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SHEPOL 003 Health and safety policy
Safety, health and environmental management system (SHEMS)
1.
Scope
This health and safety policy is applicable to the NHS Business Services Authority (NHSBSA) in all of its operations and functions including those situations where employees are required to work off-site and applies to the health, safety and welfare of all employees and those affected by its activities.

2.
Introduction
2.1
This policy is produced in accordance with section 2(3) of the Health and Safety at Work etc. Act 1974 and shall be brought to the attention of all employees.
2.2 
The Health and Safety at Work etc. Act 1974 requires the NHSBSA to ensure, so far as is reasonably practicable, the health, safety and wellbeing of our employees, and requires us not to put anyone at an unacceptable level of risk as a result of our activities.
2.3
This policy has been produced to help staff understand the duties and responsibilities held by themselves and the NHSBSA.
2.4
In applying this policy, the NHSBSA will have due regard for the need to eliminate unlawful discrimination, promote equality of opportunity, and provide for good relations between people of diverse groups, in particular on the grounds of the following characteristics protected by the Equality Act (2010); age, disability, gender, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, and sexual orientation, in addition to offending background, trade union membership, or any other personal characteristic.
3.
General statement on health and safety
3.1
It is the policy of the NHSBSA to comply with the requirements of the Health and Safety at Work etc. Act 1974 and other applicable legislation as a minimum.

3.2
As the Chief Executive I acknowledge that I have overall responsibility for ensuring that the NHSBSA meets its statutory obligations and that effective arrangements for the management of health and safety are put in place.

3.3
I am committed to achieving high standards of health and safety through the provision of healthy working environments, safe working practices and safe people working therein.

3.4
Both the Leadership Team and I acknowledge that we have a collective role in providing health and safety leadership however; staff at all levels must accept their individual role and responsibility to help us achieve this.

3.5
The Executive Director of Corporate Services is the appointed Leadership Team representative to guide the Leadership Team and Board on all matters of health and safety that affect the activities of the NHSBSA. The Executive Director of Corporate Services is assisted by a team of trained health and safety professionals in carrying out this function.
3.6
As a Leadership Team we collectively aim to set and maintain exemplary standards of health and safety performance and shall support the arrangements and resources necessary for successful delivery.
3.7 
These arrangements and resources shall include as a minimum the following elements:
· a safe working environment including safe entry and exit to all workplaces
· safe systems of work
· consistent policies for significant health and safety risks
· consultation with all staff on health and safety matters

· training, information, instruction and supervision for all employees as required
· emergency preparedness, including the management of accidents, first aid and ill-health issues
· systems to monitor health and safety performance
3.8 
As Chief Executive I will ensure that the Leadership Team commits to continually improve and promote health and safety as a priority for all involved in the delivery of the services we provide. I believe that this will help to create a working environment in which health and safety is an everyday part of our culture and practice.
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Alistair McDonald
Chief Executive NHSBSA
4.3
Responsibilities within the organisation
4.3.1
Chief executive and leadership team

4.3.1.1
The Chief Executive has ultimate responsibility for ensuring that the members of the Leadership Team understand and fulfil their health and safety roles.
4.3.1.2
Whilst overall responsibility for the implementation of the health and safety policy sits with the Chief Executive, responsibility for day-to-day application of this policy is delegated to the members of the Leadership Team, Heads of Service, Managers and staff, with appropriate training and support.

4.3.2
Leadership team

The members of the Leadership Team have individual responsibilities in relation this policy and associated health and safety procedures within their operational areas, in addition to a collective responsibility for health and safety within the NHSBSA.

4.3.3
Heads of service
Heads of Service are responsible for ensuring that this policy and associated health and safety procedures are implemented. Heads of Service shall provide support and advice to their respective staff and monitor health and safety matters within their respective areas.


4.3.4
Managers

Managers are accountable to their respective Heads of Services and are directly responsible for familiarising themselves with and implementing this policy and associated health and safety procedures within their respective areas.



4.3.5
Safety, health and environment (SHE) team
4.3.5.1
The SHE Team shall consist of competent persons with the necessary skills, training, knowledge and experience to advise on all health and safety matters that apply to the NHSBSA. 

4.3.5.2
The SHE Team shall assist in the implementation of the measures that the NHSBSA shall take to comply with all health and safety matters across all levels within the organisation.
4.3.6
Employees

4.3.6.1
Employees shall make themselves familiar with the NHSBSA Health and Safety Policy and health and safety procedures relevant to their areas of work.
4.3.6.2
Employees must:

· take reasonable care for the health and safety of themselves and of any other person who may be affected by their acts or omissions
· not, intentionally or recklessly,  interfere with or misuse anything provided in the interests of health, safety or welfare
· co-operate with their manager to ensure that all relevant statutory regulations, policies and procedures are adhered to
· participate in various forms of training designed to improve their knowledge, skills and understanding about health and safety
· report  to  their  manager  any  faults,  hazards,  accidents,  incidents, near misses,  dangerous occurrences or damage, regardless of whether persons are injured

4.3.7
Contractors and visitors
4.3.7.1 
The NHSBSA recognises that it has a responsibility for the health and safety of contractors and visitors.
4.3.7.2
Managers must ensure, so far as is reasonably practicable, that whilst contractors and visitors are on NHSBSA premises or using NHSBSA work equipment, they are not exposed to unacceptable risks to their health and safety.
4.3.7.3
All contractors and visitors are required to co-operate fully in achieving the aims and objectives of this policy and to comply with their own individual responsibilities for health and safety.
 4.3.7.4
All contractors and visitors are required to comply with the relevant NHSBSA premises induction procedures, local policies and health and safety procedures.
4.4
Arrangements and resources
4.4.1
The NHSBSA shall ensure the necessary arrangements and resources are made available as required for the implementation and achievement of this policy. Consistent with the arrangements outlined in “General Statement on Health and Safety” the NHSBSA shall provide for the following.

4.4.2
Safe working environment including safe entry and exit to all workplaces
The NHSBSA shall provide a safe and healthy work environment including consideration of the adequacy of:
· design and construction of facilities
· maintenance of facilities and equipment
· safe passage for pedestrians and vehicles
· internal and external lighting of facilities
· cleanliness, hygiene and welfare arrangements

· working temperatures, ventilation and working space
4.4.3
Safe systems of work
The NHSBSA shall ensure work activities are carried out in compliance with the relevant statutory provisions and all appropriate measures shall be taken to avoid unacceptable risks to employees and others who may be affected by our work activities.
4.4.4
Consistent policies for significant health and safety risks
4.4.4.1
Risk assessment and control activities form an integral part of the NHSBSA commitment to continuous improvement. The NHSBSA shall ensure the appropriate risk assessments are completed, reviewed and updated whenever there is a significant change.
4.4.4.2
The NHSBSA shall ensure that risks are eliminated or have been reduced to an acceptable level and shall ensure employees are provided with the appropriate information, instruction, supervision and training relative to any residual risk. 
4.4.5
Consultation with all staff on health and safety matters
4.4.5.1
The NHSBSA shall ensure effective communication via a range of media and forums including both national and local consultation with employees to ensure the success of this policy.
4.4.5.2
The NHSBSA shall listen to and act upon concerns arising out of consultation with employees and develop policies or procedures to address these concerns and improve health and safety arrangements.
4.4.5.3
Adequate facilities and arrangements shall be provided to enable employees and their representatives timely consultation to raise matters on health and safety.
4.4.6
Training, information, instruction and supervision for all employees
4.4.6.1
The NHSBSA shall ensure employees are competent to undertake their role via initial recruitment policies and procedures and by providing the appropriate training, information, instruction and supervision where appropriate.
4.4.6.2
The NHSBSA shall provide educational programmes that allow all staff to understand their responsibility in the provision of safe systems of work and safe working environments where appropriate.
4.4.6.3
All training shall be recorded and discussed during staff on-going review and objectives (ORO) discussions.
4.4.7
Emergency preparedness, including the management of accidents, first aid and ill-health issues
4.4.7.1
The NHSBSA shall ensure that emergency procedures, including evacuation in case of fire or other significant incidents, are provided and adequately managed.  
4.4.7.2
The NHSBSA shall provide first-aid arrangements including: 

· suitably stocked first-aid kits
· appointed persons to take charge of first-aid arrangements
· information for all employees giving details of first-aid arrangements
4.4.7.3
The NHSBSA shall provide systems for the management and investigation of accidents, incidents and ill-health.
4.4.8
Systems to monitor health and safety performance
4.4.8.1
The health and safety performance of the NHSBSA shall be periodically measured and reported to the Executive Director of Corporate Services and the members of the Leadership Team, for action if required, and communicated to all employees.

4.4.8.2
The NHSBSA SHE Team shall undertake health and safety audits of its activities, systems, procedures and premises on a regular basis and report the results back to the Executive Director of Corporate Services and the members of the Leadership Team.
5.
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