workload to include non-DSE based work, which allows for changes in posture and focal length. If this is not possible, discuss the introduction of planned pauses where the user will have a brief cessation of DSE work to allow for a change of posture and focal length.
	

	Found software to be unduly complicated and stressful to use?
	
	
	If the software is widely used (with few problems) arrange additional training for the user. 

If the software is one-off or retraining does not resolve the problem, request software review/assistance.
	


Additional Notes:
Signature of DSE user………………………………………………….





Date…………………………………….

Signature of Assessor…………………………………………………..





Date…………………………………….



            BRADFORD DOULAS DISPLAY SCREEN EQUIPMENT “USERS” ACTION PLAN
       Review Date:



   Name of Assessor: 



  
   Name of User: 
                                               Dept / Location:

   Section 3. Action Plan

Column (a), (b) and (c) should be completed by the Assessor and then a copy of the page should be given to the H.R. Department who should   organise the necessary action and complete (d), (e) and (f). Once all the actions are completed, the page should be handed back to the Assessor for filing with the remainder of the form.

	(a) ASSESSORS COMMENTS AND CONCERNS NOT RESOLVED AT THE TIME OF ASSESSMENT
	(b)PRIORITY RATING: HIGH/MED/LOW
	(c) REASONABLY

PRACTICABLE RECCOMENDATIONS
	(d) ACTION ACTUALLY TAKEN
	(e) DATE ACTION COMPLETED
	(f) H.R.’S SIGNATURE ON COMPLETION

	
	
	
	
	
	


Listed below are the main requirements to create a comfortable working environment.

You are recommended to follow these guidelines to ensure that you are working in maximum comfort.

1
Getting comfortable

Adjust your chair and VDU to find the most comfortable position for your work. As a broad guide, your forearms should be approximately horizontal and your eyes the same height as the top of the VDU.

Arrange your desk and VDU to avoid glare or bright reflections on the screen. This will be easiest if neither you nor the screen is directly facing windows or bright lights.

Adjust blinds to prevent unwanted light.

Make sure there is space under your desk so that you can move your legs freely. 

Avoid excess pressure from the edge of your seat on the backs of your legs and knees. A footrest may be helpful, particularly for smaller users.

2
Keying in 

Adjust your keyboard to get a good keying in position. A space in front of the keyboard is sometimes helpful for resting the hands and wrists when not keying.

Try to keep your wrists straight when keying.                                      

Keep a soft touch on the keys and don’t overstretch your fingers.

3
Using a mouse

Position the mouse within easy reach, so it can be used with the wrist straight.                                                                                                      Sit upright and close to the desk, so you don’t have to work with your mouse arm stretched. 

Support the forearm on the desk and don’t grip the mouse too tight.

4
Reading the screen

Adjust the brightness and contrast controls on the screen to suit lighting conditions in the room.

Make sure the screen surface is clean.

Ensure that you are working with a standard text that is easy enough for you to read and ensure that the colours are easy on the eye.

5
Posture and breaks

Don’t sit in the same position for long periods. Make sure you change your posture as often as practicable.

Must jobs provide you with an opportunity to take a break from the screen by faxing, photocopying, filling, making a phone call etc…

If you experience any problems, please inform HR Manager.

Accident Report Form

Part A – Injured Person




Part B – About the incident

1. 


Part C – About the Injury

2. 

Part D – About the kind of accident

Place an x in one box that best describes what happened.

· Contact with moving machinery or material being machined

· Hit by a moving, flying or falling object

· Hit by a moving vehicle

· Hit something fixed or stationary


· Injured while handling, lifting or carrying

· Slipped, tripped or fell on the same level

· Fell from a height

· Trapped by something collapsing


· Drowned or asphyxiated

· Exposed to, or in contact with, a harmful substance

· Exposed to fire

· Exposed to an explosion


· Contact electricity or an electrical discharge

· Injured by an animal

· Physically assaulted by a person

· Any other kind of accident – Please describe

Signature…………………………………………………….Date………………….

Print name……………………………………………………

Work Station Risk Assessment

Hazard Identification
	Assessor
	Date

	Person Affected
	Location

	Work Activity



	
	Current Problems
	Improvements

	Work Equipment
	
	

	Electrical
	
	

	Equipment Maintenance
	
	

	Noise

Vibration
	
	

	Manual

Handling
	
	

	Storage
	
	

	Environment

Layout
	
	

	Slips, Trips

And Falls
	
	

	Access &

Egress
	
	

	Display

Screen 

Equipment
	
	

	Brightness
	
	

	Clean Screen
	
	

	Text Size
	
	

	Background colour
	
	

	Height
	
	


General Risk Assessment

	Assessor:


	Date:
	Ref No:

	Work activity assessed:



	Persons at risk
	Persons especially at risk

	
	

	Hazards identified
	Problems identified

	
	

	Current control measures

	

	Hierarchy of control measures

	

	Specific legislative requirements applicable

	


Assessment of Risk

	Hazard
	Risk Rating Score

	
	Numbers     Severity     Likelihood     Risk rating

	
	

	Summary of Risks:



	Control Measures Required
	Completed
	Date

	
	
	

	Health Surveillance Required:



	Review Date:

Signature:




















































What is their full name?





What is their full address inc. postcode?





What is their home phone number?





On what date did the incident happen?





At what time did the incident happen?


(Please use 24hr clock e.g. 0830)





Where on the premises did the incident happen?





What was the injury?


(E.g. Fracture, Laceration)





What part of the body was injured?








Bradford Doulas Revised June 2025
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