FRAMEWORK INFORMATION HAND OUT

________________________________________________________________

SAMPLE CONTENT OF HEALTH AND SAFETY POLICY DOCUMENT

________________________________________________________________
CREDITED TO “WORKSAFE SOLUTIONS” KILKENNY
KEY ELEMENTS OF WHAT SHOULD 
BE IN A HEALTH AND SAFETY 
DOCUMENT

SECTION 1:   Organisational  Information 
This section should  include the  address, name of Co-ordinator and Chairperson and outlining management structure.
SECTION 2:   Health and Safety Statement
Here the Projects overall health and safety statement should be outlined.
SECTION 3:   Statement of Responsibilities 
This section should incorporate information on the role of the following people in dealing with health and safety issues within the Project:
· The Voluntary Board of Management;
· The Project manager / Co-ordinator;
· Childcare Manager;
· FAS Supervisor / CSP Manager;
· All employees;
· The Fire officer.
SECTION 4:  General Provisions for Safety
The Projects should outline their overall policies in this section which could include:
· How the health, safety and welfare policies and practices will be reviewed and monitored;
· How new staff will be informed of health and safety through their induction process, how existing staff will be consulted and information shared on health and safety issues;
· How meetings will be structured to address health and safety issues;
· What training will be provided to staff / management on health and safety policies and procedures of the organisation and also in first aid;
· Emergency procedures incorporating:


~  Fire drills


~  Fire detection and location of fire extinguishers, maintenance and 
  
    training in the use  of fire extinguishers. 


~ First aid kit and treatment.

~ How safety at the scene of an accident will.

· Welfare facilities such as cleaning responsibilities and wheelchair 
 
 accessible toilet etc.;
· Prohibition of smoking, drugs and alcohol;
· Accident / incident reporting;
· Use of personal protective equipment;
· Overall procedures on the prohibition of Bullying and Harassment in the Workplace;
· Repercussions of Breeches of the Safety Statement.
SECTION 5:  General safety procedures:
This section should try to include more detailed information on  the following policies and procedures:
· What you should do when contacting the emergency numbers

· Emergency contact numbers including:


~ The Co-ordinator / manager


~ Chairperson


~ Any staff in a line management position.


~ A doctors number


~ Nearest hospital

~ Fire brigade / ambulance services and Gardi

~ ESB emergency number

~ Gas Emergency number

~ Local plumber and electrician


~ Local health and safety Authority

~ National Health and Safety Authority


~ Any others.

· Procedures for reporting any accidents, incidents and / or emergency situations;
· Manual handling procedures;
· Procedures for use of ladders;
· Mobile phone policy;
· Visual display units / computer work;
· Alcohol and drug abuse policy and procedures;
· Stress in the work place policy;
· Violence in the work place policy;
· Bullying and harassment procedures.
SECTION 6:   Risk management approach
This section should include:
· Procedures for assessing risks;
· Form outlining which staff have received health and safety induction and their agreement to take responsibility in their work for operating from the Projects policies and procedures;
· Up to date form on risk assessments;
· Form for recording Health and safety sub-group meetings;
· Check list for induction on health and safety issues for new employers;
· Accident and hazard report form;
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	SAMPLE FORM OUTLINING WHICH STAFF HAVE READ AND UNDERSTOOD THE HEALTH AND SAFETY POLICIES AND AGREE TO OPERATE FROM THE PROJECTS POLICIES AND PROCEDURES



	DATE
	PRINT NAME
	SIGNATURE
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	SAMPLE FORM FOR PROJECT RISK ASSESMENT


	HAZARD

	RISK
	WHO IS AT RISK

	CONTROL MEASURES / WHAT THE PROJECT WILL DO TO ADDRESS RISK

	WHO WILL BE RESPONSIBLE
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	SAMPLE FORM FOR RECORDING MEETINGS OF THE HEALTH AND SAFETY SUB-COMMITTEE

Date _____________________



	Issues for discussion


	Decisions made / actions to be taken

	
	

	Meeting attended by:



	Meeting conducted by:

_____________________________________________________________
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