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HR POLICY
Health & Safety Policy
Our commitment to a safe and healthy workplace

	ORGANISATION
	[Organisation Name]

	VERSION
	Version 1.0

	DATE ADOPTED
	[Date]

	REVIEW DATE
	[Date - recommend annual review]

	POLICY OWNER
	[Named Senior Manager] / Senior Management

	SCOPE
	All employees, workers, contractors and visitors



This policy template is provided for guidance purposes only. It should be reviewed and adapted to reflect the specific circumstances, structure and requirements of your organisation before adoption. We recommend taking HR and/or legal advice prior to implementation. This document does not constitute legal advice. Organisations with five or more employees are required to have a written health and safety policy.
PART 1
Statement of Intent

[Organisation Name] is committed to providing and maintaining a safe and healthy working environment for all employees, workers, contractors, visitors and members of the public who may be affected by our activities. We recognise and accept our responsibilities under the Health and Safety at Work etc. Act 1974 and all other relevant legislation.
So far as is reasonably practicable, we will:
•   Provide safe systems of work, plant and equipment, and a safe working environment.
•   Assess and control risks arising from our work activities.
•   Provide adequate information, instruction, training and supervision.
•   Consult employees on matters affecting their health and safety.
•   Ensure the safe handling, storage and use of substances and materials.
•   Prevent accidents and cases of work-related ill health, and provide adequate first aid and welfare facilities.
This policy will be reviewed at least annually and revised as necessary. Appropriate resources, training and management commitment will be provided to ensure this policy is implemented effectively.

	SIGNED
	[Signature]

	NAME
	[Name of most senior responsible person]

	POSITION
	[Position]

	DATE
	[Date]



PART 2
Responsibilities

▪ Senior Management
Overall and final responsibility for health and safety rests with [Name / Position]. Senior management ensures the policy is implemented, resourced and reviewed, and that health and safety is considered in business decisions.
▪ Managers and Supervisors
Managers and supervisors are responsible for the day-to-day implementation of this policy within their areas. In particular, they will:

•  ensure risk assessments are carried out, acted upon and reviewed
•  ensure staff are trained, competent and suitably supervised for the work they do
•  ensure safe systems of work are followed and safe equipment is provided
•  monitor health and safety compliance within their team
•  carry out regular workplace inspections and address any hazards identified
•  ensure corrective actions are completed within agreed timescales
•  investigate accidents, incidents and near misses and act on the findings
•  ensure hazards, incidents and near misses are reported and addressed promptly
▪ Employees and Workers
Everyone must take reasonable care of their own health and safety and that of others affected by their actions, and co-operate with the organisation on health and safety matters. In particular, employees and workers will:

•  follow safe systems of work and any instructions or training provided
•  use equipment, substances and personal protective equipment correctly
•  report hazards, unsafe acts and unsafe conditions promptly
•  report all accidents, injuries and near misses
•  co-operate with accident and incident investigations
•  attend mandatory health and safety training
•  never misuse or intentionally interfere with anything provided for health and safety
▪ Competent Person / Advisers
[Name / external provider] provides competent health and safety advice and assistance as required, supporting the organisation to meet its legal duties and to develop and maintain effective arrangements.

▪ Consultation with Employees

The organisation recognises the importance of consulting employees on health and safety matters. Employees are encouraged to raise concerns, report hazards and contribute to improving workplace safety through regular team meetings, safety briefings and consultation with employee or safety representatives where applicable. We will provide employees with the information they need on the risks they face and the measures in place to control them, and will give proper consideration to matters raised. Employees will not be disadvantaged for raising genuine health and safety concerns in good faith.

PART 3
Arrangements

The following practical arrangements support this policy. Each is proportionate to the risks involved and is underpinned by the relevant risk assessments and detailed procedures, which are held [location]. 

Not every arrangement will apply to every organisation - remove or adapt those that are not relevant, and add any that are specific to your activities.

▪  Risk Assessment
Risk assessment is the foundation of the organisation's approach to health and safety. Suitable and sufficient risk assessments will be completed before significant work activities commence, and for any task, process, substance or environment that could foreseeably cause harm. Each assessment identifies the hazards involved, the people who could be affected and the control measures needed to reduce risk so far as is reasonably practicable.

Risk assessments will be recorded, communicated to those affected, and reviewed periodically, following any accident or near miss, and whenever there is a significant change in activities, equipment, premises or personnel. Employees must co-operate with the control measures identified and report any situation where controls are missing, inadequate or not working. Responsibility for ensuring assessments are completed and acted upon rests with managers, supported by the competent person.

▪  Accident, Incident and Near Miss Reporting

A positive reporting culture is essential to preventing harm. All accidents, injuries, incidents of ill health and dangerous occurrences must be reported immediately to a manager and recorded in the accident book. Near misses - events that could have caused harm but did not - must also be reported, as they provide valuable early warning of underlying risks.

Incidents will be investigated proportionately to their severity and potential, with the aim of establishing the cause and preventing recurrence rather than attributing blame. Corrective actions arising from investigations will be assigned, monitored and reviewed to completion. Lessons learned will be shared with relevant staff and used to improve risk assessments and working practices. Where an incident is reportable under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR), the responsible person will make the required report to the Health and Safety Executive within the statutory timescales.

▪  Fire Safety and Emergency Evacuation

The organisation will maintain a current fire risk assessment for each premises and ensure that appropriate fire detection, warning and firefighting equipment is provided, maintained and tested. Escape routes and fire exits will be kept clear and clearly signed at all times.

All employees will be made aware of the fire evacuation procedure, including the location of fire exits and assembly points and the identity of fire marshals or wardens where appointed. Evacuation drills will be carried out periodically and any shortcomings addressed. Emergency contact information will be kept up to date and readily accessible, and employees must know how to raise the alarm and report an emergency. Where an incident could disrupt normal operations, business continuity arrangements will be followed, prioritising the safety of people before the restoration of services.

▪  First Aid Arrangements

The organisation will provide first aid arrangements appropriate to the level of risk and the number of people on site, including trained first aiders or appointed persons and adequately stocked first aid provision that is regularly checked and replenished.

The names and locations of first aiders and first aid equipment will be displayed and communicated to staff. All injuries and instances of first aid treatment must be recorded. First aid provision will be reviewed following any change in staffing, activities or premises, and consideration will be given to employees who work remotely or alone.

▪  Manual Handling

Where work involves the manual handling of loads that could cause injury, the organisation will seek to avoid hazardous manual handling so far as is reasonably practicable. Where it cannot be avoided, a manual handling risk assessment will be carried out and appropriate controls put in place, such as mechanical aids, task redesign or team handling.

Employees who undertake manual handling will be given suitable information and training on safe handling techniques and must follow the safe systems of work provided. Any task that causes discomfort, strain or injury must be reported so that the assessment and controls can be reviewed.

▪  Display Screen Equipment (DSE)

Employees who habitually use display screen equipment as a significant part of their role will have a workstation assessment carried out to ensure their equipment, furniture and working environment are set up correctly and comfortably. Assessments will be repeated when workstations change, when a user reports discomfort, or at regular intervals. Employees are expected to complete DSE self-assessments when requested and notify their manager of any discomfort or changes to their workstation.

The organisation will provide guidance on good posture, screen positioning and the importance of regular breaks and changes of activity, and DSE users may request an eyesight test in connection with their display screen work. These arrangements apply equally to employees working at home or under hybrid arrangements. 

▪  Lone Working

Some roles may involve working alone, whether on site, off site, out of hours or while travelling. The organisation will assess the risks associated with lone working and put in place proportionate arrangements to keep lone workers safe, such as check-in procedures, a means of raising an alarm, and limits on higher-risk tasks being undertaken alone.

Lone workers must follow the agreed arrangements, maintain contact as required, and report any situation in which they feel unsafe. Managers are responsible for ensuring lone working risks are assessed and that suitable communication and emergency arrangements are in place.



▪  Driving for Work (where applicable)

Where employees drive for work purposes, in company or personal vehicles, the organisation will take reasonable steps to manage the associated risks. Drivers must hold a valid licence, ensure any vehicle used is roadworthy, taxed and insured for business use, and comply with road traffic law and drivers' hours requirements where relevant.

Employees must not drive when unfit to do so, including through tiredness, illness or the effects of alcohol, drugs or medication. Journeys should be planned to allow adequate rest, hand-held mobile phone use while driving is prohibited, and any driving incident on work business must be reported.

▪  Contractor Management

Contractors and their employees are expected to work to the same standards of health and safety as our own staff. Before work begins, the organisation will take reasonable steps to confirm that contractors are competent and, where appropriate, will request and review method statements and risk assessments for the work to be carried out. Where appropriate, contractors may be required to provide evidence of competence, insurance and relevant certifications before work commences.

Contractors are expected to comply with site rules and safety arrangements, provide suitable risk assessments where appropriate, co-operate with the organisation and any others on site, work in a way that does not put others at risk, and report any hazards, accidents or near misses immediately. Managers engaging contractors are responsible for briefing them on relevant risks and arrangements and for ensuring they are appropriately supervised.

▪  Visitors

Visitors to the organisation's premises will be made aware of relevant health and safety information, including evacuation procedures and any site-specific hazards or rules. Where appropriate, visitors will be signed in and out and accompanied by a member of staff.  Employees hosting visitors are responsible for their safety while on site and for ensuring they are not exposed to unnecessary risk.

▪  Personal Protective Equipment (PPE)

Where risks cannot be adequately controlled by other means, the organisation will provide suitable personal protective equipment free of charge to employees who need it. The need for PPE will be identified through risk assessment, and PPE will be selected to suit the task, the wearer and the working conditions.

Employees must use the PPE provided correctly and in accordance with their training, take reasonable care of it, store it appropriately, and report any loss, damage or defect so that it can be replaced or repaired.

▪  Hazardous Substances (COSHH)

Where work involves substances that are hazardous to health, the organisation will carry out assessments under the Control of Substances Hazardous to Health Regulations (COSHH) to identify the risks and the controls needed to prevent or adequately control exposure.

Hazardous substances will be stored, handled, used and disposed of safely and in accordance with the assessment and manufacturers' safety data sheets. Employees must follow the control measures provided, use any PPE required, and report concerns about exposure or the condition of controls.

▪  Work Equipment

Work equipment provided by the organisation will be suitable for its intended use, maintained in a safe condition and, where necessary, inspected and tested at appropriate intervals. Only trained and, where required, authorised employees may use certain equipment.

Employees must use work equipment in accordance with their training, carry out any pre-use checks required, and report any fault, damage or defect immediately. Faulty or potentially unsafe equipment must be removed from service immediately until repaired, replaced or confirmed safe for use.

▪  Occupational Health

The organisation may use occupational health services to support employee health at work, for example through health surveillance where required by risk assessment, fitness assessments, and advice on adjustments or a return to work following illness or injury.

Occupational health referrals will be made with the employee's knowledge and handled sensitively and confidentially. Recommendations will be considered alongside the organisation's obligations, including the duty to make reasonable adjustments where appropriate (see the Reasonable Adjustments Assessment).

▪  Mental Health and Wellbeing

The organisation encourages an open culture where employees feel able to discuss wellbeing concerns at an early stage. The organisation recognises that health and safety includes psychological wellbeing as well as physical safety. We are committed to promoting positive mental wellbeing, identifying and managing the risks of work-related stress, and supporting employees who are experiencing mental health difficulties.

Managers will remain alert to the signs of stress and poor wellbeing, hold supportive conversations, and take reasonable steps to address work-related causes, using a stress risk assessment where appropriate. Employees will be signposted to the support available, which may include an Employee Assistance Programme, occupational health and any wellbeing resources provided.

▪  Home and Hybrid Working

The organisation's health and safety responsibilities continue where employees work from home or under hybrid arrangements. Homeworking should be supported by a suitable workstation (DSE) self-assessment, appropriate equipment, and regular contact to support wellbeing and maintain connection.

Employees working remotely must take reasonable care of their own health and safety, maintain a safe, suitable and ergonomically appropriate working environment and report any accidents, near misses or concerns in the same way as when working on site. This section should be read alongside the Hybrid and Remote Working Policy and the Homeworking Equipment Agreement.



▪  Violence and Aggression (where relevant)

Where employees may be exposed to the risk of violence, aggression or abuse in the course of their work, whether from members of the public, clients or others, the organisation will assess the risks and put in place proportionate measures to protect staff.

Employees must report any incident of violence, aggression, threatening behaviour or abuse, including verbal abuse, so that support can be provided and the risk assessment reviewed. The organisation will support employees affected by such incidents, including through occupational health or wellbeing support where appropriate.

▪  Health and Safety Training

The organisation will provide the information, instruction and training employees need to work safely. This includes health and safety induction for new starters, role-specific training relevant to the tasks and risks of the job, refresher training at appropriate intervals, and any statutory or specialist training required by law or by risk assessment (for example first aid, fire marshal, manual handling or DSE assessor training).

Training needs will be identified through risk assessment and reviewed when roles, equipment or activities change. Records of health and safety training will be maintained by HR. Employees must attend the training required for their role and apply what they have learned.

PART 4
Monitoring and Review

The organisation monitors health and safety performance to confirm that its arrangements are working and to drive continuous improvement, not simply to satisfy an annual review. Performance may be reviewed through:

•  workplace inspections and safety tours
•  audits of arrangements and procedures
•  accident, injury and ill-health statistics
•  near miss reporting and trends
•  reviews of risk assessments and control measures
•  employee feedback and matters raised through consultation
•  monitoring of corrective and preventive actions through to completion

This policy is reviewed at least annually, and following any significant incident, enforcement action or change in the law, working practices, equipment or premises. Findings from monitoring are used to update risk assessments, arrangements and this policy as necessary.



PART 5
Related Policies and Procedures
This policy should be read alongside the organisation's related documents and procedures, which together form an integrated approach to health, safety and wellbeing. Where a related document exists, it takes precedence on the detail of the specific arrangement it covers. Related documents include:

· Risk Assessment Procedure
· Fire Safety Procedure
· Lone Working Policy
· Homeworking Equipment Agreement
· Hybrid and Remote Working Policy
· Stress Risk Assessment
· Reasonable Adjustments Assessment
· Substance Abuse Policy
· Occupational Health Referral
· Accident Reporting Procedure (where produced)
· Employee Wellbeing Policy 
· Critical Incident & Trauma Response Guide 
· Flexible Working Policy
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