NWSSP
Health & Safety Procedure



NWSSP
Health & Safety Procedure
NWSSP 
Health and Safety Procedure
	Date issued:
	January 2021

	No of pages:
	32

	Author
	Paula Jones

	Author job title(s):
	Health and Safety Manager

	Approved by:
	Initial Health and Safety Procedure approved by Senior Management Team in April 2017 – second version approved by NWSSP All Wales Health and Safety Meeting – December 2020

	Date approved:
	December 2020

	Effective Date (live):
	1st January 2021

	Review Date:
	1st January 2022

	Version:
	2



	Documents to be read alongside this procedure:
	Velindre NHS Trust Health, Safety & Welfare Policy
Velindre NHS Trust Risk Management Policy
Velindre NHS Trust Incident Reporting & Investigation Policy
Velindre NHS Trust Policy for the Control of Substances Hazardous to Health (COSHH)
Velindre NHS Trust Fire Safety Policy
Velindre NHS Trust Control of Contractors
Velindre NHS Trust Security Policy & Procedure
Velindre NHS Trust Lone Working Policy
Velindre NHS Trust Management of Violence and Aggression Policy
Velindre NHS Trust Safe Use of Display Screen Equipment Policy
Velindre NHS Trust Safer Manual Handling Policy
Velindre NHS Trust Security Policy
Velindre NHS Trust Asbestos Policy
Velindre NHS Trust Control of Contractor Policy
All NWSSP protocols (Information Security, Data Protection & Confidentiality).  All Wales E-Mail and Internet Policy.

	Review Process:

	Review of procedure to occur annually by members of the NWSSP All Wales Health and Safety Group or earlier if prompted by an incident, change in legislation or a change in Velindre NHS Trust policy.


Procedure Amendments:
	New Version Number
	Issued by
	Nature of Amendment
	Approved by and Date
	Date on Intranet and Issued

	1.0
	Health and Safety Manager NWSSP
	New Procedure
	Senior Management Team – April 2017
	May 2017

	2.0
	Health and Safety Manager NWSSP
	Review of  Procedure
	All Wales Health and Safety Group  - December 2020
	January 2021




	Executive Summary:

	This NWSSP Health and Safety Procedure document has been produced in recognition of NWSSP’s obligations under the Health and Safety at Work, etc., Act 1974 and in line with its responsibilities outlined in Velindre NHS Trust’s Health, Safety & Welfare Policy (Ref: QS18 Health Safety and Welfare Policy Final 20-02-05.pdf (wales.nhs.uk)

It is aimed at informing all NWSSP departmental managers and employees of their health and safety responsibilities and advising them of the systems and guidelines in place to support them in meeting their health and safety obligations. 

























[bookmark: _Toc453752972][bookmark: _Toc254783856][bookmark: _Toc254859375][bookmark: _Toc358107432]Purpose and Scope
NWSSP is a hosted organisation of Velindre NHS Trust and NWSSP operates under governance arrangements set out for the Shared Services organisation and are subject to Velindre NHS Trust Policies.
NWSSP fully supports the Velindre NHS Trust Health, Safety and Welfare Policy and its supporting policies which sets out the organisation’s aims and approach to health and safety management for all activities, products and services provided by the Trust.  The Policy is approved by the Trust Board and communicated to staff through awareness training, the NWSSP websites, notice boards and governance.  It is also made available to interested parties on request.
The purpose of this procedural document is to outline how NWSSP will support the local implementation of the Health Safety and Welfare Policy Final 20-02-05.pdf (wales.nhs.uk)
NWSSP recognises its health and safety duties under the Health and Safety at Work etc. Act 1974 and the Management of Health and Safety at Work Regulations 1999.

This procedure ensures that NWSSP have clear and defined responsibilities:
Adequate arrangements are made for the health and safety of employees, contractors and members of the public.  By providing a working environment, appropriate controls and suitable training for all employees which satisfy the codes of practice, contracts and NWSSP rules.
All legal requirements are satisfied;
Appropriate resources are made available to implement the procedure effectively;
All employees and contractors are made aware of their corporate and personal responsibility by consultation at all levels.
NWSSP complies with its duties under Section 2 of the Health and Safety at Work etc. Act 1974 and the Management of Health and Safety Regulations 1999, towards its employees and, so far as is reasonably practicable to:
Develop, implement and maintain:
· A safe place of work;
· A safe system of work;
· A safe and healthy working environment;
· Safe plant and appliances.
Provide such information, instruction and supervision as may be necessary to ensure the health and safety at work of employees, as needs are identified.
Ensure safety and absence of health risks in connection with use, handling, storage and transport of articles and substances;
Carry out suitable and sufficient risk assessments to eliminate, reduce or control hazards and make them available to all staff;
Take appropriate preventative/protective measures;
Appoint competent personnel to secure compliance with statutory duties.
Consult with Safety Representatives;
Co-operate and co-ordinate with other employers where they share premises or workplaces;
Set up procedures to deal with serious and imminent danger.
[bookmark: _Toc453752973]Aims and Objectives of the Procedure
This document provides clear guidelines and procedures for the management of health and safety at NWSSP.  Its aim is to mitigate health and safety risks and improve health, safety and welfare conditions at NWSSP for its employees through better health and safety knowledge, information sharing and adoption of safe systems across NWSSP.  
The objectives are:
The Health and Safety Management System (HSG65) will be the audit tool that is used to monitor the health and safety performance within NWSSP.  In addition, the Health and Safety Manager will undertake periodic site visits and audits at sites to ensure continual compliance.
The Health & Safety performance of NWSSP is reported at the All Wales Health and Safety Group and Senior Management Team on a quarterly basis and at the Velindre NHS Trust Health & Safety Management Group meetings. 
Ensure all NWSSP sites are COVID-19 secure.
Safe systems of work are identified and implemented where applicable.
Hazard Warnings and Safety Action Bulletins are actioned.
Accidents and incidents are recorded, investigated and reported upon using RLDATIX.  https://velindre.private.prod-uk.datixcloudiq.co.uk
Appropriate Risk Assessments are carried out to reflect valid risks which are then recorded, reviewed and reported upon using the Velindre NHS Trust’s Risk Assessment template.
Training Needs Analysis are conducted and accurate records and statistics are maintained of staff health and safety training.
Checklists for workplace, security and fire safety provisions are carried out and that findings are acted upon.
The Estates Statutory Compliance spreadsheet is completed and information submitted to the Health and Safety Manager to ensure compliance.
Individual employees are provided with relevant and sufficient information, instruction, training and supervision to ensure their health, safety and welfare is maintained at work.
Individual employees are made aware of their duty to report any unsafe conditions and practices at work to their department’s health & safety representative or manager.
COVID-19 Secure within NWSSP
The two main methods of preventing the spread of infection are hygiene measures and social distancing.  Whilst staff occupy various environments within NWSSP, control measures have been put into place to control the spread of COVID-19.  Continually these control measures are being reviewed and if necessary additional controls will be added.   All Government guidance and legislation (The Health Protection (Coronavirus Restrictions) (Wales) (Amendment) (Regulations 2020) will be continuously reviewed to ensure that NWSSP is implementing all reasonable steps are being taken to maximise the safety of all employees, visitors and contractors throughout its operations.
NWSSP is pleased to confirm that as an organisation, it has complied with the Welsh Government’s guidance to managing the risk of COVID-19. 
 
The Welsh Government's Five Key Steps to Keeping Safe at Work is a Pledge has been formally met and signed by NWSSP Managing Director Neil Frow. This demonstrates that Shared Services has properly assessed any risks and taken appropriate mitigating measures.
Pledge - covid-19 secure

Each site has undertaken a risk assessment to ensure that the site is COVID-19 secure.  See each site for the specific risk assessment.
Generic risk assessment for offices - COVID-19


UNISON Video
ttps://www.youtube.com/watch?v=1YehCO2KwQ0
Working in Close Proximity 
Where there is a need to work in close proximity, a separate risk assessment process and guidance has been devised.  In these cases, the manager needs to make contact with the Health and Safety manager.
Working in Close Proximity
 

Five steps to safer working together

	[image: ]
	We have carried out a COVID-19 risk assessment for each site and shared the results with staff

	[image: ]
	We have put in extra cleaning, handwashing and hygiene procedures in place
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	We have invested in technology to help people work remotely

	[image: ]
	We have taken all reasonable steps to maintain a 2-metre distance in the workplace  

	[image: ]
	We will actively implement the Test, Trace, Protect programme in the workplace.



[bookmark: _Toc453752979]









Organisation for NWSSP Health & Safety 
  Director of Corporate and Finance



  NWSSP Health and Safety Manager


                  Directors



                Managers



               All Employees



[bookmark: _Toc453752980]Director of Corporate and Finance Services
The Director of Corporate and Finance has overall responsibility for health and safety in NWSSP including.
Ensuring that NWSSP complies with the Velindre Health and Safety Policy;
Ensuring the Health, Safety & Welfare Policy is implemented along with the NWSSP Health and Safety Procedure;
Ensuring that NWSSP Senior Management Team is informed as required on health and safety matters affecting employees and/or the public;
Supporting staff training and development throughout NWSSP;
Establishing and Chairing the All Wales H&S group, with representation from all senior managers within each service departments; trade unions and the Health and Safety and Risk Manager;
Monitoring health and safety performance against agreed targets;
Ensuring the Health and Safety Procedure is reviewed annually;
Plan measure, review and audit health and safety activities so that legal requirements are satisfied;
Arranging an organisational structure at NWSSP with allocated and accepted responsibility for health and safety across Health & Safety Leads and Department representatives;
Report annually to the Senior Management Team on the standards being achieved;
Ensuring that health and safety information is disseminated throughout NWSSP;
Support quality initiatives aimed at continuous improvement.
[bookmark: _Toc453752982]Health and Safety Manager
Health and Safety Manager will make arrangements for:
Ensuring the competent risk management and health and safety advice is available to all departments within NWSSP and develop and maintain the safety management systems and health and safety training.  Competent advice may be sourced both internally and externally, dependent on the nature of the topic;
Ensuring that statistical information is available on health and safety performance throughout NWSSP and interpret such information in order to evolve action plans to improve or maintain standards.
Undertaking site visits/audits across NWSSP and raise observations and non-conformities where applicable;
Develop a Health & Safety Action Plan annually following internal and external audits. 
Liaising with Velindre NHS Trust Health & Safety Manager;
Ensuring Departmental Managers appoint a Health and Safety Representative  (Rep) for their department/service and advise the H&S manager accordingly;
Monitoring Health and Safety performance of all Departments;
Ensuring that all Departmental Managers are aware that Health and Safety incidents/accidents occurring in their service areas are to be reported on RLDATIX and are to be investigated, analysed and reviewed according to the Trust’s Incident reporting and review guidelines (see Incident Reporting & Investigation Policy, Ref QS01);
Ensuring regular Fire Risk Assessments are carried out within the Velindre Leased sites by the Fire Safety Advisor of Specialist Estates Services and ensuring actions are carried out as a consequence in a timely manner.
Escalating risks to Senior Management team where applicable.
Monitor the estates compliance across NWSSP sites and escalating issues to Senior Management team where applicable.
[bookmark: _Toc453752983]Directors
Directors are responsible for making sure that arrangements are in place to implement the Health and Safety procedure within their areas of control.
[bookmark: _Toc453752984]Managers 
Managers are responsible for ensuring:
All staff have read and signed the Health, Safety and Welfare Policy and the NWSSP Health and Safety Procedure;
Ensure individuals are aware of their responsibility for health and safety;
The development and effective implementation of the Health and Safety Procedure within their department.
Accidents/incidents are reported in a timely manner and completed onto the RLDatix system.  
Carry out hazard and risk assessments, in line with current legislation and Trust Policy, which should include all activities with significant risks within the department.
To prepare and implement the Organisational Structure and allocate responsibility for health and safety within their department to specific people, and that the identified personnel within the structure are aware of their responsibility
To consult and involve staff and safety representatives effectively;
For staff to have sufficient information about the risks they face and the preventative measures;
Provide information at regional H&S meetings when risks arise from service groups.
For the right level of expertise and people to be properly trained on recruitment and when exposed to new or increased risks, changes in responsibility, the environment or the introduction of change of technology.  Training must be repeated periodically where appropriate.
To prepare and implement as necessary effective safe systems of work where applicable;
To action Hazard Warnings and Safety Action Bulletins;
To facilitate the provision of such information, instruction, training and supervision as is necessary to ensure, so far as is reasonably practicable, the health, safety and welfare at work of all staff within the department.
Ensuring that health and safety is a standard agenda item on all team meetings to ensure communication is filtered down from the various Regional H&S groups.
Ensure health and safety is included in job descriptions and that PADR’s include health and safety where applicable.
Risks reported at level 12 or above should be communicated to the Health and Safety Manager and will be included in NWSSP’s Health and Safety Risk Register and will be referred to the NWSSP Corporate Risk Register for possible inclusion.
[bookmark: _Toc453752985]Individual Employees
All employees must:
Take reasonable care of their own health and safety and that of others who may be affected by their acts or omissions;
Undertake their tasks as instructed in line with any risk assessment findings and training;
Report to their manager any health and safety concerns, including the activities of outside contractors;
Ensure that they are aware of their departmental health and safety representative;
Not misuse or interfere with any equipment provided to ensure safe working practices in the workplace.
Report any incident, involving injury or damage to plan and equipment, or potential injury, damage or loss;
Co-operate with, and assist other colleagues and management in implementing the Health and Safety Policy and Procedure.



Staff working in premises owned by other organisations 
The range of work undertaken by the organisation means that our staff may work in premises owned by other organisations.  In a similar way employees of other organisations, volunteers etc may work in our buildings.  Risk assessments will be undertaken and control measures introduced as required to control identified risks.
[bookmark: _Toc453752986]Health and Safety Management Committee Structure
NWSSP has established an effective means of communication and consultation with its staff through regular health and safety specific newsletters and articles within the internal magazine, which demonstrates a proactive, positive approach to raising awareness of health and safety issues.
NWSSP communicates and consults with employees on health and safety issues through the regional Health and Safety Meetings and through regular workplace audits.  The various H&S groups in place have suitable management membership to implement actions and meeting are held on a quarterly basis.  In addition, trade unions are invited to attend.
A Health and Safety Management Committee structure has been set up within NWSSP.
This comprises of an All Wales Health and Safety Group along with Regional Health and Safety groups.  webpages for H&S meetings held within NWSSP
[bookmark: _Toc453752990][bookmark: _Toc453752989]All Wales Health and Safety Group
NWSSP’s All Wales Health and Safety Group comprises of representatives from across Wales and the group meet on a quarterly basis to review health and safety issues across NWSSP. 
The group is Chaired by the Director of Corporate and Finance and the Director has overall responsibility for health and safety on behalf of the Managing Director. 
Regional Health and Safety Groups
The groups meet on a quarterly basis and discuss the issues raised at the All Wales H&S meeting and local regional issues concerning health, safety and the environment.
There is a North Wales regional Health and Safety Group and a Mid/West and South East regional Health and Safety Group.

Building Site Leads Group 
During the pandemic period a separate group has been set up ‘Building Site Leads Group’.  This Group meets every two weeks and is comprised of the site leads from across NWSSP’s estates footprint and also has Union Representation.  The BMG considers staff health, safety and welfare issues relating specifically to the adoption of social distancing regulations and effective buildings management in relation to COVID-19.  building-site-leads-group
Building Management Health and Safety Group – Site Specific
Site specific groups are to meet on a quarterly basis and filter the issues which have been raised at the Regional Health and Safety meetings to staff at each site.
Landlord and Tenants Meetings – Site Specific
Each site under Velindre leased sites are to hold regular Landlord and Tenants meetings.
Procurement (Supply Chain) Health and Safety Group
The Procurement Services (Supply Chain) hold twice yearly procurement specific health and safety group meetings to address health and safety issues for the directorate.
Service Group/Team Health and Safety Group
Each service group/team are to hold regular Health and Safety Meetings.
Health and Safety Intranet Pages
The health and safety intranet pages are regularly updated to maintain an accurate information repository for all staff. health-and-safety-sections
Health and Safety COVID-19 Intranet Pages
A separate health and safety page has been designed specifically for COVID-19 related issues.  This is regularly updated to maintain an accurate information repository for all staff. health-safety-during-covid-19
Health and Safety Quarterly Newsletter
A health and safety newsletter is issued to NWSSP staff on a quarterly basis.
nwssp-h-s-newsletters
[bookmark: _Toc453752991]Corporate Induction for New Starters – Health and Safety Element
All new starters are to be placed onto the Corporate Induction Training.

Link below to the corporate induction webpages -corporate-induction
Link to the local induction toolkit - Local induction toolkit.pdf

Health and Safety First Month Site Induction Handbook
The Handbook has been devised by NWSSP as a guide to support site leads/health and safety managers/reps during the local induction of new starts.  It contains a comprehensive local health and safety induction for all new starters and is to be completed the first month of employment of any new starter.
Link to the handbook and supporting leaflets: first month site induction handbook and supporting leaflets

Bank Workers
The Handbook has been devised by NWSSP as a guide to support site leads/health and safety managers/reps during the local induction of new starters for those who are bank workers.  It contains a comprehensive local health and safety induction for all new starters and is to be completed the first month of employment of any new starter.
Link to the handbook and supporting leaflets: bank-workers handbook

Competence, Training and Awareness
The identification of training needs is the responsibility of the Manager of the department.
In addition to specific training to a role, the following arrangements are in place within NWSSP:
· Mandatory training is regularly updated in line with NWSSP requirements.  Training is managed and recorded using the Electronic Staff Record (ESR) supported by additional documentation where necessary.  Completion is monitored through regular reporting.  Individual needs are addressed through local induction and on an ongoing basis through the Personal Appraisal and Development (PADR) process.
· The ten core skills are mandatory for all NWSSP staff.
· Departmental Managers are to assess risk situations specific to their Department for training requirements.
· NWSSP Health and Safety Manager will be available to assist managers in identifying training needs in all aspects of health and safety.
· NWSSP will commission Managing Safety and Working Safety courses for Managers and staff respectively, which will highlight individual as well as corporate responsibilities for the management of health and safety within NWSSP.
· Records of training will be maintained on ESR.

Core Skills
A UK wide framework which contains guidance for organisations, to standardise the interpretation of the ten key subjects which frequently feature as part of statutory and mandatory requirements within the health sector.
 
The subjects are:
 
· Fire Safety 
· Moving & Handling
· Conflict Resolution
· Equality, Diversity and Human Rights
· Resuscitation
· Health, Safety & Welfare
· Infection Prevention & Control
· Safeguarding Children
· Safeguarding Vulnerable Adults
· Information Governance
Link to the core-skills
RLDATIX - Accident and Incident Reporting
NWSSP is set up as a sub-site of the Velindre NHS Trust RLDatix Risk Management system (DATIXWEB), to record all incidents that occur within NWSSP.
DATIXWEB supports the electronic reporting of incidents by allowing anyone with access to the Intranet to report directly into the software on easy-to-use web pages.  This allows incidents to be reported quickly and easily for action to be taken.  The form is easy to use and requires no training.  Once the form is completed the incident flows through an approval process within RLDatix, alerting relevant NWSSP Senior Managers and in turn the incident is investigated.
Link to RLDatix form:  https://velindre.private.prod-uk.datixcloudiq.co.uk

NWSSP aims to prevent or reduce the number of accidents and incidents to a minimum.  It will monitor all accidents and incidents and implement the necessary control measures to prevent any recurrence.
The Trust’s Incident Reporting and Investigation Policy (Ref QS01) outlines the process involved following all incidents and near misses and provides guidance on the actions that need to be taken to ensure a safe working environment is provided for staff, patients and service users. It also highlights the reporting process for notifying external agencies.
The Policy encourages a culture where incidents are reported and investigated.

In summary, all accidents, injuries, incidents and near misses, however minor, MUST be reported to the respective Department Manager at the earliest opportunity (within 3 working days) and inputted onto RLDatix.  

The Departmental Manager is then responsible for taking immediate action and forwarding the relevant details to the Health and Safety Manager.
The Divisional Health & Safety Representative has the responsibility to:
Ensure all incidents are entered into the RLDATIX Risk Management System (incident module) in a timely manner;
Review and grade the incident;
Identify incidents that require investigation;
Provide feedback;
Share lessons learnt;
Report as required to external authorities (HSE) according to the requirements of RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) via the Health and Safety Manager;
To make all staff aware of their duty to report incidents and near misses (part of induction planning).

Similar to Risk Assessments, the incident information RLDATIX contains can be used at the All Wales H&S meetings and the Regional H&S meetings to make observations about the standards of health and safety at NWSSP, and from the lessons learnt devise strategies for improving practices and conditions. It serves as a mechanism to identify, manage and minimise risks.  It also enables NWSSP to comply fully with legislation and mandatory requirements in relation to incident reporting.

Health and Safety Objectives
Based on the trends within NWSSP a set of Health and Safety objectives are set every two years with an aim to reduce the incident figures.  Health and Safety objectives
Incident Investigation Reporting
All incidents recorded on the RLDatix system are investigated using the Incident Investigation Reporting form.
Reporting of Injuries, Diseases and Dangerous Occurrences (RIDDOR)
All RIDDOR incidents are to be reported to the Health and Safety Manager so that the information can be passed to the Health and Safety Executive.  Paula.jones10@wales.nhs.uk 
Risk Assessments
In line with The Management of Health and Safety Regulations 1999, Control of Substances Hazardous to Health Regulations (Amended) 2002 and The Workplace (Health, Safety & Welfare) Regulations 1992, NWSSP is required to assess the workplace for hazards and outline the control measures in place to ensure risks of injury are removed or kept as low as possible.  Site risk assessments will be undertaken on all sites.
The QS35 Risk Management Policy.pdf aims to ensure a standard and consistent approach to risk assessment and the implementation of risk registers across the constituent parts of the Trust.  It identifies hierarchy of responsibility and the processes involved.
It is incumbent on the Departmental Manager to:
Identify the hazards - whether mechanical, physical, biological, chemical, ergonomic (e.g. poor posture at work) or psychosocial (e.g. work pressures/shift-work);
Decide who might be harmed and how;
Evaluate (rate) the risks and decide on precautions (control measures);
Document the results of the risk assessment and share with staff.  A risk assessment form is available for this purpose;
Recommend an action plan to mitigate/eliminate risk;
Review the risk assessment in conjunction with the Velindre NHS Trust Risk Assessment Policy
[image: cid:image001.jpg@01D2458D.2EE54B90]
Risks reported at level 12 or above should be communicated to the Health and Safety Manager and will be included in NWSSP’s Health and Safety Risk Register and will be referred to the NWSSP Corporate Risk Register for possible inclusion.
Full details on the process of carrying out a risk assessment, including categorisation of a risk, can be found in the Velindre NHS Trust Policy on Risk Assessments along with form templates.
All staff are responsible for performing their duties in a safe way, demonstrating awareness of the risks involved, and adhering to safe systems of work relevant to their area of work.
Safe Systems of Work
All Department Managers are responsible for identifying and documenting any hazards and risks in their areas which could impact on the health and safety of their employees and/or the public/visitors by completing risk assessments.
Following such risk assessments, Department Managers are required to devise, document and implement safe systems of work if required.  The Health and Safety Executive defines a Safe System of Work (SSOW) as:
“a formal procedure which results from a systematic examination of a task in order to identify all the hazards.  It defines safe methods to ensure that hazards are eliminated or risks minimised.”
All procedures and Safe Systems of Work must be monitored and regularly reviewed for their effectiveness.
Safe System of Work COVID-19
This Safe System of Work has been devised specifically for COVID-19.  This guidance does not supersede any legal obligations relating to health and safety, employment or equalities and it is important that we continue to comply with our existing obligations, including those relating to individuals with protected characteristics. It contains non-statutory guidance to take into account when complying with these existing obligations. The guidance takes into account agency workers, contractors and other people. Safe System of Work on Social Distancing at Sites 
[bookmark: _Incident_/_Accident][bookmark: _Toc453753003][bookmark: _Toc453752992]Manual Handling
NWSSP will abide by the guidelines of the QS14 Safer Manual Handling Policy.pdf.  
It aims to:
· Use RLDATIX to track, follow-up and analyse manual handling incidents which have caused physical injury and/or structural damage;
· As part of the Incident Investigation and Risk Assessment analysis identify ways to 1) reduce the need to undertake manual handling and 2) mitigate the risk of musculoskeletal injury and/or structural damage;
· Raise awareness of the risks of Manual Handling via appropriate bulletins and other methods of information communication;
· Conduct Manual Handling TNAs for all staff via their Managers;
· Ensure that staff attend mandatory manual handling training consistent with their TNA and in compliance with the All Wales NHS Manual Handling Training Passport and information Scheme;
· Allow the release of managers and staff to attend manual handling training and awareness workshops within acceptable timescales;	
· Emphasise to all staff the importance of using appropriate manual handling equipment to minimise the risk of injury in accordance with any instruction or training received and to follow any safe system of work that is in place;
· At all times comply with the legal requirements of the Manual Handling Operations Regulations 1992.

The Control of Substances Hazardous to Health (COSHH)
The Control of Substances Hazardous to Health (COSHH) Regulations, 2004 requires employers to control the exposure of hazardous substances, to prevent ill health.  No chemical or biological agent can be used before its safety aspects are assessed and documented.
The QS33 COSHH Policy.pdf defines which substances are covered by COSHH and which are excluded. It also highlights responsibilities in terms of what actions are required by whom for the Trust to be legally compliant (The Control of Substances Hazardous to Health Regulations 2002 and Personal Protective Equipment Regulations 2002).
Departmental Managers are responsible for keeping an up to date register of all signed off departmental risk assessments and Material Safety Data Sheets (MSDS).
[bookmark: _Toc453752995]Display Screen Equipment
NWSSP will uphold the Policy for the Safe Use of Display Screen Equipment  
It does so by:
· Providing adequate information and training on the safe use of DSE;
· Making available the necessary resources to carry out DSE assessments with all staff that require them;
· Taking prompt remedial action if any issues are identified by an assessor;
· Devising work routines of DSE users to allow breaks or periodic switches to non-screen duties to relieve fatigue;
· Offering DSE users a full refund of the cost of a standard eye test and up to £50 for corrective spectacles or contact lenses, when prescribed by an optician (as stated in the Trust’s DSE Policy);
· Departmental Managers are to ensure that all employees using display screen equipment undergo a DSE assessment which is to be carried out by a fully trained assessor.
NWSSP have trained DSE assessors who undertake the risk assessments.  There is also an on-line DSE checklist which can be completed onto the ESR system.
Link to the DSE website: DSE website

Guidance on Home Working During COVID-19
Guidance has been issued in relation to the above. 
Guidance on working from home during COVID 
 
[bookmark: _Toc453752999]Violence & Aggression
NWSSP accepts its legal and Trust bestowed responsibility to create a safe and secure environment for service users, staff and visitors.  The following arrangements and tools are in place to deal with Violence and Aggression:
· RLDATIX Incident Reporting Tool – used to report incidents of Violence and Aggression, whether this is verbal abuse, aggressive behaviour or actual physical assault.  The procedure for reporting and following-up is documented in the Violence and Aggression Policy.pdf
· Violence & Aggression TNAs for all staff will be carried out by their respective Departmental Managers or Health & Safety Leads;
· Departmental Managers / Health and Safety Reps will ensure that training for themselves and their staff are kept up to date as required by law;
· The Health and Safety Manager ensures that suitable Violence & Aggression bulletins and posters are visible in prominent places around the site, advising a zero tolerance of violent and aggressive behaviour.
· All members of staff are encouraged to report all violence and aggressive behaviour.
First Aid at Work
In line with the First Aid at Work Regulations 2013, NWSSP will ensure, through the risk assessment process, that adequate first aid provisions are made to deal with any injuries sustained by staff whilst at work.  Where it is assessed to be necessary, competent first aiders at work will be appropriately trained and supported to carry out their roles.  Names and locations of specific first aiders will be prominently displayed in the workplace.  
Departmental Managers have a duty to ensure that First Aiders are trained every 3 years and refresher training is undertaken every year. 
All First Aid incidents are to be reported via RLDATIX (through the Incidents Investigation and Reporting module).  The information to be recorded will include: date, location and nature of incident, details of the person involved and what first aid was administered.  Information regarding what happened after the event needs to be captured too: such as whether the person went back to work, was sent home or needed emergency medical care. 
Sites will also ensure adequate first aid materials, equipment and facilities are provided.
All Departmental Managers are to ensure that the first aid boxes in their area are well stocked at all times.  They are also responsible for carrying out a first aid box audit checklist in their sites every month.  All out of date stock is to be removed and replaced.
Link to the first aid kit stock checklist: first aid checklist
Emergency contact numbers and instructions on what to do in an event of an emergency should be published on health and safety notice boards at sites.
First Aiders have been given additional PPE during COVID-19.
[bookmark: _Toc453752996]Work/Office Equipment
All work equipment should be “fit for purpose”, in other words, suitable for the worker, the task to be undertaken and the work environment, i.e. ergonomically sound.  Work equipment is also to be maintained in safe working order.  Equipment checks are to be undertaken on a monthly basis.
[bookmark: _Toc453752997]Workplace Checklist
A Workplace checklist will be conducted across all sites at NWSSP every 3 months in addition to the audits undertaken by the H&S manager.  These checklists will assess and report on the suitability, equipment provisions, cleanliness and safety aspects of the workplace environment.
Link to the workplace checklist: checklists

Fire Checklist
Fire Safety Management Checklists are completed each month
[bookmark: _Toc453753005][bookmark: _Toc453752998]Link to the fire checklist: fire checklist
Security Checklist
A security checklist will be conducted across all sites at NWSSP every 6 months. 
Link to the security checklist: security checklist

Social Distancing Checklist – COVID-19
The Guidance requires people to take “all reasonable measures” to maintain a distance of two metres between those in the workplace. While that is an objective test that is intended to be applied consistently, it is not an absolute rule that has to be applied all of the time in all circumstances.  
This requires managers and employees doing what they can in the workplace to change the way they work to maintain social distancing where possible.  The checklist works in conjunction with the Safe System of Work on Social Distancing for Managers and Staff.
This checklist needs to be completed by Site Leads every 3 months.
Checklist for Social Distancing to be completed by site leads 
[bookmark: _Toc453752993]Safer Driving For Work
Health and safety law applies to work activities on the road in the same way as it does to all work activities and you need to manage the risks to drivers as part of your health and safety arrangements.  (HSE “Driving at Work” Guidelines for employers) Therefore, NWSSP takes appropriate measures to ensure that you are legally entitled to drive the vehicle, and are properly trained, competent and fit to drive it safely. NWSSP has systems to ensure that any vehicle is safe, roadworthy and road legal and policies and procedures to manage the risks involved in driving for work. NWSSP will also monitor vehicle use and investigate and learn from any Road Traffic Incidents (RTI’s).  Link to the Handbook safer-driving-for-work-handbook

Internal Vehicle Incident Report Form
All vehicle incidents are to be reported on the NWSSP internal vehicle incident report form and reported via RLDatix.


[bookmark: _Toc453753000]New & Expectant Mothers
Departmental Managers are responsible for ensuring that Risk Assessments are carried out for all new mothers on their return to work following Maternity Leave and for all mothers-to-be, whether employed on a permanent or temporary basis at NWSSP. The onus however is on the expectant mother to inform their line manager in writing of their pregnancy according to legal guidelines.  Within the risk assessment this identifies physical, chemical/biological hazards and working conditions (e.g. working temperatures, working at heights, bearing loads or standing for long periods, travelling, shift or night working or general stress factors).
Link to the risk assessment form: new-and-expectant-mothers
[bookmark: _Toc453753001]Young Persons
Where young persons, i.e. under the age of 18, are employed or engaged on work experience, consideration will be given to the duties allocated to them and suitable supervision provided.
A specific Risk Assessment should be completed for any young person that is employed either on a permanent or temporary basis by NWSSP.  The Risk Assessment will take account of the following factors: inexperience and immaturity; lack of awareness of existing or potential risks; need for additional supervision; training and information; young person’s physical attributes (size, reach, stature, strength) to carry out specific tasks allocated to them.
[bookmark: _Toc453753004][bookmark: _Toc453753002]Lone Working
NWSSP upholds the Lone Working policy and according to this all managers within the NWSSP are responsible for carrying out risk assessments on staff who find themselves in a lone working situation (whether this is out of normal office hours or in an isolated location at NWSSP).
Conversely, lone working employees are responsible for discussing any health related issues with their Manager and for following Trust policy and local procedures and safe systems of work to manage and control any perceived or documented risks associated with lone working.  All appropriate staff must sign a copy of the policy to acknowledge they understand and accept its terms and conditions.
Personal Protective Clothing & Equipment
Depending on the nature of the work and as determined by a risk assessment, personal protective clothing and/or safety equipment will be provided to carry out any jobs that expose the individual to a health and safety risk.  Suitability will take account of the job, person and the environment. Any PPE provided should be CE marked to demonstrate compliance with relevant European standards.

Dress Code
The dress code is covered under the All Wales Policy:-  The All Wales NHS Dress Code will replace any local policy in order to ensure equity and parity across all healthcare organisations. Compliance will be monitored through local agreement at a local level. dress-code policy
[bookmark: _Toc453753007]
Estates Compliance
NWSSP has a legal duty to ensure that all buildings under their control comply with the relevant statutory and regulatory requirements.  Statutory Compliance Audits are undertaken on a monthly basis (on Velindre Leased Sites) to ensure that NWSSP complies with the legal obligation to ensure that all premises are compliant.



Control of Contractors
NWSSP recognises its exemplar role both as an employer and as a service provider. NWSSP is committed to creating, as far as reasonably practicable, a safe environment for contractors to provide their services whilst not putting at risk patients, donors, staff, visitors, Trust property and equipment and the contractor’s own employees.

The Control of Contractor Policy should be adhered to whenever contractors are on site.  At some sites, this is undertaken by the Estates department of the Trust/Health Board.
Contractors have responsibilities for preparing a risk assessment under the MHSW Regulations 1992. Contractors will need information from you about the job, the state of plant, etc when preparing their assessment. 
Clearly, there is a need for communication and close co-operation between you and the contractor so that all risks associated with the job are covered. 
Contractors may prepare a detailed safety method statement on how they intend to carry out the job so that risks are controlled and managed. This should be based on an assessment of risks to the health and safety of employees and others who could be affected by the work. 
The Contractor Health and Safety Induction Pack should also be undertaken with the contractor on site. contractor-policy and website
[bookmark: _Toc453753006]Visitor Protocol
All visitors must report to a designated person on site and sign in/out.  
[bookmark: _Toc453752994]Fire Management
In accordance with the provisions of the Regulatory Reform (Fire Safety) Order 2005, NWSSP undertake regular fire risk assessments at their sites.  
In order to fulfil its fire safety obligations outlined in the PP01 Fire Safety Policy and PP01a Fire Prevention Arson Prevention Protocol
NWSSP has in place the following:
· Appropriate equipment to detect the outbreak of fire and minimise its impact on life safety, delivery of service, the environment and the assets of NWSSP;
· A programme of inspection and maintenance to ensure all fire detection and prevention equipment is kept in good working order and is legally compliant;
· A procedure for quickly detecting and raising the alarm in the event of fire;
· A procedure for emergency evacuations which each Departmental Manager will have in place for their respective location;
· Fire manual within Velindre leased sites;
· Appropriate and adequate training, identified according to a training needs analysis (TNA), to allow staff to perform their fire safety duties;  
· Periodic Fire Safety Inspections which are to be carried out across sites within NWSSP;
· A system of reporting all fires, false alarms and unwanted fire signal incidents, whereby all Departmental Managers (or designated team members) have a duty to use RLDATIX as their reporting tool.
· Fire Evacuation Report is completed after each false alarm or fire drill.
· Personal Emergency Evacuation Plans are undertaken wherever applicable.
· Fire Marshall/Fire Safety Representative Checklist is completed Monthly.  This provides for assurances that Fire Safety is being managed satisfactorily within the building. 

Asbestos Management
NWSSP has devised an Asbestos Management Plan in conjunction with Velindre NHS Trust which provides advice and guidance on best practice measures for preventing any risks from asbestos.  It sets out clear responsibilities for the duty to manage elements of the Control of Asbestos Regulations 2012, as well as direction on compliance with supporting regulations.

Training on Asbestos awareness and the role of nominated leads for asbestos management continues on an annual basis.
Link below to the asbestos management website on NWSSP website: asbestos
Legionella Management 
Legionella risk assessments for Velindre leased sites are now revised to ensure all actions identified are carried out and Legionella awareness training continues to be undertaken every two years for applicable staff.
A representative from the Specialist Estates team continues to undertake visits to certain sites to manage issues identified and provide support and assistance to the site leads if required.
Training on Legionella awareness and the role of nominated lead continues every two years.
A guidance document has been produced for all sites.
Link below to the legionella management website on NWSSP website: legionella

Register of Health and Safety Legislation
The Register of Health and Safety Legislation and Regulations is maintained by the Health and Safety Manager.  The Health and Safety Manager is responsible for keeping the register up to date.
[bookmark: _Toc453753009]NWSSP will also be advised of changes in legislation and regulations through Velindre NHS Trust.

[bookmark: _Toc453752974][bookmark: _Toc453753010]NWSSP’S Health and Safety Management System (HSG65) 
An integrated Health and Safety Management System will bring consistency to the health and safety approach throughout NWSSP and enable us to execute health and safety practice by building on existing management systems, policies and procedures.
NWSSP has adopted the Health and Safety Executives (HSE) ‘Managing for Health and Safety’ (HSG65) framework to effectively manage health and safety in accordance with the relevant legislation.  
The process for continual improvement is to ensure that the following principles are followed – Plan, Do, Check, Act:
· Plan – The planning is critical to the fulfilment of the policies. Effective planning will help NWSSP focus resources on areas of most importance to the organisation.  Information gathered at the planning stage will inform the processes for training, establishing operational control and the scope of measuring required;

· Do – NWSSP directories, sites and functional departments will provide resources, capabilities, structures and support mechanisms to deliver the policy objectives and areas identified through planning. Flexibility is required for the system to adapt to the changing demands of the organisation. 

· Check – NWSSP requires assurance from the management system through the appropriate day-to-day measurement, monitoring and evaluation of its performance. Correctly implemented, it gives NWSSP flexibility to identify non-compliance rapidly and take corrective action– measuring performance, monitor before events and investigate post events;

· Act and Learn – The internal audit programme identifies corrective actions and these are inputted to the subsequent continuous improvement cycle. Additionally all steps (Plan, Do, Check, Act) will be reviewed and improvements to the process implemented.

Link to the webpages hsg-65 webpages
An internal audit checklist template has been developed specifically for the use of NWSSP and conforms with the requirement under OHSAS18001 management system.  

The objectives of this internal audit/site visit are:
· To confirm that the management system conforms with all the requirements of the audit standard;
· To confirm that the organisation has effectively implemented the planning management system;
· To confirm that the management system is capable of achieving the organisation’s policy objectives.

The following scoring mechanism is followed:
· 5 - Fully implemented and effective;
· 4 - Satisfactorily implemented and effective.
· 3 - Implemented, but not satisfactory.
· 2 - Only partially effective. 
· 1 - Some attempt made, but no effective implementation.
· 0 - Nothing in place


The checklist template used within NWSSP is split into the 11 categories.  

The categories are stated below:

· Health and Safety Policy
· Organisation
· Health, Safety and Emergency Planning
· Selection and Training
· Consultation, Communication and Control
· General Risk Assessments
· COSHH Assessments
· Manual Handling Assessments
· Display Screen Equipment Assessments
· Workplace Safety
· Fire and Emergencies
· First Aid
· Work Equipment
· The Workplace
· Monitoring

Each year, an audit schedule for site visits/audits is generated and maintained by the Health and Safety Manager.  
During the audit/site visits undertaken, observations and non-conformities are recorded, which are escalated if required to ensure compliance.  Depending on the issues raised, a further re-audit is planned to ensure that non-conformities are rectified.

All audit results are reported to line managers and an overall analysis provided to the All Wales H&S group on a regular basis.  
[bookmark: _Toc453753012]External Monitoring
External monitoring is carried out by the Health and Safety Executive and the Healthcare Inspectorate Wales or Welsh Risk Pool.  HSE inspectors have the right of entry to property or premises at any time and are empowered to obtain information and take possession of any article or substance. NWSSP is also subject to regular self-assessments against standards for Health Services and within Procurement Services external audits are undertaken as part of the OHSAS18001 accreditation.  
	



BS OHSAS 18001 Occupational Health and Safety Management System – Procurement Services

The BS OHSAS 18001 is the recognised specification for the management of Occupational Health and Safety. It was developed in response to industry demand for a standardised health and safety management system that could be externally assessed and certified. 
BS OHSAS 18001 is not a legislative requirement but it does enable organisations to identify pertinent legislation, control risks and improve performance.
Stress
Departmental Managers must adhere to the guidelines laid down by the Mental Health, Wellbeing and Stress Policy.  They are to take all reasonable precautions to prevent the harmful effects of stress to their staff members and to manage the risk of ill health by putting in place arrangements to effectively reduce the stressors identified.
To this end:
· All employees have a duty to report to their line manager any work-related issues or conditions that are causing or have the potential to cause stress;
· All employees must exercise a duty of care in terms of safeguarding and reinforcing their well-being and those of their colleagues;
· All Departmental Managers must carry out Stress Risk Assessments upon the reporting of a stress-related incident to identify and manage work-related causes of stress impacting on staff in the workplace;
· All Departmental Managers must be vigilant towards staff and recognise the signs of stress in an employee, e.g. irritability, reduced performance, difficulty in concentrating, prolonged headaches; 
· All Departmental Managers must promote an environment that demonstrates zero tolerance on harassment and bullying in the workplace;
· Managers and staff must be allowed time off from their regular duties to attend stress management and awareness workshops as long as executed within acceptable and reasonable timescales;
· The principles of the HSE’s Stress Management Standards and Management Competencies will be incorporated into everyday management practice.

Wellbeing at Work
Health and well-being is of the uttermost importance to us at NWSSP. Dedicated webpages have been set up to provide staff with support, safety and comfort, allowing staff to nurture and be happy at your place of work (as well as at home).health-and-wellbeing webpage

Employee Assist Programme
The Employee Assistance Programme is a free 24/7 service which is accessible via telephone, text, email or website.
 
They can provide advice and support on a range of personal, work, family and legal issues including:
· Work-life balance
· Managing stress
· Emotional wellbeing
· Childcare
· Advice for carers
· Consumer rights
· Debt and money management
· Bereavement counselling
· Pregnancy/adoption support

The service is completely confidential and you can use the service as often as you wish. employee assist

Alcohol, Drugs and Substance Misuse 
Within NWSSP the policy is to help protect staff and others that use our services, by raising awareness of the consequences of substance misuse and to encourage those with a problem to seek help and support.  alcohol drugs and substance misuse policy

Occupational Health
Occupational Health provision has been established via formal service level agreements within NWSSP.  occupational-health webpages

Discipline
Disciplinary action under the terms of the All Wales Disciplinary Procedure
will be taken against any employee, regardless of status, who shows wilful disregard for safe working practices in place.  Where the total disregard for Safe Working Practices seriously affects the health and safety of themselves or that of any other employee may be summarily dismissed.  The employer and their employees may also be subject to prosecution under the Health and Safety at Work Act, 1974.

Contact Details
Paula Jones
Health and Safety Manager
email paula.jones10@wales.nhs.uk
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Title Name Surname Address Phone 1 Phone 2


 NAME(S) OF OCCUPANTS OR WITNESSES  ADDRESS / PHONE 


Police Attendance 
Y/N


Ambulance 
Attendance  Y/N


Fire & Rescue 
Attendance Y/N


Police Officer Collar 
number and Surname 


Injured party 
details 


Name & address & 
contact details 


Vehicle details 
(other motorist)


Insurance details 
(other motorist) 


Brief description of 
incident (must 
include speed, 
details of any
injuries or injured 
parties) please 
continue on a 
separate sheet if 
necessary


NWSSP 
Driver Name


NWSSP Vehicle 
Registration 


Incident Date Incident Time


Incident Location Landmarks


Damage pre-incident
Note any damage to 
vehicle BEFORE 
incident 


Damage to Vehicle 
Note any damage 
resulting from
incident 


Road Name Exact location 


PARTNERIAETH CYDWASANAETHAU GIG CYMRU
NHS WALES SHARED SERVICES PARTNERSHIP


 INTERNAL VEHICLE INCIDENT REPORT FORM
To be completed for all incidents resulting in damage to Trust vehicles  


NOTE: Please ensure paula.jones10@wales.nhs.uk is informed of any serious or 
injury related incidents 


A copy of this completed report must be saved to the DATIX record (under documents) 







DETAILS OF THE INCIDENT 


Daylight Darkness Dry Rain Ice Snow 


DAMAGE TO NWSSP VEHICLE 
mark damaged area/s


DAMAGE TO OTHER VEHICLE 
mark damaged area/s


BASIC SKETCH OF INCIDENT 


INITIAL ACCOUNT (NWSSP DRIVER) 


NWSSP Driver Signature Date Form completed 


DATIX REF INSURANCE PROVIDER


INSURANCE REF CLERIC LOG (Y/N)


POLICE REF DASH CAM 


INJURIES REPORTED FOOTAGE SECURED 


MANAGER NAME SIGNATURE


DATE


This document is a record of the circumstances as perceived by the driver (i.e. NWSSP) and 
does not constitute or represent acceptance of liability 
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