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EXECUTIVE SUMMARY
This policy and procedure has been developed to contribute to best practice within
Name of Organisation services. It is based on current law and good practice and the
requirement of the ODPM’s Quality Assessment Framework.

The document is comprised of a Policy Statement which describes in general terms
the principles behind Name of Organisation approach. Throughout the Policy
Statement hyperlinked references are made to both online resources, such as
legislation, websites for reporting relevant issues such as RIDDDOR and the various
appendices which are essential to the procedural elements of Name of Organisation
approach.

Name of Organisation has tried to minimise the inevitable bureaucracy associated
with attention to detail. This policy and especially the associated appendices are
comprised of procedures, forms and stationary that has other applications within the
organisation, for example, the Accident Log and Incident Log. This means that our
Security, Health and Safety Policy is made up of several integrated policies and
procedures which relate to the day-to-day work of the organisation.

Name of Organisation is concerned to take corporate and individual responsibility for
health and safety very seriously. We have a commitment to involvement service users
in this and other aspect of the work we do. This policy and procedure is subject to
annual review.
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us, any known or declared history or behaviour on the part of a referral which may
present risk to that person or someone else. If we identify such risk or potential risk,
the CNAF requires that a risk assessment is undertaken under the supervision of the
Senior Support Worker, which will assist in determining whether we can provide a
service to the person concerned. Figure 1 (above) illustrates the process for this. If we
decide to provide a service to the person concerned it will be on the basis of assessed
and managed risk which is incorporated into the person’s Support Plan.

Sometimes it is not possible to identify a history of or potential for risk at the point at
which the CNAF is completed yet it may be identified subsequently. In such instances
it is important to undertake an immediate Risk Assessment, within the context of the
person’s Support Plan. The purpose of this will ideally be to enable the service user to
continue to receive a service without risk to his or her self, other service users, staff,
premises, visitors and members of the public. However, should the conclusion of the
Risk Assessment be that the service user presents too much risk for Name of
Organisation to safely manage; alternative arrangements will need to be made for that
person’s accommodation and support needs.

COSHH ASSESSMENTS

COSHH stands for “Control of Substances Hazardous to Health”. Name of
Organisation is required, as part of its approach to health and safety and the control of
risk to identify any substances produced by or present within the workplace (which in
Name of Organisation case means our offices and houses) and to adopt monitoring
and control procedures to in order to manage COSHH properly. Our approach is set
out in more detail in Appendix 10 which all staff should familiarise themselves with
now, particularly the 8 step procedure to identify and manage COSHH.

RIDDOR

RIDDOR stands for “Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations” and are dealt with in detail in Appendix 11. It applies to all work
activities, but not to all incidents. There is a useful website, identified in Appendix 11,
which provides additional information and the ability to report such injuries, diseases
and dangerous occurrences online. This can be found at
http://www.riddor.gov.uk/info.html.

Reporting accidents and ill health at work is a legal requirement. The information
enables the enforcing authorities to identify where and how risks arise and to
investigate serious accidents. The enforcing authorities can then help and advise on
preventive action to reduce injury, ill health and accidental loss - much of which is
uninsurable.

Name of Organisation is required to report:

· deaths
· major injuries
· accidents resulting in over 3 days off work
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On-call duty staff must not be more than 30 minutes away from any Name of
Organisation house for which they have on-call responsibility and must carry their
mobile ‘phone with them, appropriately charged. They must not consume any alcohol
whilst on on-call duty or do anything that will render them unfit, or potentially unfit,
for work.

Most issues the on-call worker has to deal with can be resolved over the telephone
(e.g., a service user calls to report a maintenance problem), however some may
require the on-call worker to attend at the house where the problem has occurred (e.g.,
a fire or a violent incident). Where an on-call worker goes out to visit a location as a
consequence of a call, they become a lone worker within the meaning of Name of
Organisation Lone Worker policies. They must therefore alert the 2nd on-call worker
by SMS to inform that person of the situation as required by the Lone Worker policy.
The 2nd on-call worker then assumes the responsibilities of 1st on-call until the 1st on-
call has dealt with the situation requiring callout.

Most record-keeping associated with callouts will be covered by other record-keeping
elements of this policy; for example, the Incident Report Log (kept in each premises).

HEALTH & SAFETY AUDITS AND INSPECTIONS

As noted earlier in this document Health and Safety and Risk Assessment policies and
procedures are reviewed at least annually or more often if good practice, changes in
legislation, concerns raised by staff or service users or an adverse incident occurs.
This is a process led by the Service Manager and reported to Name of Organisation
Director. It involves all staff with a named health and safety responsibility and will
require the active co-operation of all other staff.

Health and safety is an issue for service users and is therefore a standing item on all
House Representative Committees which generally have a house-specific focus.
However, these are collectively highly relevant for the review process which should
also formally consult with House Representatives, using the Report Log as a basis but
also by conducting premises audits in the presence of and with the active involvement
of House Representatives. Premises audits are therefore an essential part of the annual
review process. Audits and inspections of all Name of Organisation premises occur on
an at least annual basis.

Please see Appendix 13 for Name of Organisation Health & Safety & Risk
Assessment Audit Procedure which should be used as a framework for the at least
annual review of each of Name of Organisation premises. It should be noted that this
does not include reviews of policies and procedures; it is premises related but may
well raise issues that impact on policy and procedure and therefore includes a section
which asks for comments on whether changes are required in our health and safety
and risk assessment policies and procedures as a result of the review process.
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Recommended Action

1. Contact your local council; find out if they run an HMO Registration Scheme and
if you are required to register.
2. Perform regular fire alarm tests and arrange an annual inspection by a qualified
engineer
3. Ensure regular testing of self closing devices
4. Arrange for annual inspection of fire extinguishers
5. Testing of emergency lighting at six month intervals

Exclusions
The manager is not obliged to repair or maintain anything which a resident is entitled
to remove from the house.

Penalty & Enforcement
The maximum penalty for non-compliance is a fine of up to £1,000

Previous Regulations
These regulations revoke the Housing (Management of Houses in Multiple
Occupation) Regulations 1962.

Sources for Further Information
- HMSO: Copy of 1990 Regulations: SI 1990 No. 830
- Section 352 of the Housing Act 1985 - HMO Fitness Standard
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(d) The appliance operation so as to ensure its safe functioning'

3. NEW TENANCIES. Before any tenancy commences, it must be ensured that
the gas safety check has been carried out on each appliance and flue within the
12 month period before the tenancy commences, or has been or will be carried
out within 12 months after the appliance or flue was installed, whichever is
later.

4. TENANT'S APPLIANCES. Under these Regulations, a landlord's duty to
maintain and check appliances does not apply to gas appliances which are
owned by the tenant, nor to any flues that only serve such appliances (although
the landlord may have a duty to repair and maintain such flues under separate
legislation - see s.11, Landlord and Tenant Act 1985). Appliances owned by
the tenant are defined in the Regulations as those which the tenant is entitled
to remove from the property. The Regulations do apply to common flues that
serve both an appliance owned by the tenant and a separate appliance owned
by the landlord.

5. RECORDS. The Regulations require the landlord (or his agent) to keep a
record of safety checks on each appliance and flue. The record must include
the prescribed information which includes the date of the check, the address of
the premises concerned, the name and address of the landlord (or where
appropriate, the agent), the description of the appliance/flue checked, any
defect identified, any remedial action taken, confirmation that the check
complies with the Regulations, and the name and CORGI registration number
of the person doing the check. The CORGI Gas Safety Record Form may be
used for this purpose. Records should be kept for 2 years from the date of the
check.

6. GAS CERTIFICATE. A copy of the safety check record or certificate must be
given to any new tenant before the tenant occupies the premises to which the
record relates. Also, a copy of the new record must be given to each existing
tenant within 28 days of the annual check.

7. Because the Regulations require that a copy of the record is to be given to
'each existing tenant' and 'any new tenant', this means that all tenants should
receive a copy of the report within the prescribed time.

Where there is no relevant gas appliance in any room that is occupied by the tenant in
relevant premises (e.g. an outhoused gas boiler), but elsewhere in the premises, the
landlord may, instead of issuing a copy of the gas safety check record to each tenant,
ensure that there is displayed in a prominent position in the premises a copy of the
record which must contain a statement that the tenant may request and be entitled to a
copy of the record from the landlord.

7. CONTRACTING OUT. A landlord or agent may not contract out of his
obligations under the Regulations, e.g. by making an agreement or stipulation on the
tenant under the lease that the tenant must arrange for servicing of gas appliances.
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HSE guidance states that landlords have to take "all reasonable steps" to ensure access
to enable safety checks and maintenance work to be carried out; in the final analysis it
is for a court to decide what comprises "all reasonable steps" in particular
circumstances. This may, for example, involve giving written notice to a tenant
explaining reasons and requesting access. A record should be kept of any
correspondence or other action, in case a tenant refuses access and it is necessary to
demonstrate what steps have been taken. Tenants should be strongly advised to
provide access for both safety checks and maintenance work in the interests of their
own safety.

Landlords should be aware that it is a condition of most tenancies, that the landlord or
any person authorised by him, may at reasonable times of the day and on giving 24
hours' notice in writing, enter the premises to carry out inspections and repairs (rights
provided under Landlord & Tenant Act 1985 and Housing Act 1988). However,
action to gain access does not involve making arrangements for forced entry into
property.

Position of Agents

Although the Regulations place duties on landlords, where an agent acts for a
landlord, the agent also needs to comply with the Regulations.
HSE guidance advises the agent to be sure that the management contract clearly
specifies who is responsible for ensuring that the safety check and maintenance
obligations are met and records are kept.
Where a breach of the Regulations is shown to arise from an act or default of a
managing agent, the agent may be liable to legal action under the Regulations,
regardless of whether or not separate proceedings are taken against the landlord.

Penalty & Enforcement

The maximum penalty imposed in a Magistrates Court (or Scottish equivalent) for
non-compliance is a fine of £5,000.

If the case is then referred to a Crown Court (e.g. where contravention has led to a
serious injury or death) an unlimited fine or custodial sentence may be imposed.

The main enforcing authority is the Health and Safety Executive (HSE)

Previous Regulations

These Regulations revoke the following regulations:
- Gas Safety (Installation and Use) Regulations 1994
- Gas Safety (Installation and Use) (Amendment) Regulations 1996
- Gas Safety (Installation and Use) (Amendment) (No. 2) Regulations 1996
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Sources for Further Information

Gas Safety Advice Line (HSE helpline) tel. 0800 300363
Local Area Office of the Health and Safety Executive / Environmental Health
Department
Copy of the Regulations (SI 1998 No. 2451) available from HMSO on: 0870 600
5522
Copy of the Health and Safety at Work etc. Act 1974
HSC Approved Code of Practice 'Safety in the Installation & Use of Gas Systems and
Appliances' (2nd Edition L6),
ISBN 0 71 761635 5 available from HSE books, PO Box 1999, Sudbury, Suffolk,
CO10 6FS (Tel: 01787 881165)
Related regulations: Gas Cooking Appliances (Safety) Regulations 1989 (SI 1989
No 149)
Gas Appliances (Safety) Regulations 1995 (SI 1995 No 1629)
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APPENDIX 4

THE ELECTRICAL EQUIPMENT (SAFETY)
REGULATIONS 1994

Commencement

The Electrical Equipment Regulations came into force on 9th January 1995

Scope

Both sets of Regulations relate to the supply of electrical equipment designed with a
working voltage of between 50 & 1000 volts AC (or between 75 & 1500 DC.), acting
as secondary legislation under the Consumer Protection Act 1987 (the 'Act'). Because
the Regulations operate with the same definition of 'supplier' as the Consumer
Protection Act, then landlords letting in the 'course of business' are liable as suppliers.
The Regulations impose the obligation on the supplier of such goods to ensure that
they are 'safe' as defined by Section 19 of the Act - so that there is no risk of injury or
death to humans or pets, or risk of damage to property.

The Regulations cover all mains voltage household electric goods including cookers,
kettles, toasters, electric blankets, washing machines, immersion heaters, etc. BUT
under the Consumer Protection Act 1987, s11 the Regulations do not apply to items
attached to land. This is generally considered to exclude the fixed electrical wiring
and built-in appliances (e.g. central heating systems) from the Regulations.

In the case of landlords letting in the course of business, the electrical equipment
'supplied' will invariably be second-hand and little further information will be
available (e.g. receipts, safety certificates, instruction manuals, etc.).

The Regulations require:

GENERAL SAFETY

That all electrical equipment supplied is safe.

In measuring safety, the 'supplier' needs to ascertain whether the product will comply
with the current UK requirements for safety of domestic electrical products. Without
detailed technical knowledge, there is no simple way to define which electrical
products conform and which do not. The Regulations or DTI's guide are not helpful
in this way; the DTI guide merely states:

'As with other second-hand equipment there is no mandatory requirement for second-
hand equipment to undergo any safety testing but a supplier may wish to arrange for
testing to check the safety of any equipment to ensure that the equipment is safe so as
to avoid commission of any offence.'
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INSTRUCTIONS

Where the safe use of the equipment relies upon the user being aware of any
particular characteristic, suitable information or instruction booklets should be
provided. The instructions should be given in English.

LABELLING

The 1994 Regulations require that any equipment supplied in the EEC after 9th
January 1995 shall be marked with the appropriate CE symbol (subject to the
Transitional arrangements below). In practise, the CE labelling requirement only
applies to manufacturers when equipment is first placed on the market.

TRANSITIONAL ARRANGEMENTS

Equipment supplied in the letting of property will thus be supplied equipment already
placed into the supply chain. The transition arrangements allow the supply of
electrical equipment which either complies with the provisions of the 1994
Regulations or complies with the provisions of the 1989 Regulations. Thus letting
agents may continue to provide non CE labelled equipment as long as it is compliant
with the 1989 Regulations since it is already in the supply chain.

Recommended Action

ESSENTIAL

Check all electrical appliances in all managed properties as soon as practicable, and at
least annually, for defects (e.g. frayed wiring, badly fitted plugs, etc.). Remove
unsafe items.

Maintain records of the checks carried out for all the above appliances in each
property.

RECOMMENDED

Have appliances checked by a qualified electrical engineer.

Ensure that instruction booklets are available at the property for all appliances and
that any necessary safety warnings are given to tenants.

Refer to the Regulations within the agency agreement with your landlord.

Avoid purchasing second-hand electrical appliances for rented properties and advise
owners likewise. If used appliances are installed, it is necessary to have them checked
by a qualified engineer.

There is no specific requirement for regular testing under the Regulations. However,
in order for the agent to ensure compliance, some ongoing checks should be
scheduled.
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Exclusions & Indemnity

EXCLUDED PRODUCTS: Plugs and sockets for domestic use and electricity
supply meters are amongst the list of excluded products named by the Regulations.

DUE DILIGENCE: Section 39 of the Act provides a defence of 'due diligence'. That
section provides that it shall be a defence to show that a person took all reasonable
steps and exercised all due diligence to avoid committing the offence. Merely asking
the landlord to sign a statement that there are no non-compliant items is not
considered to be sufficient in this respect.

Penalty

The maximum penalty for non-compliance is a fine of £5,000 or six months
imprisonment, or both.

Related Regulations

Health & Safety at Work Act 1974
Electricity at Work Regulations 1989
The Plugs and Sockets etc. (Safety) Regulations 1994

The 1989 Regulations revoke the following regulations:
- The Electrical Equipment (Safety) Regulations 1975

The Electric Blanket (Safety) Regulations 1971

Sources for Further Information

Local Trading Standards Officer
DTI's Guidance notes on the 1994 Regulations: DTI Business in Europe Hotline -
0870 1502 500
HMSO: Copy of Regulations: The Electrical Equipment (Safety) Regulations 1994,
S.I. 1994 No. 3260 available from HMSO Publications Centre, P O Box 276,
LONDON SW8 5DT. 0870 600 5522
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APPENDIX 6

HEALTH & SAFETY INFORMATION SHEET

(TO BE PERMANENTLY AND PROMINENTLY DISPLAYED IN ALL MRC
RESIDENTIAL AND OFFICE PREMISES & REPLACED AT EACH
HEALTH & SAFETY INSPECTION)

Address of Premises

Name of staff member responsible for
health & safety issues at these premises
during office hours (09:00 - 17:00):

Office and Mobile telephone numbers:

Contact information for out-of-hours on-
call worker in case of emergency:

Emergency number for local Police
station:

Name of person ultimately responsible
for health and safety within Name of
Organisation Ltd.

Office address:

Office telephone number

Exit routes from the premises in case of
emergency:

Location of:

Gas meter and supply cut-off: (include
emergency contact information for
supplier)
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Electricity meter and supply cut-off
(include emergency contact information
for supplier):

Water supply stopcock (include
emergency contact information for
supplier)

Fire extinguishers (identify type):

Fire alarm/safety panel:

Smoke detectors:

Heat detectors:

Burglar/security alarms:

Security Lighting (internal & external):
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SECURITY, HEALTH & SAFETY INCIDENT & HAZARD
REPORTING FORM

THIS FORM IS TO BE USED IN THE EVENT OF AN INCIDENT OR HAZARD,
OR WHERE THE POTENTIAL FOR AN INCIDENT OR HAZARD IS
IDENTIFIED. IT SHOULD BE PROMINENTLY DISPLAYED IN THE PREMISES
TO WHICH IT RELATES UNTIL THE RISK OR HAZARD IS ELIMINATED.

Address of premises to which this report
relates (identify whether residential or
office):

Describe the security, health and safety
issue or hazard that has been identified

Who identified and/or reported it? (Please
include contact details)

Date identified and recorded in Incident
Log:

Date of health and safety risk assessment:

Result of Risk Assessment (include steps
to minimise risk, steps to eliminate risk,
persons involved, timescales and dates):

Reviewed, approved and actioned by Service Manager (sign & date):
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APPENDIX 7

First Aid Box Contents Guidance Sheet

Each house and each office should hold a First Aid Box containing the following as a
minimum:

First Aid Guidance Information (as supplied with kit)
20 x assorted sterile adhesive dressings
2 x sterile eye pads with attachment
4 x triangular bandages
6 x safety pins
6 x sterile, unmedicated wound dressings (medium size)
2 x sterile, unmedicated wound dressings (large size)
1 x pair of disposable gloves

NB: all dressings and bandages are to be individually wrapped.
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APPENDIX 8

ACCIDENT LOG

COMPLETE THIS LOG IMMEDIATELY AFTER YOU HAVE DEALT WITH
THE ACCIDENT TO WHICH IT RELATES AND PROVIDE IT TO THE
SERVICE MANAGER.

Name, designation and contact details of
person completing this form:

Brief details of the accident (include an
account of what occurred, the location of
the accident, who was, involved, who
witnessed it, what the consequences were
and what action was taken at the time).
Please attach this form to any other
correspondence or documentation
relevant to this accident where any is
produced.

Names, addresses and other contact
details of third parties involved (visitors,
emergency services, other professionals):

Reviewed, approved and actioned by Service Manager (sign):

Date:

Copy to Accident Log file and Service User/Personnel file (as appropriate)
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APPENDIX 9

INCIDENT LOG
COMPLETE THIS LOG IMMEDIATELY AFTER YOU HAVE DEALT WITH
THE INCIDENT TO WHICH IT RELATES AND PROVIDE IT TO THE SERVICE
MANAGER.

Name, designation and contact details of
person completing this form:

Brief details of the incident (include an
account of what occurred, the location of
the incident, who was, involved, who
witnessed it, what the consequences were
and what action was taken at the time).
Please attach this form to any other
correspondence or documentation
relevant to this incident where any is
produced.

Names, addresses and other contact
details of third parties involved (visitors,
emergency services, other professionals):

Reviewed, approved and actioned by Service Manager (sign):

Date:

Copy to Incident Log file and Service User/Personnel file (as appropriate)
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Available from HSE Books, PO Box 1999,
Sudbury, Suffolk CO10 6FS

Tel: 01787 881165 Fax: 01787 313995

Telephone enquiries to HSE Infoline - telephone 0870 1545500
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APPENDIX 11a

RIDDOR REPORT FORM

Notes

This must include the date and method of reporting; the date, time and place of the
event, personal details of those involved and a brief description of the nature of the
event or disease.

All accidents and incidents are reportable as per Appendices 8 and 9. RIDDOR events
will be identified by the Service Manager during his weekly review of all Incident &
Accident Logs. Some incidents will be reportable under RIDDOR. They are:

· deaths
· major injuries
· accidents resulting in over 3 days off work
· diseases
· dangerous occurrences

The Service Manager will ensure that RIDDOR Report is filed to the RIDDOR
Incident Contact centre at the same time he reviews the accident and incident logs.

Telephone - 0845 3009923

Internet - by completing the relevant form on: http://www.riddor.gov.uk/info.html.

Form -- by completing the relevant hard copy form (see below) and sending it:

By Facsimile - 0845 3009924
by post to
Incident Contact Centre
Caerphilly Business Park
Caerphilly
CF83 3GG


