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1.0
Introduction 
In compliance with the requirement of Section 2 (3) of the Health and Safety at Work etc. Act 1974, Cornford House Ltd known as Cornford House is effectively discharging its statutory duties by preparing a written health and safety policy.

A copy of the policy has been compiled and outlines the home’s health and safety arrangements. A copy of this is available for all employee to read in the form of this employees handbook, if any interested person wishes to view the master Health and Safety Management System it can be seen by contacting the Home Manager who will arrange for the document to be made available.

In order for Cornford House to discharge its statutory duties, employees are required by law, to co-operate with the management in all matters concerning the health, safety and welfare of themselves and any other person who may be affected by their acts or omissions whilst at work.

Upon receipt of this handbook the reader must make themselves aware of the contents, if there is any aspect of the documentation that is unclear, contact should be made with the Home Manager so that the issue can be clarified. When the handbook has been read, the recipient should complete the acceptance form, which is located at the back of this handbook and return it to the Home Manager. This form will be inserted into the readers personnel file for future reference.

The home reserves the right to amend the document as necessary to ensure that it shows a true reflection of the health and safety within the organisation. Such amendments will be suitably marked with a date and issue number and will automatically be brought to the attention of all employees.

The employee handbook is a synopsis of the main health and safety policy, it is therefore advisable that all employees familiarise themselves with the arrangement section of the main policy at the earliest possible time.

1.01
Health and safety policy statement

The following is a statement of the home’s general health and safety policy in accordance with Section 2 of the Health and Safety at Work etc. Act 1974.

It is the policy of Cornford House to ensure so far as is reasonably practicable the health, safety and welfare of all of the employees working for the home or other persons who may be affected by our undertakings.

Cornford House acknowledges that the key to successful health & safety management requires an effective policy, organisation and arrangements, which reflect the commitment of senior management. To sustain that commitment we will continually measure, monitor and revise, where necessary an annual plan to ensure that health and safety standards are adequate.

The Home Manager will implement the home’s health and safety policy and recommend any changes to meet new circumstances. The instructions will then be carried out through the normal chain of management. The home recognises that successful health and safety management contributes to successful business performance and will allocate adequate finances and resources accordingly.

The management of Cornford House looks upon the promotion of health and safety measures as a mutual objective for themselves and their employees at all levels. It is therefore, the policy of the management to do all that is reasonably practicable to prevent personal injury and damage to property. Also the home aims to protect everyone, including members of the public, insofar as they come into contact with the home or its activities, from any foreseeable hazard of danger.

All employees have duties under the Health and Safety at Work etc. Act 1974 and they are informed of their personal responsibilities to take due care for the health and safety of themselves and to ensure that they do not endanger other persons by their acts or omissions. They are also informed that they must co-operate with the home in order that it can comply with the legal requirements placed upon it and in the implementation of this policy.

The home will ensure continued consultation with the workforce to enable all viewpoints and recommendations to be discussed at regular intervals.

The home will ensure a systematic approach to identifying hazards, assessing the risk, determining suitable and sufficient control measures and informing employees of the correct procedure.

The home will provide, so far as is reasonably practicable, safe places and systems of work, safe plant and machinery, safe handling of materials and substances, the provision of adequate safety equipment and ensure that appropriate information, instruction, training and supervision is given.

The home regards all health and safety legislation as the minimum standard and expects management to achieve their managerial targets without compromising health and safety.

A signed copy of the home’s statement is located on the general notice
board.

1.02 Food safety statement

Employees have a statutory duty to take care of themselves and others who may be affected by their acts or omissions. To enable these duties to be accomplished it is Cornford House’s intention to ensure that responsibilities for food safety matters are effectively assigned, accepted and fulfilled at all levels within our organisational structure.

As far as is reasonably practicable, we shall ensure that: -

· Adequate resources are provided to ensure that proper provision can be made for food safety.

· Risk assessments are carried out and periodically reviewed in accordance with the HACCP’s.

· Systems of work are provided and maintained that are safe and without risks to food safety.

· Arrangements for use, handling, storage and transport of articles and substances for use at work are safe and without risks to health.

· All employees are provided with such information, instruction, training and supervision as is necessary to secure their safety and health at work, the safety of others who may be affected by their actions and the safety of food on the premises.

· Where appropriate, health surveillance will be provided to employees.

· The provision and maintenance of all plant, machinery and equipment is safe and without risk to health or food safety.

· The working environment of all employees is safe and without risks to health or food safety and that adequate provision is made with regard to the facilities and arrangements for their welfare at work.

· The place of work is safe and that there is safe access to and egress from the workplace.

· Monitoring activities are undertaken to maintain agreed standards.

· All food prepared or stored on the premises complies with all food safety requirements and is of the nature, substance and quality demanded.

· It is the duty of all employees at work: -

· To take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions at work and operate with us in fulfilling our statutory duties.

· Not to interfere with or misuse anything provided in the interest of health and safety.

A signed copy of the home’s statement is located on the general notice

1.03 Environmental statement

Cornford House recognises the need for sustainable development and continually aims to improve the environmental effect of its activities. To achieve this we will: -

Establish sound environmental management by: -

· Meeting or improving upon relevant legislative, regulatory and environmental codes of practice.

· Developing objectives that target environmental improvements and monitor performance by regular review.

· Considering any environmental issues in the decision making process.

· Developing a relationship with suppliers and contractors so that we all recognise our environmental responsibilities.

· Educating staff so that they carry out their activities in an environmentally responsible manner.

· Provide for the effective use of resources by: -

· Promoting waste minimisation by recycling or finding other uses of by​products whenever economically viable.

· Promoting the efficient use of resources, energy and fuel throughout the home’s operations.

Co-operate with: -

· The communities in which we operate.

· The government, regulatory bodies and other interested parties with the shared vision of being a good and trusted neighbour.

A signed copy of the home’s statement is located on the general notice
board.

2.0
Organisation 
2.01 Health and safety management structure
	Directors

	
	

	Home Manager

	
	

	Staff


2.02
Employers responsibilities

Under the Health and Safety at Work etc. Act all employers who employ five or more people must compile a health and safety policy.

The policy document must consist of three areas as outlined below: -

· Statement of intent.

· Details of the organisation.

· Details of arrangements.

Cornford House have a duty to all employees, service users, casual workers, part-time workers, trainees, visitors and sub-contractors who may be in the home or using equipment provided by the home. Consideration must also be given to our neighbours and the general public.

Management will ensure they: -

· Assess all risks to members of staff and bring the findings to the attention of key members of staff.

· Provide safe equipment and tools that are suitably maintained at all times.

· Provide a safe place of work for staff and visitors with adequate facilities and safe access and egress.

· Provide adequate training and information to all members of staff regardless of their position within the home.

· Have provisions in place to guarantee that articles and substances are handled and stored in a proper manner.

· Provide health surveillance to employees where it is deemed necessary by any risk assessments.

· Appoint competent persons to help comply with health and safety law.

The Health and Safety at Work etc. Act supports various regulations and codes of practice that are required to be followed. One such regulation is the Management of Health and Safety at Work Regulations, which impose specific duties on employers to: -

· Carry out risk assessments relevant to all work activities and bring the findings to the attention of employees.

· Appoint competent persons to help comply with health and safety law.

· Provide employees with suitable training and information in clear and concise terms.

· Provide health and safety information and training to temporary workers and contractors who may be working in the premises.

2.03 Employees responsibilities

The Health and Safety at Work etc. Act 1974 lays down two main sections which employees are required to comply with. These are: -

Every employee working for Cornford House has a duty of care under the Health and Safety at Work etc. Act 1974 Section 7 to take reasonable care of himself/herself and any other person who may be affected by his/her actions or omissions.

Employees also have a duty to assist and co-operate with their employers and any other person to ensure all aspects of health and safety law are adhered to.

Employees are obliged to: -

· Always follow safety rules, avoid improvisation and comply with the health and safety policy.

· Only perform work, which they are qualified to undertake.

· Always store materials and equipment in a safe manner.

· Never block emergency escape routes.

· Always practise safe working procedures, refrain from horseplay and report all hazards and defective equipment.

· Inform the Home Manager of all accidents that occur.

In addition to the above, Section 8 states that under no circumstances must employees purposely interfere with or misuse anything provided in the interest of safety or welfare such as guards, signs or fire fighting equipment.

The Management of Health and Safety at Work Regulations require all employees to:

· Utilise all items that are provided for safety.

· Comply with all safety instructions.

· Report to management anything that they may consider to be of any danger.

· Advise management of any areas where protection arrangements require reviewing.

2.04 Information for employees

Information regarding health and safety law is provided in a number of ways and are as follows: -

· A home employees safety handbook is provided and is available for all employees to read as necessary.

· The approved poster “Health and Safety Law – What You Should Know” is displayed in the entrance hall. This poster will always be kept in a legible condition with the address of the local enforcing authority, the Employment Medical Advisory Service (EMAS) and the names of responsible persons entered in the appropriate spaces.

· General safety awareness posters are displayed around the premises along with any specific safety rules that are required to be followed.

· Management and employees have access to the Health and Safety Management System that contains all relevant information with regard to recording and monitoring.

· Monthly team meetings are held by the Home Manager to address any safety issues which may have been raised by employees.

2.05 Joint consultation 

The Health and Safety (Consultation with Employees) Regulations requires all employers to consult with employees.

This consultation can be carried out directly with the employees or through one or more elected employee. These representatives are known as representatives of employee safety and their duties and rights are similar to safety representatives.

All information with regard to health and safety is communicated by means of consultation between management and employees. Citation plc along with other professional bodies will inform senior management of any relevant changes to health and safety. The Home Manager is immediately advised of the changes who in turn advise subordinate employees.

The management will ensure that all relevant health and safety information is communicated through the Home Manager.

Management will make themselves aware of any change in health and safety legislation that affects the home and will advise all subordinate employees accordingly.

If a service user, member of the public or visitor raises any concerns with regard to health and safety, senior management will investigate the incident and implement the appropriate remedial action.

3.0
Arrangements, safety instructions and information 

3.01 Accident reporting procedure

Cornford House have a written policy stating that all accidents, industrial diseases and dangerous occurrences are reported and recorded for future reference and to comply with specific legislation.

All accidents/incidents that occur which necessitates first aid treatment to be given will be recorded and will be investigated in due course to reduce the likelihood of any reoccurrence. All employees should report all injuries no matter how small to guarantee that treatment can be given where necessary and to ensure the incident is recorded in the accident book. All injury records will be kept on file for a minimum of three years.

In order that serious accidents are reported to the enforcement office, it is important to ensure that the Home Manager is informed if you are off work for more then three working days due to an accident at work.

All near miss incidents and dangerous occurrences will be investigated and documented on the incident record form that is located in the health and safety stationery pack.

The accident book contains information that must be recorded by law and is regularly reviewed by management, to ascertain the nature of incidents that occur in the workplace in order to decide whether further control measures require implementing. Where necessary, advice will be sought from the home’s health and safety advisors Citation plc.

3.02 Alcohol and drugs

All alcohol and drugs impair individual reaction speeds and it is not wise to be in the workplace after consuming any alcohol or drugs.

Under no circumstances: -

· Report or endeavour to report for work on any of the home premises having consumed alcohol or under the influence of drugs.

· Be in the possession of any drugs whilst on the premises.

Drugs properly prescribed by a general practitioner for medical treatment are permitted, provided such use does not adversely affect the person’s ability to carry out the work for which he/she is employed, in a healthy and safe manner. Employees should advise the Home Manager if they have any medical condition, or are taking medication that could affect their work and the health and safety of either themselves or others.

Failure to comply with this requirement will result in immediate removal of the subject person from the premises and the person suspended on full pay pending formal disciplinary action.
3.03 Baths

Always run the hot tap until cold water has cleared and water is at the thermostatically controlled temperature prior to putting the plug in the bath.

Various baths within the home are fitted with a thermostatic valve, however: -

You must always test the water temperature before a service user enters
the bath

3.04 Biohazards

Due to the nature of the work undertaken within the home, there may be a risk of employees being exposed to biological hazards such as blood, urine, faeces etc. As this hazard cannot be removed or designed out of the system, then employees must protect themselves from the hazards as incorrect handling and treatment may result in the spread of infection and disease.

In order to reduce the risk to staff, all employees will wear suitable disposable personal protective clothing such as disposable gloves and aprons. All areas, which may be contaminated, are immediately cleaned with suitable disinfectant.

All soiled bedding is removed and laundered according to the homes laundry cleaning policy. All plastic gloves and aprons etc. will be subsequently disposed of as clinical waste, or where appropriate by placing in double bags and placed in the refuse skips.

Risk assessments will be compiled as required by the COSHH Regulations and copies made available to all staff that may be involved in the cleaning procedures.

3.05 Body jewellery

It is not the intention of Cornford House to stop employees from wearing items of jewellery such as rings or watches to work. However, it must be pointed out to all employees for their own health and safety what are considered acceptable items and those that are considered unacceptable items.

· The wearing of wedding rings or of stud-type earrings in the appropriate ear lobe is acceptable.

· Rings or earrings that are pierced into or onto lips, tongue, nose or to any
other exposed part of your body are not acceptable within the workplace.

· Large decorative rings, including engagement rings and especially those that have jagged edges are also not acceptable items within the workplace.

· If you have body piercing to other generally non-exposed parts of your body (unless you are wearing a crop-type top) you are reminded that these should be removed before starting work, or if they cannot be removed at least taped over so that if violently disturbed will not cause any harm to the wearer. You are also reminded that such items could also cause harm to your clients.

It is a reminder that your clients can become easily disturbed and may also become angry and or violent or in some cases just curious. This may cause then to snatch or pull any loose items such as dangling earrings or grab at a stud or other ornament that is attached to your body.

Any employee found wearing such items will be asked to stop work and remove them before being allowed to continue work.

3.06 Cleaning and disinfecting 

It is a legal requirement of the Food Safety (General Food Hygiene) Regulations that the food preparation area and all items of equipment are kept clean, however, other than general compliance with the regulations there are other benefits achieved by keeping a workplace clean: -

· Reduce the risk of food poisoning.

· Avoidance of physical contamination of food products.

· Reduce accidents.

· Denial of food substances for pests.

· The discovery of pest activity and prompt remedial action.

· Prolonged equipment serviceability reducing repair and replacement costs.

· Company image promotion.

· A safe and pleasant working environment.

A cleaning schedule provides the information and management control necessary to effectively carry out the regular cleaning of the premises, in a form which can be readily understood by persons carrying out the operation.

A suitable cleaning schedule should include instructions for each area of the food preparation area, including storage, refuse and delivery.

All fixtures/fittings, surfaces and equipment should be included, for example: - 
Food contact surfaces 

· Work surfaces.

· Mixing bowls and serving dishes.

· Knives and chopping boards.

· Food processing machinery. 
Hand contact surfaces

· Door handles, including fridge and freezers.

· Sink taps.

· Sockets and light switches.

· Telephones.

· Sanitary conveniences.

Cleaning equipment 

· Brushes.

· Mops.

· Cloths. Hands
· Workers’ hands, paying particular attention to finger nails. 
How to clean and disinfect

Pre-cleaning: -
remove loose debris (wiping, soaking, scraping, rinsing).

Main clean: -
clean with detergents.

Rinse: -

rinse off all detergent and debris.

Disinfect: -

the use of a chemical or heat above 82ºC.

Final rinse: -
rinse off all disinfectant.

Dry: -

use of natural air.

use of clean drying cloths or towels.

Some of the above stages may be combined by the use of a sanitiser (cleaning and disinfecting chemicals) to reduce the process.

A named person or persons should be nominated for particular cleaning tasks and should be identified on the cleaning schedule.

The Home Manager is responsible for ensuring all cleaning duties are undertaken in a correct and effective manner and he/she should additionally control all cleaning equipment/materials and ordering of replacements.

There should be clear instructions on the method and frequency of cleaning. This will include identification of the cleansing equipment, the chemical to be used for each different task and its dilutions and contact time in accordance with the manufacturer’s recommendations.

The frequency of equipment cleansing will depend entirely upon its use. A change in
use will mean a change in cleaning frequency and also revision of the cleaning schedule. There should be a regular revision of cleaning schedules to ensure incorporation of new equipment.

The Health and Safety at Work etc. Act 1974 and the control of substances hazardous to health regulations (COSHH) place a legal requirement on employers to assess hazards and protect their employees from the risks associated with those hazards and also on employees to protect themselves. All cleaning materials will present a hazard and it is important that the following points are carried out: -

· Assess the risk to health arising from the cleaning chemicals and procedures and what precautions are needed. This should be written down.

· Introduce appropriate control measures to prevent or reduce the risk.

· Monitor the control measures and ensure that personal protective equipment is properly maintained and procedures observed.

· Inform, instruct and train employees about the risk and the precautions to be taken.

Companies involved in the production of cleaning materials will provide information about the hazards associated with their chemicals and may assist in the production of a cleaning schedule.

3.07 Control of substances hazardous to health (COSHH) assessments  
What is COSHH?

COSHH stands for the control of substances hazardous to health and covers most workplaces. The regulations set out how employers must control risks to health arising from substances used at work. Substances hazardous to health include: -

· Any chemicals that have by law to be labelled as ‘very toxic’, ‘toxic’, ‘harmful’, ‘irritant’ or ‘corrosive’.

· Any substance with a maximum exposure limit or occupational exposure standard.

· Any other substance that creates a comparable health hazard. 
Why know about COSHH? 

The reason why it is important to know about COSHH is because your health and safety and that of your colleagues is at stake.

Knowing about COSHH helps you to understand what hazards are present and how to protect against ill health. The co-operation of all employees is essential, as keeping the workplace safe and healthy is a team effort.

COSHH Do’s and Don’ts

Do

· Read the product label and any other information provided so that you understand the hazards of the job before you start work.

· Wear the required personal protective clothing and equipment until the job is completed.

· Make sure the personal protective equipment is well maintained and fits properly.

· Make sure all containers are closed when you are not using them.

· Keep your work area clean and tidy.

· Clean all spills as they occur.

· Follow all instructions on the storage and transportation of chemicals. 
Don’t
· Taste chemicals or touch them with your bare hands.

· Try to identify chemicals by their smell.

· Smoke or drink in the workplace.

· Leave unmarked chemicals around - label as original container.
· Be afraid to ask questions.

Labelling of containers

	Environmental

	Explosive
	Toxic
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	ALL HAZARD WARNING LABELS ARE ORANGE IN COLOUR


Labelling of chemicals

It is important to ensure that all chemical labelling that is used throughout Cornford House is clear and concise to ensure that the risk to staff is reduced to the minimum.

Containers that are used to hold a temporary preparation need not be labelled, however it is advisable to mark the container with a suitable marker pen in order to determine what is contained within the vessel.

It is a legal requirement of the Chemical Hazardous Information and Packaging Regulations (CHIP) to ensure that all chemical substances are correctly labelled. Therefore any chemical substances that are delivered to the organisation without appropriate documentation must be rejected and returned to the supplier. Guidance on what labelling is required can be obtained from the hazard data sheets supplied with the substance.

3.08 Disciplinary rules

Please note that you will be subjected to disciplinary action and may be dismissed if after an investigation you are believed to have acted in any of the following ways: -

· Deliberately breaking any of the above safety instructions.

· Removed or misused any piece of equipment, labels, sign or warning device which is provided by the home for the protection and safety of its employees.

· Used a naked flame in a no smoking area.

· Failed to follow the laid down procedure for the use of: -

· Flammable or hazardous substances.

· Toxic materials.

· Items of lifting equipment.

· Behaved in any manner that could lead to accidents, including practical jokes etc.

· Undertook any action that may interfere with an accident investigation.
3.09
Display screen equipment (DSE) 

If you are required to operate computer equipment it is important to familiarise yourself with the contents of the relevant risk assessments. All workstations provided with visual display screen equipment are risk assessed and the results are recorded and retained by the Home Manager.

If you are a defined “user” under the display screen equipment regulations, a separate risk assessment will be completed for your workstation. If at any time changes are made to your workstation, the assessment will be required to be reviewed and it is therefore important to notify you’re the Home Manager as soon as possible to ensure this process can be undertaken.

Your eyes play an important role when using display screen equipment and may be affected as follows: -

· Close up work – leading to tired eye muscles due to holding the focus on the display screen.

· Constant adjustment of light changes and glare along with the shifting of your gaze between reference sources and the screen may result in tired eyes.

· Generally wearing corrective glasses is not a problem when using display screen equipment however, if you: -

· Wear contact lenses they may feel dry if you blink less often while staring at the computer screen.

· Wear reading glasses or bifocals, they may prevent you clearly focusing on the screen.

· Wear bifocals, they often require you to tilt your head, which can often
lead to neck strains and discomfort when using the computer equipment.

If you have any problems it is important you notify the Home Manager as soon as possible.

A mouse is a small device that is attached to the computer and is used to input data into the machine. If a mouse is used incorrectly it can often lead to hand and arm injuries.

You can help eliminate any problems by the following actions: -

· Keeping the mouse within easy reach, you should not have to stretch your arm in order to reach the control.

· Do not hold the unit too tight and use your whole arm to move the mouse and not just your wrist.

· Where possible, always rest your arm on the desk while using the mouse unit.

· Lightly rest your hand and fingers on the unit and don’t push too hard on the buttons.

· If possible switch hands now and then.

· Take regular breaks – even short rests can help when completing intensive work.

· Regularly clean your mouse, as a mouse with clogged rollers requires more effort to operate.

When operating computer equipment, you often have your arms raised or your wrists bent for long periods, which can lead to tendon and nerve disorders. It is therefore important: -

· To ensure that you keep your forearm at right angles to your upper arm.

· To keep your wrists straight and in line with your hand and forearm.

Incorrect positioning of the computer screen equipment can lead to physical problems. When sitting at your computer equipment, it is important that you sit correctly, as failure to do so may lead to poor posture or muscle strain. The upper body is most comfortable when you: -

· Keep your back supported.

· Keep your head upright.

· Keep your upper arms hanging in the relaxed position at your sides.
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If you experience any discomfort it is important that you tell management  
Some frequently asked questions about computer equipment are: -

Q.
How can I reduce stress from working with display screen equipment?

A.
Keep yourself fit and healthy and get adequate rest and exercise with a well-balanced and healthy diet. (If you have any health concerns you should consult your doctor before starting any exercise programme.)

Q.
Does the display screen equipment give off any radiation?

A.
Computer equipment is like most other common electrical devices such as irons, toasters, kettles etc. and can produce some kind of radiation. However, a display screen gives out less radiation than the natural environment and the amount of radiation that is produced is well below the amount that is considered harmful.

Q.
Should I work with the display screen equipment if I am pregnant?

A.
There is no evidence that using computer equipment when pregnant is harmful to the mother or baby. If however, you have any concerns you should speak to your personal physician.

3.10 Drugs and medication 

All drugs and medicines that are used within the home are kept under lock and key at all times to ensure that they are not open to any abuse. The keys to the medical cabinets will only be held by senior and nominated personnel at the home.

Any medication that is administered to service users will be documented on the individual service user’s record sheet and kept on file for future reference.

3.11
Electricity 

WE ALL KNOW ELECTRICITY CAN KILL! 

Electricity cannot be heard or seen yet it can kill if used incorrectly. A small electric shock from an electrical appliance may not be sufficient to kill but it may be capable of causing burns to the body. Therefore all electrical equipment will be selected carefully to ensure it is suitable for the use within the organisation.

Moveable and portable electrical equipment will be inspected, tested and maintained on a routine basis, depending on the use and application of the particular item.

All operators of electrical equipment will be trained where appropriate to use the equipment in accordance with the manufacturer’s instructions.

Always visually inspect electrical equipment prior to use to ensure the item is safe. If electrical equipment is damaged, report it to the Home Manager immediately. Under no circumstances tamper with the electrical apparatus unless you are competent and authorised to do so.

Do not: -

· Leave cables where they can get damaged, wet or pulled out of their connection.

· Lift, pull, lower or carry electrical equipment by the electric wire.

· Misuse electricity or electrical equipment.

· Run power tools from any lighting circuit.

· Force a plug into a wrong socket or jam wires into sockets

· Overload sockets.

You should: -

· Take care not to run chairs or other objects over cables.

· Take care not to damage cables that are under desks.

· Check that leads are in good condition.

· Only use equipment that has been checked and labelled as safe and has a date code mark.

· Use extension leads only when necessary and have been approved by the organisation.

· Always follow the manufacturer’s instructions.

· Report and isolate faulty or damaged equipment.

· Always keep switchboards and main electrical panels clear of obstructions at all times.

3.12
Fire

People’s lives and livelihoods are at risk when a fire starts. Fire prevention is critical in all organisations.

Never smoke in no smoking areas and always ensure smoking material is extinguished before being disposed of.

Do not: -

· Overload any electrical socket or cable.

· Allow combustible materials to accumulate e.g. waste paper.

You can help the home reduce the risk of fire by: -

· Reporting all defective electrical equipment.

· Reporting the misuse of heating appliances.

· Reporting any leaking flammable liquid.

· Reporting any damaged fire safety equipment.

· Extinguishing small fires on discovery only if trained to do so. This should only be undertaken if you can do so without taking risks. The first few seconds are critical.
It is important that you familiarise yourself with the fire precautions TODAY. This means knowing how to raise the alarm, where all the fire appliances are located and the emergency escape routes.
TACKLING FIRES - KNOW YOUR FIRE EXTINGUISHERS 

In a typical work premises you will find four types of fire extinguisher. It is very important that you know the different appliances and know how to use them; it may save your life.

All fire extinguishers consist of a red body with various coloured labels, because it is red do not assume that the appliance is water. It is therefore important to familiarise yourselves with the type of appliances within your work premises at the earliest possible time.

Below is a simple chart to help you recognise the various extinguishers: -

	Extinguisher type
	Appliance colours
	Used on
	Not to be used on

	Water
	Red body, white label
	Wood, paper and textiles. Most combustible building materials.
	Live electrical equipment, burning liquids and flammable metals.

	Foam
	Red body, cream label
	Burning liquids, oil fires and bitumen boilers.
	Live electrical equipment or flammable metals.

	Dry powder
	Red body, blue label
	Burning liquids and live electrical equipment.
	Flammable metals.

	Carbon dioxide
	Red body, black label
	Live electrical equipment and burning liquids.
	Flammable metals.


Always remember, only attempt to extinguish a fire if you know what you are doing and it is safe to do so. IF IN DOUBT GET OUT.

Fire action 

If you discover a fire: 

Immediately activate the nearest call point.

Attack the fire (if trained to do so) with appliances provided but without taking personal risks.

Call the fire brigade immediately by telephone.

· Lift the receiver, select a line and dial 999.

· Give the operator the home’s telephone number and ask for the fire brigade.

When the fire brigade replies give the response distinctly: -

“We have a fire at Cornford House” and give the operator the address.

Do not replace the receiver until the fire brigade has repeated the address. Call the fire brigade immediately to every fire or on suspicion of a fire.

On notification of a fire: 

· Immediately follow the designated fire evacuation procedure.

· The final evacuation assembly point is located at the fire panel.
· The Senior Carer will take charge of any evacuation and ensure that no one is left in the building.

Use the nearest available exit.

Do not stop to collect personal belongings.

Do not re-enter the building until told to do so by the senior Fire Officer.

Procedure during fire alert

On hearing alarm: -

· All staff to go to alarm panel.

· Close doors and windows on way to panel.

· Check zone lights – to find out where the alert has come from.
· Check fire/fault lights – is it a fire or a fault? 

· Leave sounder on.
· Agree together a plan of action (who will go where etc.).
· Allocate 1 person to call fire brigade 
Procedure: -

· Using any telephone, dial 9 – 999. (Private lines dial 999) 
· Give full address and telephone number – state nursing home.
· Check zone for fire as follows: -

· Make sure you work together – know who is going where and what you will do in case of a fire being found.

· Check every room, cupboard and corridor in zone by: -

· Looking for smoke.

· Looking for fire.

· Checking for light on smoke/heat detector.

· When checking rooms – if smoke is seen coming from room (under door etc.)

· Be very careful.

· Check with back of hand to see if door handle is hot – if it is – Do not enter.

· If handle is not hot, proceed as below.
· When checking rooms if any sign of possible fire: -

· Be very careful open door as follows: -

· Stand to one side – with back against the wall.

· Open door carefully without looking towards it.
Reason – if fire is smouldering, sudden supply of oxygen from opening door may cause flash of fireball. This will go past you if you are well positioned if you are in front of the door, it will be full in the face.

If fire found – be sure that fire brigade has been called, and: -

· Move service users to a safe area, behind 2 fire doors.

· Do not use lift/stair lift. Close all doors and windows as you go.

Use equipment to control fire if possible and safe to do so. Do not risk your own safety. Be prepared to give all relevant information to fire brigade. Have the nominal roll ready.

3.13 First aid procedures 

Cornford House will ensure that all first aid kits that are provided are fully stocked at all times and will only contain items that the First Aider has been trained to use, therefore they will not contain any medication such as creams, lotions or drugs.

Cornford House are committed to ensuring that adequate numbers of trained First Aiders are available at all times to deal with any accidents and injuries that occur.

The management will ensure that: -

· Employees are familiar with the identity and location of the nearest trained First Aider and the location of the first aid kit.

· The first aid kit is easily accessible at all times.

· Professional medical assistance is summoned where necessary.

· All relevant details are recorded in the accident book and where necessary details are forwarded to the head office.

The names of the First Aiders can be found on the first aid notices, which are displayed in prominent locations around the home’s premises.

If medical treatment is required, select a line and dial 999 and ask the emergency services to send an ambulance, giving the address and the nature of the injury. If necessary post a look out for the ambulance and crew so that they can be directed to the casualty quickly.

The contents of the first aid kits will be checked and replaced as required by the Home Manager.
Nearest hospital with accident and emergency facilities
Eastbourne District General Hospital
Kings Drive
BN21 2UD
Telephone 01323 417400
3.14 Food safety procedures

It is Cornford House policy to ensure that all employees who handle food are commensurate with their duties and are suitably trained and qualified in food hygiene.

All food handlers should be in good health in all aspects, ranging from oral hygiene to general fitness. Any food handler suffering from diarrhoea, vomiting or a food- borne infection must not handle food.

If you are suffering from any of the above, immediately notify the Home Manager who will exclude you from any work that would expose food to the risk of pathogens.

All food handlers who have consumed a meal known to have caused food poisoning or live in the same household as a confirmed case or have suffered diarrhoea or vomiting whilst abroad must report the incident to the Home Manager.

Any food handler who excretes food poisoning organisms must not resume food- handling duties until they have obtained medical clearance.

All staff who are employed to work within the food preparation area, must inform the Home Manager immediately if they are suffering from skin infections, sores, heavy cold and ear or eye discharge so that they can be excluded from work until they have obtained the appropriate medical clearance.

As the hands are in direct contact with the food they are the primary routes for transferring food poisoning bacteria. Therefore, it is important to ensure that hands are kept very clean at all times and the correct hand washing is essential.

When washing hands they should be wet and a liquid soap applied. A good lather is required and the wrists, forearms and in-between the fingers should receive attention.

All food handlers must wash their hands regularly throughout the day and especially:

· On entering the food room and before handling any food or equipment.

· In-between handling raw and cooked food.

· After combing or touching hair.

· After eating, smoking, coughing or blowing the nose.

· After handling waste food or refuse.

· After handling cleaning chemicals.

As the fingernails may harbour bacteria, they must be kept short and clean at all times. Nail varnish may contaminate food and must not be worn whilst at work.

Under no circumstances should any food handler wear earrings, watches, jewelled rings or brooches as they harbour dirt and bacteria. Furthermore, small stones or pieces of metal may end up in the food that would result in complaints from customers.

Food handlers should not wear strong smelling perfume or after-shave as they may taint foods that have a high fat content.

It is essential that all persons engaged in the preparation, cooking and the service of food are aware at all times of the need for certain elementary precautions of safety in order to minimise the risk of accidents.

· Do not leave metal spoons in boiling liquids.

· Do not leave handles of cooking pans over the gas flame.

· Always carry a knife with its point towards the floor.

· Never attempt to catch a falling knife.

· Always cut or chop on a board. Never in the hand.

· Always clean up any spilled grease or fat from the floor immediately.

· Never use a damp cloth for lifting or carrying hot utensils.

· Any pans containing hot fat that catch fire should be extinguished by smothering with a fire blanket or a thick damp cloth. NEVER POUR WATER ON A FAT OR OIL FIRE.

· All long hair should be covered with a clean head cap or similar means of protection.

· All gas and electrical appliances must be turned off when not in use.

· Never attempt to carry large heavy containers of hot food single-handed. ALWAYS GET ASSISTANCE.

· Do not reach over naked burning gas appliances.

· Never place any cleaning fluids into bottles originally used for food products e.g. lemonade or milk bottles.

3.15 Gas cylinders

All compressed gas cylinders must be kept in the correct storage area with the correct warning signs displayed. It is important to ensure that the various gas cylinders are kept separate at all times i.e. fuel gas separate from oxygen gas, full from empty etc.

All employees who handle and use compressed gas should be familiar with its properties:-

· The gas is carried in the cylinder as a liquid under pressure.

· Gas is heavier than air and any leakage will collect at low level.

· A small amount of gas in air can cause a flammable mixture.

Due to the above properties, caution must be used when handling or using the gas equipment:

Always:
· Store cylinders in a cool place.

· Turn off the gas at the cylinders and allow the gas in the pipeline to burn off before closing the valves.

· Make sure when changing the cylinder that the valve is closed before removing the regulators.

· Ensure that hoses are in good condition.

· Keep naked flames and other sources of ignition away from the gas cylinders.

Never

· Use or store a gas cylinder on its side.

· Store gas cylinders below ground level.

· Attempt to heat a gas cylinder however cold the weather. 3.16 Handsandskin 
As the hands are in direct contact with the food they are the primary routes for transferring food poisoning bacteria. Hands must be kept very clean at all times and the correct hand washing is essential.

The hands should be wet and a liquid soap applied. A good lather is required and the wrists, forearms and in between the fingers should receive attention where necessary for example after visiting the toilet or handling raw food.

All food handlers must wash their hands regularly throughout the day and especially:

· After visiting the toilet.

· On entering the food room and before handling any food or equipment.

· In between handling raw and cooked food.

· After combing or touching hair.

· After eating, smoking, coughing or blowing the nose.

· After handling waste food or refuse.

· After handling cleaning chemicals.

As the fingernails may harbour bacteria, they must be kept short and clean at all times. Nail varnish may contaminate food and must not be worn whilst at work.

3.17 Hazard detection 

The Health and Safety at Work etc. Act 1974 and the Management of Health and Safety at Work Regulations both state, that employers and employees have a legal duty to inform persons of hazards within the workplace. The management informs employees by means of risk assessments, training and documentation. The employees inform management by means of safety representatives or verbal and written communication.

To encourage safety awareness in the workplace, a hazard reporting system is provided to ensure that all members of the workforce have a means of reporting hazards that may be present in their place of work.

When a hazard has been identified it must be reported immediately to the Home Manager. It is their duty to assess the situation and introduce the necessary control measures, so far as is reasonably practicable, to prevent injury or unsafe conditions.
If the workforce is encouraged to use this system, then accidents should be reduced considerably and working conditions will improve. This will, in turn improve the attitude of the workforce towards safety and will aid the home in consulting with employees.

If a hazard is detected then ensure that you: -

· Complete part one of the hazard report form.

· Liaise with the Home Manager who will carry out the necessary remedial action.

Near miss

Near misses are accidents that nearly happened, e.g. potholes, trailing cables or faulty equipment. These need to be reported when they happen so that action can be taken to put them right. They also need to be recorded (this can be done at a later stage) even if the problem is put right immediately.

To record a near miss, contact the Home Manager and explain the incident, location and type of problem. He/she will ensure that the correct remedial action is undertaken.

Hazard detection report 
EXAMPLE

To be completed for all identified hazards.
Report Number. 1
1. Report. To be completed by person identifying the hazard.

Name.
...Dave
Smith

Date.
...4/4/2003
Time.
3.30 p.m

Description of Hazard.
(Details of machinery / equipment involved, location etc.)

BROKEN
MANHOLE BY THE
RECEPTION DOOR


Has any action been taken to eliminate the hazard?
Yes 
/ No.

Signed: D. Smith 
Position: Receptionist


2.  Action. To be completed by Department Manager/ Supervisor.

Hazard verified.
Yes
/

No.

Date. 
4/4/2003
Time.
3.40 p.m

Action to be taken to eliminate the hazard. (State changes in systems of work etc.) (Interim Precautions.)

CONTACTED CARETAKER AND REQUESTED HE PLACE A WOODEN BOARD OVER MANHOLE COVER

Action to be taken by.
CARETAKER
Completion
Date 
5/4/2003


Signed. 
J HUTCH 
Position 
SUPERVISOR

3.  Financial Approval. To be completed by senior management where costs exceeds department authority.

The necessary expenditure is approved.
Yes
/  No.
Signed. 
F.JONES 
Position
FINANCE
MANAGER...

4. Completion. The remedial action described above is completed.

Completed by
JOHN HUTCH
Date. 
8 / 4 / 2003
.

Signature of person verifying work has been completed satisfactorily 
 J HUTCH

3.18 Hazards and risks

A hazard is something that has a potential to cause harm, including ill health or injury.

A risk is the likelihood that a hazard will cause harm during the course of the work activity.

The home accepts that some of its work activities could, unless properly controlled create risks to employees and other people, therefore it is Cornford House’s policy to take all reasonable steps to reduce the risks to an acceptable level.

A risk assessment will have been completed for all work activities undertaken by the home that contain significant risk. These risk assessments are kept in the risk register and you have access to the assessments through the Home Manager.

You should ensure that you are familiar with the relevant risk assessments for the work that you are undertaking prior to commencement of work.

If you identify any hazards that may put someone at risk you should report it immediately to the Home Manager.

3.19 Infection risks in the nursing home 

Whilst undertaking work with sick and frail service users there may be a slight risk of infection, this can be reduced provided that careful attention is paid to the elementary rules of hygiene.

Main transmission pathways of infection  Contact

Contact with an infected body, excreta, (e.g. salmonella, dysentery), body fluids (especially blood (e.g. Hepatitis B HIV). Contact with contaminated instruments or other equipment such as door handles, telephones and furnishings.

Inoculation
Needle stick injuries or cuts from sharp instruments (e.g. Hepatitis B, HIV Invasive Group A streptococcal infection, TB).

Ingestion 
Transfer of organisms to the mouth from contaminated hands or food can
easily happen through carelessness or smoking (e.g. food poisoning, typhoid).

Eye contamination 

Droplets and splashing can easily transfer infection to the eyes (e.g. HIV). 
Routine precautions 

These precautions assume that anybody may be infected and is therefore a risk to the health of the staff.

· Perform all actions deliberately.  Hurrying increases the likelihood of
accidents.

· Do not smoke, eat or drink while working.

· Wash hands after all procedures especially when handling a service user who may have deceased.

· Always wear disposable gloves (latex or vinyl) when carrying out dirty procedures or where transmission of infection is possible.

· Wear appropriate protective clothing.

· Clean up any spills of blood or body fluids straight away and disinfect surfaces.

· Do not handle items such as telephones and papers with hands, which could be contaminated.

Disposal of clinical waste

· Clinical waste includes dressings and swabs, human tissue, disposable
personal protective clothing and gloves and soiled clothing and bed linen.

· Treat all body waste as potentially infected and dispose of appropriately, e.g. yellow bags for all waste destined for incineration.

· Dispose of syringes, needles, blades etc. into a suitable rigid container (sharps box) to be disposed of in an incinerator.

· All waste will be disposed of through a licensed waste contractor and the appropriate transfer notes kept for two years for non-hazardous/special waste, three years for hazardous/special waste. Clinical waste should not be disposed of with general and household waste.

General rules for the use of cleaning substances and disinfectants

In most circumstances, to ensure a safe working environment, efficient cleaning and hot water is all that is needed to remove the majority of micro-organisms from floors, walls, furniture, fixtures and fittings. Consequently, disinfectants should only be used when surfaces are contaminated with potentially infectious waste.

Disinfectants are intended to destroy micro-organisms, but in practise the process does not necessarily kill all organisms, including bacterial spores, but reduces them to a level that is not harmful to health.

· All COSHH classifiable substances will be assessed and employees trained in their use. COSHH assessment information will be available in the administration office for future reference.

· Never inhale disinfectant vapours.

· Ensure that disinfectants are suitable for the task.
· Wear disposable gloves when using any disinfectant and plastic aprons to protect clothing.

· Handle disinfectant concentrates with care. Take care to avoid splashes, especially if diluting concentrated disinfectants, when eye protection should also be worn. Should splashes occur in or around the eyes, stop work immediately and irrigate eyelids and eyes with water.

· Take care to make up working dilutions of disinfectants at the correct and therefore, the most effective, concentrations.

· Make up disinfectant solutions only when they are needed. Working dilutions are unstable and therefore do not remain fresh for long.

First aid 

· Cover any cuts or abrasions with waterproof dressings.

· If a sharps injury is sustained, wash under copious running water and encourage bleeding. Report wounds to the Home Manager and consult a general practitioner about Hepatitis B vaccination or booster.

· The first aid Supervisor will ensure that the first aid box is routinely
checked to see if it is fully stocked and that eyewash is readily available.

Immunisation against infectious diseases

· It is the responsibility of the employer to be aware of the vaccination status of staff and to ensure that they are appropriately protected against tetanus, Hepatitis A and B. Currently, no vaccines are available to protect against HIV and Hepatitis C.

· In practise, it should be noted that immunisations only protect against a few diseases and therefore, good hygienic precautions still need to be practised at all times.

3.20 Jewellery and perfume

Under no circumstances should any food handler wear earrings, watches, jewelled rings or brooches as they harbour dirt and bacteria. Furthermore small stones or pieces of metal may end up in the food, which would result in complaints from service users.

Food handlers should not wear strong smelling perfume or after-shave as they may taint foods that have a high fat content.

3.21 Ladders

More accidents occur from the use or misuse of ladders than any other item of work equipment!

Ladders should only be used when the work is of a short duration and can be completed safely.

There are three classes of ladders, class 1. 2. 3. However, class 1 is the only type of ladder that should be used within the premises. All ladders should be of sound construction and free from any defects.

Before using any ladder always inspect it to see that it has not been damaged. Always check the stiles and rungs for any splits or cracks and ensure that none of the rungs are loose. Always check that the base of the ladder is in good condition and where fitted, rubber sole pads are not missing. Under no circumstances attempt to repair damaged ladders.

Ladders should always be set on a firm base at the correct angle of approximately 750 1 rung out for every 4 rungs high.

If the ladder cannot be secured at the top it must be either secured at the bottom or footed by another member of staff. Always extend the ladder at least 1.05m (5 rungs) beyond the working platform, or the highest rung on which the worker will be standing.
Always: -

· Ensure your footwear is free of excess mud or grease before you climb the ladder.

· Face the ladder when climbing it in order to maintain your grip.

· Ensure that a minimum of three rungs overlap when using extension ladders.

Never: -

· Carry heavy or bulky items up a ladder.

· Over reach when working on a ladder.

· Allow more than one person on a ladder at any one time. 3.22 Manual handling 

Incorrect methods of lifting and handling can often result in back injury, which is one of the most common types of injury in nursing homes.

It is the policy of Cornford House to comply with all legislation that is outlined in the Manual Handling Regulations.

Wherever possible manual handling operations should be avoided as far as is reasonably practicable if there is a possible risk of injury.

Where it is not possible to avoid the manual handling operations, an assessment of
the operation will be made taking into account the task, load, working environment and the capability of the individual concerned. The assessment will be reviewed if there is any reason to suspect that it is no longer valid.

All possible steps will be taken to reduce the risk of injury to the lowest level possible.

· Wherever reasonably practicable, mechanical devices should be used for the lifting and moving of objects rather than manual handling. The equipment used should always be appropriate for the task at hand.

· The load to be lifted or moved must be inspected for sharp edges, slivers and wet or greasy patches.

· The route over which the load is to be lifted or moved should be inspected prior to undertaking the lifting operation, to ensure that it is free of obstacles or spillages which could cause tripping hazards.

· Employees should not attempt to lift or move a load that is too heavy to manage comfortably.

· Where team lifting or moving is necessary one person should act as co​ordinator, giving commands to lift, lower etc.

· When lifting an object off the ground, employees should assume a squatting position, keeping the back straight. The load should be lifted by straightening the knees, not the back.

These steps should be reversed when lowering the object to the ground. See the diagrams overleaf.
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Duties of the employee 
In addition to the duties placed on employees under Section 7 of the Health and Safety at Work etc. Act 1974, the Management of Health and Safety at Work Regulations require all employees to use the equipment provided by the employer. This regulation adds that employees should follow all safe systems of work, which have been developed by the home for safe manual handling operations.
3.23 New and expectant mothers at work

It is Cornford House’s intention to take all reasonable steps to protect the health and safety of employees who are new or expectant mothers.

A specific risk assessment will be carried out for all new and expectant mothers by the home Manager and the appropriate action implemented to ensure that the individual is not exposed to any significant risks.

All female staff should inform the Home Manager immediately when they are aware that they are pregnant to enable the appropriate control measures to be implemented.

3.24 Personal clothing 

All staff are reminded that to reduce the risk of accidents, it is essential to wear suitable supportive footwear whilst on duty.

Footwear should have broad flat base with non-slip soles.  Narrow heeled high heeled or “mule” type shoes are not suitable.
3.25 Personal hygiene 

In order to safeguard your health, it is important that you maintain a high standard of hygiene to help prevent illness or industrial disease. This will benefit yourself and your colleagues.

Always

· Wash your hands regularly.

· Wash your hands after handling contaminated material or waste.

· Wash your hands before eating.

· Wash your hands after using the toilet.

· Protect cuts and grazes properly.

· Report any rashes, which occur after handling chemicals or contaminated materials.

3.26
Safety in the kitchen 

It is essential that all persons engaged in the preparation, cooking and the service of food are aware at all times of the need for certain elementary precautions of safety in order to minimise the risk of accidents.

· Do not leave metal spoons in boiling liquids.

· Do not leave handles of cooking pans over the gas flame.

· Always carry a knife with its point towards the floor.

· Never attempt to catch a falling knife.

· Always cut or chop on a board. Never in the hand.

· Always clean up any spilled grease or fat from the floor immediately.

· Never use a damp cloth for lifting or carrying hot utensils.

· Any pans containing hot fat that catch fire should be extinguished by smothering with a fire blanket or a thick damp cloth. NEVER POUR WATER ON FAT OR OIL.

Fire

· Long hair should be covered with a clean head cap or similar means of protection.

· All gas and electrical appliances must be turned off when not in use.

· Never attempt to carry large heavy containers of hot food single-handed. ALWAYS GET ASSISTANCE.

· Do not reach over naked burning gas appliances.

· Never place any cleaning fluids into bottles originally used for food products e.g. lemonade or milk bottles.

With regard to safety: -
REMEMBER

· Be sensible.

· Keep your mind on the job in hand.

· Be alert.

· Use your common sense.

Ensure that your place of work and your methods of work will not cause yourself or any one else to have an accident.

3.27 Safety signs 

It is important that you take notice of all warning signs at work. They have been installed for your safety.

All safety signs are colour coded and each colour has a meaning: -
	Circular red signs indicate PROHIBITED Red is also used to show the position of fire fighting equipment or No Smoking.
	Blue signs indicate that it is MANDATORY to carry out an action, such as the wearing of personal protective equipment
	Yellow and black give the WARNING of a Hazard
	Green signs identify or locate safety equipment as well as marking emergency escape routes
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Under statutory legislation, certain signs and notices must be displayed in prominent positions around the premises.

The Health and Safety (Safety Signs and Signals) Regulations 1996 came into force on the 1st April 1996 and replace the previous Safety Signs Regulations 1980. The regulations now state that employers must use a safety sign where there is a risk to health and safety that cannot be controlled by any other means.

Safety signs are now required to convey the messages pictorially as well as in writing to ensure that the information can be understood by everyone in the workplace.

It is important that you make yourself familiar with all safety signs that are
displayed around the home.

3.28 Smoking in the workplace 

Smoking is the main cause of preventable disease and premature death. It is now recognised that smoking not only affects the smoker but also effects non-smokers through passive smoking i.e. where non-smokers inhale smoke from other people’s cigarettes.
Under Section 2 of the Health and Safety at Work Regulations, all employers must protect the health of employees and provide a healthy and safe working environment. Therefore it is the aim of Cornford House to implement a suitable policy to control smoking within areas under their control.

Cornford House have implemented a strict no smoking policy, which is enforced through disciplinary action.

Breaches of any smoking policies will be dealt with through education and counselling. As a last resort if counselling and negotiation fail, staff who refuse to observe the policies will be subject to normal disciplinary procedures.

All visitors and contractors are expected to abide by the policy and it is the responsibility of all members of staff to instruct them of the company requirements as necessary.

3.29 Training 

All employees have a legal responsibility to take reasonable care of themselves and others who may be affected by their acts and omissions. Employees must also co​operate with the organisation in relation to all training aspects and will be expected to attend any training courses that are provided.

It is the home’s policy to provide all employees with suitable and sufficient information, instruction and training. This is provided not only to ensure that Cornford House complies with statutory legislation but also to secure a safe and healthy working environment for all employees and visitors who may be affected by the organisation’s undertakings.

Management will ensure that all new employees undertake a thorough induction course on the first day of employment that will include all relevant health and safety issues.

The Home Manager is responsible for the health and safety training of all employees in areas under their control. They are also responsible for the induction of existing employees who are transferred into their departments.

All health and safety training will be undertaken as far as possible during working hours.

All training will be recorded, signed by the employee and trainer and will be retained on each individual employee’s personal file for future reference.

3.30 Visit from enforcement officers

The Health and Safety at Work etc. Act 1974 conveys certain powers on inspectors who are appointed by the relevant enforcing body, in order that they may ensure that the relevant statutory requirements are being complied with.

Cornford House recognises the need to co-operate with enforcement officers
once they have produced satisfactory identification. For this reason, it is important that all required documentation be maintained and kept up-to-date.  Such documentation will include the health and safety policy, relevant risk assessments, emergency plans etc.

It is every employee’s responsibility to co-operate with the home to ensure that all health and safety documentation is kept up-to-date and all relevant documentation is completed where necessary.

3.31 Violence/stress in the workplace 

All staff from Cornford House may be subjected to violence and aggression from service users. To ensure that the health, safety and welfare of all employees is maintained at all times, staff are advised to complete an incident report form every time that they are involved in a violent occurrence.

Staff are advised that if at any time they feel they are suffering from stress due to the work that they are doing, they must inform their immediate Supervisor as soon as possible to ensure that appropriate action can be taken.

3.32 Waste disposal 

If kitchen waste is not stored properly it can provide a source of contamination and cause unpleasant odours and attract pests. Two types of waste are generated in food production facilities.

Food waste such as trimmings and plate leftovers and refuse such as cardboard, paper, plastic, bottles, aerosol cans etc.

The following rules should be observed for the handling of waste: -

· Always separate food waste and refuse and put in colour-coded containers.

· If a waste disposal unit is in use ensure that it is cleaned daily.

· Waste containers should be smooth and easily cleaned.

· Bottles and aerosols should not be placed with waste that will be incinerated.

Handling waste indoors

· Empty bins daily or when full (three-quarters full if a bin bag is used).

· Ensure that the bins are covered and secure before removal to outside.

· If possible do not take bins through food preparation areas.

· Clean and dry bins daily, do not leave in food preparation areas overnight and disinfect all bins on a regular basis.

Handling waste outdoors (awaiting collection) 

· Separate refuse and food waste and place in suitable containers with lids. Plastic bin liners should be placed in suitable rigid containers.

· Ensure regular collection; do not allow waste to accumulate.

· Regularly clean the waste storage area and clean containers after use. Disinfect all bins on a regular basis.

· Take all practicable steps to prevent pests gaining access to the waste area.

· If a refuse compactor is used, clean regularly and keep adjacent areas clear of debris.

Equipment used for cleaning waste bins and areas should not be used for cleaning food preparation areas. Always wash your hands after handling waste.

Receipt of health and safety handbook

Cornford House have compiled a health and safety policy as legally required under the Health and Safety at Work etc. Act 1974 and the Management of Health and Safety at Work Regulations.

The main health and safety policy documentation is located in the Manager’s office and is available for inspection upon request.

It is the home’s policy to issue each employee with a copy of the health and safety policy in the form of an employee’s health and safety handbook. It is important that you read and understand the details written within the handbook prior to signing your name at the bottom of this page.
I confirm that I have read and understand the employee’s health and safety handbook and will comply with all rules that are imposed in the interest of safety.
	Date:
	

	Name:

	

	Signature:

	


Please return this form to the Home Manager.





































































































































































































































�


















	CIT 09/04HH
	Employee Handbook – January 2009
	Page 3 of 43



