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SOFT TOUCH ARTS LTD

HEALTH AND SAFETY STATEMENT

Soft Touch aims to provide and maintain safe and healthy working conditions, equipment and systems of work for all employees, and to provide such information, training and supervision as they need for this purpose.  We also accept responsibility for the health and safety of other people who may be affected by our activities.   

When working on an outreach basis we will discuss health and safety matters with project partners and responsibilities will be clarified.

The allocation of duties for safety matters and the particular arrangements that we will make to implement health and safety matters are set out in our Health & Safety Policy.  

The policy will be kept up to date, particularly if the business changes in nature and size.  To ensure this, the policy and the way in which it is operated will be reviewed every year.   

HEALTH AND SAFETY POLICY

	Scope:


	Lays out Soft Touch’s policy and procedures to ensure statutory requirements and good practice with regard to health and safety.

	Applies to:


	· All staff – for the purposes of this policy this means employees, freelancers, sessional workers, volunteers, peer mentors, students on placement

· Board members


· Project partners 






· Project participants 

· All other users of the building and Soft Touch’s services






	To be used by:


	· All staff – for the purposes of this policy this means employees, freelancers, sessional workers, volunteers, peer mentors, students on placement

· Board members






	Related documents:
	Safeguarding policy; Code of Conduct; Lone working policy.

	Last reviewed
	19 August 2014

	Last updated:
	19 August 2014

	Next review:
	August 2015

	Responsible co-director:
	Vince Attwood, Health and Safety officer

	Responsible board member:
	Gill Brigden, Chair, Soft Touch management board


Health and safety representative

The person responsible for health and safety matters at Soft Touch Arts is 

Vince Attwood (Company co-director).  Any questions about this policy or any matters arising concerning health and safety should be referred to Vince Attwood.  The responsible board member is the chair, Gill Brigden,
The following members of staff also have responsibilities with regard to health and safety, under the supervision of Vince Attwood:

· James Jackson (Workshop and resources co-coordinator)

· Nick Ward (Portable Appliance Testing and health and safety qualified worker)

Full details of the responsibilities of all workers for health and safety matters are located in the Duties and Responsibilities section.

Soft Touch aims to provide a healthy and safe working environment for employees, groups and individuals using the premises and when we run outreach workshops with partner organisations.  In order to ensure that this is achieved, Soft Touch requires the full co-operation of all employees to have a general duty of care to themselves, sessional staff, clients, members of the public or other visitors to Soft Touch’s premises, and when running workshops in the community.  The Soft Touch Health and Safety Statement and Policy should be read in conjunction with all other policies, in particular, Child Protection policy, and other Worker Information Sheets and Guidance.

Soft Touch will pay particular regard to:

1. 
Providing information and instruction to enable all employees and sessional 


staff to contribute positively to their health and safety at work and to ensure the




health and safety of groups and individuals using/hiring the Soft Touch
premises.

2. Keeping the workplace in a safe and clean condition, via regular cleaning, 





maintenance and repair, and through staff looking for and removing hazards 




which may cause risk of accident to employees and users of the building.

3.
Maintaining all equipment, and in particular electrical equipment in a safe and 


clean condition, via regular cleaning, maintenance (P.A. testing) and repair. 



Proper use of such equipment will be ensured via appropriate staff training. 

4. 
Ensuring that at all times fire exits are clearly marked, unlocked and free from 


obstruction, and ensuring the regular maintenance and testing of all fire fighting 



equipment.

5. 
When working away from the office, with client groups, to ensure the health and 



safety of project participants, through adequate supervision and correct and safe


use of equipment and materials.

6.       Working to other organisations’ health and  safety guidelines when running

          projects at their premises and ensuring that health and safety and risk

          assessments for the activities we provide will be adequately supervised.

Fire procedures at the Soft Touch building

(Also see Emergency Evacuation Procedures sheet)

All employees should be aware of the procedure to follow in case of fire.  If any worker discovers a fire, other employees and users within the building should be alerted and evacuated from the building as quickly as possible. All people should assemble at the nearest public phone box, on the corner of Clarendon Park Road and Hartopp Road, and an account will be made to ensure that everyone has been evacuated.  The Fire Brigade should be telephoned on 999 as soon as possible.  Residents in neighbouring houses should also be informed of the situation.

Fire extinguishers can be found in the following locations:

Upstairs:
1 - CO2 - by the filing cabinets



2 - CO2 + Foam - to the left at the doors when entering the office space 

Downstairs:
1 - CO2 - next to rehearsal room



2 - CO2 + Foam - in the Bathysphere studio



3 - CO2 + Foam - at the bottom of the stairs



4 - CO2 + Foam - to the right of the front doors when entering the building
Fire extinguishers will be maintained by Initial Facilities. James Jackson will be responsible for ensuring visual checks are carried out monthly and any necessary action taken.

The fire alarm will be maintained by a qualified engineer: A.D.I. Security Solutions, according to BS Regulations. James Jackson will be responsible for implementing drills tests and recommendations from A.D.I. Security Solutions.

Annual staff update: January 
There will be a ‘walk-round’ for all workers annually.  This will involve a refresher on: location of fire extinguishers / location of first aid supplies / location of emergency exits / procedures in case of need to vacate the premises in an emergency situation.

Fire Drill:  July

There will be a Fire Drill for all employees. 

James Jackson is responsible for ensuring that all permanent employees receive a refresher/walk round and are present at regular fire drills (see under Duties and Responsibilities below).
Accidents
All accidents, however minor, should be reported to Vince Attwood and recorded in the Accident Books: these are located upstairs by the kitchen; downstairs by the water heater; and with the first aid kit to be taken to projects conducted outdoors.  Accident sheets will be passed to Vince Attwood to be filed and assessed for any action that needs to be taken. Files will be kept in a locked cabinet.  

First Aid
There are first aid boxes located by the kitchen areas both upstairs and downstairs, containing only small items such as plasters and cleansing wipes.  If any first aid items are used, please ensure that:

· All information is filled out in the Accident Book, and

· James Jackson is informed so that items can be replaced.  

The Accident Book should still be filled out in even if no items are used, e.g. a bump to the head.

There is also a First Aid box in the kitchen drawer upstairs that contains larger items e.g. fabric bandages.

Use of Substances Hazardous to Health

From time to time, Soft Touch uses substances which may be hazardous to health.  All these substances will be COSHH (control of substances hazardous to health) assessed to see if the use of these substances is really necessary (particularly when working with groups on projects away from the premises) and if so we will follow precautions given by manufacturers.

Materials/substances

Suitability for use will be checked by Vince Attwood. Vince Attwood will also ensure that any relevant information for safe use of materials/substances is passed on to all staff.

Risk Assessment

Employees will be encouraged to look out for and report hazards within the workshop which may cause risk of accident, as a matter of daily routine.

Please also see the section on Building risk assessments
Risk assessments for the Soft Touch building will be carried out by Vince Attwood or the nominated person. Any action from assessment will be reviewed and acted upon by the Health and Safety representative. Risk assessment will be reviewed annually.

All new projects will be risk assessed by project co-ordinators and reported to Vince Attwood who will take any necessary action.

Equipment

All portable electrical equipment will be Portable Appliance Tested by a qualified and an appropriate register will be kept. James Jackson will be responsible for ensuring maintenance is carried out and equipment is removed from service until it can be made safe.

Training Records

All relevant qualifications and training records will be kept on file by Vince Attwood. These will be monitored and updated when necessary.
Work-related stress

Risk assessments include the consideration and identification of causes of stress.

The following are taken into account for each person’s job:

· Demands – workload, workload and the work environment.

· Control – how much say the person has in the way they do their work.

· Support – the encouragement and resources provided by the organisation, line management and colleagues.

· Relationships – promoting positive working to avoid conflict and dealing with unacceptable behaviour.

· Role – whether people understand their role within the organisation and whether the organisation ensures that they do no have conflicting roles.

· Change – how organisational change is managed and communicated in the organisation.
Line managers have the following responsibilities with regard to minimising stress to staff and providing support if it should occur:

· Ensuring staff do not work excessively long hours and that allocated rest breaks and holidays are taken as appropriate.

· Monitoring workloads to ensure that staff are not overloaded.

· Giving the opportunity to discuss work-related stress in regular supervision sessions and annual appraisals.

Where work-related stress is identified rearranging work allocation, introducing flexible working patterns and providing work-related training/mentoring are considered and agreed as appropriate.
The company does not tolerate bullying or harassment.  This is clearly stated in both the company’s Equality and Diversity Policy and Code of Conduct.  A disciplinary process is set out should bullying or harassment occur.
Duties and responsibilities

Board of Directors:

· Ensure that the company fulfils its legal obligations and that the policy is positively implemented.

Worker Directors:

· Ensure day-to-day implementation of the policy within their areas of responsibility.

· Make all staff under their supervision aware of the policy and their responsibilities within it.

Director responsible for health and safety:

· Ensure all employees are suitably trained to carry out their duties safely.

· Ensure that any hazards and health risks are identified and dealt with as soon as possible.

· Ensure all new employees are given training and receive all relevant information.

· Review training needs regularly.

· Identify any specialised training due to new types of projects.

· Regularly monitor working conditions within the building affecting employees and visitors.

· Advise management and staff on health and safety issues.

· Ensure all accidents are investigated and any operational changes necessary are introduced.

Workshop and resources co-ordinator:

· To be fully aware of the company’s health and safety policy and ensure its implementation.

· Regularly inspect all areas of the building for health and safety issues.

· Report to directors any health and safety issues that arise including breaches.

· Maintain records of all accidents.

· Regularly carry out visual checks on electrical equipment and carry out PAT testing at designated intervals.

· Ensure fire extinguishers are regularly checked and accessible.

· Ensure all new workers and users are aware of emergency and evacuation procedures.

Project co-ordinators:

· To be fully aware of the company’s health and safety policy and ensure its implementation.
· Ensure implementation of policy in all projects.
· Ensure all project staff and participants are aware of relevant health and safety issues.
· Report back to directors any health and safety issues that arise.
 Project workers:

· To be fully aware of the company’s health and safety policy and ensure its implementation.
· Ensure all project participants are aware of relevant health and safety issues.
· Report back to project co-ordinators any health and safety issues that arise.
Signed:



Vince Attwood, Co-director 
Signed:



Gill Brigden, Chair, Soft Touch management board
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