Health and Safety and the Law

Your legal responsibility

As an employer you have a legal responsibility to protect the health and safety of your staff and other people – such as customers and members of the public – who may be affected by their work.

In general, employers must:

· make the workplace safe and eliminate or control risks to health;

· ensure plant and machinery are safe and that safe systems of work are set and followed;

· ensure articles and substances are moved, stored and used safely;

· provide adequate welfare facilities;

· give workers the information, instruction, training and supervision necessary for their health and safety;

· consult workers on health and safety matters.
1. Do I need to register my organisation?

Since 6 April 2009, most new businesses no longer need to register with Health and Safety Executive (HSE). 

However, if you work with hazardous substances, such as asbestos or explosives, or in a hazardous industry, such as construction or diving, you may need to apply for a licence; or notify HSE or your local authority.

2. Employers' Liability Compulsory Insurance

The law says most employers must have Employers' Liability Compulsory Insurance. If this applies to you, you must display the certificate where your staff can easily read it. You could be fined if you do not have a current policy.

Your staff may be injured or get ill because of their work for you. They might try to claim compensation from you if they think you are responsible. Employers' Liability Compulsory Insurance means you have cover against claims like these. 

Who should I take a policy out with?

You must use an authorised insurer. The Financial Services Authority (FSA) has a list of authorised insurers. You can check if a company is authorised by searching the register on www.fsa.gov.uk or by telephoning the FSA consumer helpline on 0845 606 1234.

Do I need this insurance?

The answer is almost certainly 'yes'. However, you may not need it if you have no employees, are a family business and closely related to your staff, or a public organisation (for example, a government department or a health service body). 

3. Get competent advice

The law says you must appoint someone competent to help you meet your health and safety duties. You could appoint (one or a combination of):

· yourself;

· one or more of your workers; 

· someone from outside your business.
4. Write your health and safety policy

A health and safety policy sets out your general approach and objectives (your vision) and the arrangements you have put in place for managing health and safety in your business. It is a unique document that says who does what, when and how.

If you have five or more employees, you must write your policy down.

A written policy statement shows your staff, and anyone else, your commitment to health and safety. It should describe how you will implement and monitor your health and safety controls. You should review it regularly. 

A policy is different from a risk assessment 

Policy

general vision and arrangements for the whole business.

Risk assessment

a systematic review of how you eliminate and control each significant hazard, and whether you are doing enough

A policy will only be effective if you and your staff act on it and follow it through
5. Assess the risks 

The law says you must assess and manage the health and safety risks of your business.

In a risk assessment you examine carefully what in your work could cause harm to people. It shows if you have taken enough precautions, or if you should do more to prevent harm.

The training today will give you practical steps to follow, including:

· Five steps to risk assessment We believe this method is the most straightforward for most organisations. However, this is not the only way to do a risk assessment. There are other methods that work well, particularly for more complex risks and circumstances.

· Example risk assessments These examples will help you see what a risk assessment might look like. They show that a risk assessment should be about identifying practical actions that protect people from harm, not a bureaucratic exercise.

6. Provide facilities

You must provide a safe and healthy environment for all your employees. You also need to take account of their welfare needs. This includes people with disabilities.

For example, you must provide toilets, washing facilities and drinking water, and you need to think about factors in the working environment like lighting and temperature. 

Does this affect my organisation?

There are legal requirements which apply to most workplaces: The Workplace (Health, Safety and Welfare) Regulations 1992.  Some workplaces, such as construction worksites, are covered by separate HSE legislation. 
Welfare facilities

Toilets, wash-hand basins, shower and washing facilities

You must provide:

· clean well-ventilated toilets (separate for men and women unless each convenience has its own lockable door);

· wash basins with hot and cold (or warm) running water; 

· showers for dirty work which may result in contamination of the skin; 

· soap and towels (or a hand drier).

Drinking water

You must supply high-quality drinking water, with and upward drinking jet or suitable cups. Drinking water does not have to be marked unless there is a significant risk of people drinking non-drinking water.

Accommodation for clothing and changing facilities

You must provide lockers or hanging space for clothing and changing facilities where workers wear special clothing. The facilities should allow for drying clothes.

Facilities to rest and eat meals

You must provide places to eat, and rest facilities if you have pregnant women and nursing mothers on your staff.

Health issues

Ventilation

There must be good ventilation:

· A supply of fresh, clean air drawn from outside or ventilation systems. It must be uncontaminated and circulated throughout the workplace. 

· Ventilation should also remove and dilute warm air and create air movement without draughts. 

Temperature

In indoor workplaces, you must provide: 

· a reasonable working temperature; usually at least 16°C, or 13°C for strenuous work (unless other laws require lower temperatures); 

· local heating or cooling where a comfortable temperature cannot be maintained throughout each workroom, for example, hot and cold processes; 

· thermal clothing and rest facilities where necessary, for example for ‘hot work' or cold stores; 

· heating systems which do not give off dangerous or offensive levels of fume into the workplace;

· sufficient space in workrooms.  

Lighting

You must provide:

· good light; use natural light where possible, but try to avoid glare; 

· a good level of local lighting at workstations where necessary; 

· suitable forms of lighting. Some fluorescent tubes flicker and can be dangerous with some rotating machinery (because the rotating part can appear to have stopped). 

Cleanliness and waste materials

You must:

· provide clean premises, furniture and fittings such as lights; 

· provide clean floors and stairs, which are not slippery;

· provide containers for waste materials; 

· remove dirt, refuse and trade waste regularly; 

· clear up spillages promptly; 

· keep internal walls and ceilings clean. 

Room dimensions and space

Workrooms should have enough free space to move about easily. For more guidance on room dimensions refer to HSE leaflet INDG244: 

Workstations and seating

Workstations must fit the worker and the work and people should be able to leave them swiftly in an emergency. Make sure that:

· seat back rests support the small of the back and you must provide foot rests if necessary;

· work surfaces are at a sensible height;

· there is easy access to controls on equipment.

Safety issues

Maintenance of the workplace and work equipment

You must have:

· buildings and work equipment kept in good repair; 

· space for safe movement and access, for example to machinery; 

· safe glazing, if necessary, for example painted, toughened or thick, which is marked to make it easy to see; 

· good drainage in wet processes; 

· weather protection for outdoor workplaces, if practical; 

· outdoor routes kept safe during icy conditions, for example salted/sanded and swept. 
Floors and traffic routes

You must have:

· floors, corridors and stairs free of obstructions, for example trailing cables; 

· surfaces that are not slippery; 

· well-lit outside areas - this will also help security; 

· safe passages for pedestrians and vehicles - the best approach is to keep vehicles and pedestrians apart using separate routes;
· level, even surfaces without holes or broken boards; 

· hand-rails on stairs and ramps where necessary; 

· safe doors, for example vision panels in swing doors, and safety devices on power doors. 

Transparent and translucent doors, gates, walls and windows

Windows, transparent or translucent surfaces in walls, partitions, doors and gates should, where necessary to protect health and safety, be made of safety material or protected against breakage. You must mark these surfaces clearly if there is a danger that people might collide with them.

Windows and safe cleaning

· You must have windows that can be cleaned safely. 

· Openable windows should open safely so that people cannot fall out or bump into them. 

Escalators and moving walkways

Escalators and moving walkways should work safely, be equipped with any necessary safety devices and fitted with one or more emergency stop controls which are easily identifiable and accessible.

7. Train your workforce 

The law says you must train your employees and contractors to work safely, and clearly instruct them in their duties.

Everyone who works for you, including self-employed people, needs to know how to work safely and without risks to health. So you need to train them to be sure they know: 

· what hazards and risks they may face; 

· how to deal with them; and 

· any emergency procedures. 

Health and safety training should take place during working hours and must not be paid for by employees. Some employees may have particular training needs, for example: 

· new recruits; 

· people changing jobs or taking on extra responsibilities; 

· young employees who are particularly vulnerable to accidents; 

· health and safety representatives.

You must keep records of all training to so that you can see when it might need to be repeated. You should consult workers or their representatives to make sure training is relevant and effective.

Training should be repeated from time to time if the work it relates to is only done occasionally. For example, if someone fills in for someone else when they are away; a process is not often done; or emergency procedures.

Supervision

You need to make sure that new, inexperienced or young employees are supervised. 

8. Consult your workforce

The law says that employers must consult their workers on health and safety. 

Consultation is a two-way process – it does not just mean telling workers about health and safety. It means discussing health and safety with them, allowing them to raise concerns and influence decisions.

You have to consult all workers. In a very small business, you may choose to consult each employee separately. However, most organisations consult staff through their health and safety representatives.

There are two kinds of representative. They can be:

· elected by their colleagues; or 

· appointed by a trade union.

Managers must not decide who will represent workers on health and safety.

9. Legal requirements

If you employ anyone, you must display HSE's health and safety law poster. Or you can give your employees a leaflet called ‘Health and safety law: What you should know.

The poster includes basic health and safety information and lets people know who is responsible for health and safety in your workplace. You must display the poster where your workers can easily read it, and it must be in a readable condition. You must also include some contact details, for example of your local enforcing authority.

10. Understand RIDDOR

For most organisations or businesses, a reportable accident, dangerous occurrence, or case of disease is a comparatively rare event. However, if it does happen, you need to let the HSE know. 

The regulations about reporting are called The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 but you'll often see this abbreviated to RIDDOR. 
You have a legal duty to report accidents and ill health at work. The information you supply helps HSE and local authorities to identify where and how risks arise, and to investigate serious accidents.

Reportable incidents include:

· work-related deaths

· major injuries 

· over-three-day injuries

· work related diseases

· dangerous occurrences (near-miss accidents).

How to report

By phone: The easiest way to is to call the Incident Contact Centre (ICC) on 0845 300 99 23 (free from BT landlines). They will send you a copy of the information they record and you can correct any errors or omissions. 

Online: There are different forms for different kinds of incident
11. Keep up to date

Following news and events in your sector or industry will help you keep your health and safety policies and risk assessments up to date.
If you need further support, information or to access our training courses please telephone Community Action Wyre Forest on 01562 67008 and ask for either Irene or Terry we will be more than please to help you.
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