	St John Ambulance 

	[image: image2.jpg]stlohn €33





	National Health and Safety Policy and Organisation and arrangements
	
Effective date  01/01/09



	Name
	Position
	Signature
	Date

	Written by:
Mick Hayward
	National Health Safety and Environmental co-ordinator
	[image: image1.jpg]



	17/12/08

	


1   STATEMENT OF SAFETY POLICY
2   ORGANISATION
2.1 National management Structure
2.2 County management Structure

3   MEMBERS AND EMPLOYEES  RESPONSIBILITIES
3.1  Specific Responsibilities

3.2  General members Responsibilities

3.3  Officers/Supervisors Responsibilities

3.4  Appointed Persons

4    PROCEDURES – Work Equipment
4.1  Risk Assessments





4.20 Training
4.2  Accident/Incident Procedures



5  Communication/Consultation
4.3  Emergency Procedures                                                     
6 Review
4.4  Electrical Equipment

4.5  Housekeeping and Premises

4.6  Smoking

4.7  Visitors

4.8  Contractors

4.9  Hazardous Substances

4.10 Environmental Compliance 
4.11 Vehicles

4.12 Asbestos

4.13 Legionella

4.14 DSE equipment

4 15 Fire risk assessment

4.16 Manikin Sanitisation

4.17 Manual handling

4.18 Personal Protective Equipment

4.19 Welfare requirements
NATIONAL HEALTH AND SAFETY POLICY STATEMENT

St John Ambulance, a company limited by guarantee, recognises and accepts its responsibilities under the Health and Safety at Work Act 1974, its Regulations and other relevant legislation and will take all reasonably practical steps to ensure a safe and healthy working environment for all employees and volunteers within St John Ambulance. The Chief Commander assumes overall responsibility for health and safety within the Priory and delegates to County Commanders the administration of the policy and procedures within their Counties.

It is the policy of St John Ambulance to ensure:
· Proper consideration and resourcing of health and safety issues in the  business planning and implementation processes.

· The establishment of appropriate organisational structures and a culture which supports risk management and secures the full participation of all members of the organisation

· The implementation of a systematic approach to the identification of risks and the measures to manage them

· Recognition at all levels that good management control is essential for the prevention of accidents, ill health and dangerous occurrences 

· Adequate arrangements at all levels of the organisation to review performance and learn from experience

It is the policy of St John Ambulance to ensure that individuals are aware of their legal obligations :

· To co-operate fully with management. This will require commitment from all members of St John Ambulance, including Priory Council, members; volunteers; and salaried staff.

· To follow the safety rules and regulations laid down by St John Ambulance

· To take reasonable care of their own health and safety and the safety of others who may be affected by their work activities

· To undertake any training in health and safety matters as appropriate

· To report any hazardous conditions to their immediate supervisor or Officer

This policy will be regularly monitored to ensure that its objectives are achieved. It will be reviewed and if necessary revised in the light of legislative or organisational changes.

Chief Commander                                           Date  1/1/09                                revision No 3
	2 Organisation


2.1 National Management Structure

Chief Commander

The Chief Commander, through Priory Council, is responsible for the establishment and management control of health and safety throughout the organisation. He is the signatory of the National Health and Safety Policy Statement.

Administrative responsibility for health and safety is delegated to County Commanders 

The Chief Commander, through senior officers and executives at both National and County level, will ensure that there are adequate methods of control within the organisation to ensure, so far as is reasonably practicable, the health and safety of all members of St John Ambulance

(NB in this document the term “member” is used to describe volunteers and paid staff)

Health and safety performance is monitored by discussion and co-ordination at National and County management boards and by annual audit of all Counties and divisions within St John Ambulance
In particular the Chief Commander will:

· Periodically review the safety performance of the organisation, in conjunction with information received from the National health Safety & Environmental Co-ordinator, and County Commanders

· Include as appropriate, references to health and safety in his periodic report the Priory Council.

Chief Commissioners Youth – Training & Marketing – Operations – Chief Executive.

Together with the Chief Commander, the National Senior Volunteers are responsible for ensuring that policies are in place throughout the organisation to deliver the requirements of the St John Ambulance health and safety policy statement. The Chief Executive is responsible in respect of NHQ
Policies will be periodically reviewed by the St John Ambulance Management Committee (SJAMC) and where necessary updated in the light of changing requirements. 

They will periodically report to the SJAMC meetings on any health and safety issues relevant to their areas and where necessary  arrange for any monitoring and review of safety performance.

National Health safety and Environmental Co-ordinator

The National Health Safety and Environmental (HS&E) Co-ordinator is responsible for giving assistance, help and guidance to Officers, Executives and Managers within the organisation, both Nationally and at County level, to enable them to carry out their statutory duties.

Working  County health and safety advisors and Area Safety Auditors, the HS&E co-ordinator will ensure that the organisational health and safety management process is audited, on a planned basis, against measurable objectives. 

The objectives of the audit is to establish that:

· Appropriate management arrangements are in place

· Adequate risk control systems exist, are implemented, and are consistent with the hazards identified within the organisation

· Appropriate precautions are in place

The results of auditing will be communicated to duty holders both nationally and at County level. 

The HS&E co-ordinator will report to the Chief Commander on a quarterly basis on all relevant matters relating to health and safety within the organisation.

Safety Auditors

Safety auditors have been appointed, and  are responsible for auditing the health and safety management systems against an National Health and Safety questionnaire  in the Counties assigned to them to a planned schedule. They will identify any shortcomings and issue remedial action lists following each audit. They may also offer advice during their visits to assist the County’s in the implementation of health and safety strategies. They report to the National Health Safety and Environmental Co-ordinator, who will maintain a data- base of audits. Audit visits will be agreed jointly between the Area Auditor, the County Commander and the County health and safety Officer.

2.2 County Management Structure
County Responsibilities

Counties are required to have an auditable health and safety management structure in place. This will be based on the generic health and safety policy and procedures available on the members web site.  The following is a model of how this may be achieved. If the County choose to use a different structure it should be submitted to the SJAMC for approval. The National health and safety audit questionnaire is based on the requirements in the generic documents
Counties will be audited on a planned basis by the Area safety Auditor assigned to them.

County Commander

The County Commander is responsible for the administration of health and safety management within the County, in particular:

· The review of safety management performance within the County

· Seeking financial and other assistance from appropriate authorities to enable the policy to be implemented

· Maintaining safety records, and ensuring that they are available for inspection

· Making periodic reports on matters concerned with health safety and welfare to the County management committee and national headquarters

· Overseeing the dissemination of information on health and safety to members, and ensuring that published information is available for scrutiny

· Co-operating with the County Health and safety Officer, and the Area safety Auditor in all matters relating to health and safety.

Working with the County senior volunteers and the CEO he will, in line with national guidelines:

· Determine the organisational arrangements, and individual responsibilities for health and safety within the County

· Ensure that their responsibilities are discharged effectively

· Communicate the policy and arrangements within the County

· Review and update regularly the safety management arrangements

County Senior Volunteers and County Executive Officer

Functional control for health and safety is exercised through the senior volunteers and County Executive officer. They will ensure that officers, line managers, and members under their control are operating to established procedures.

Line management safety responsibilities will be performed within the established management and reporting lines of the County Organisational Structure, including the relationship of the advisory function of the National Health Safety & Environmental Co-ordinator and National Headquarters to the executive function of the Commander, senior Volunteers and other County Officers.

Senior Volunteers and the CEO are responsible to the Commander. They will implement County policy through established systems of work that reduce risk to the lowest levels reasonably practicable. Their general responsibilities are:

· Supporting the work of the Commander by establishing procedures for communicating information to their staff

· Monitoring the ongoing programme of safety inspections, risk assessment, and risk control implementation carried out by subordinate staff

· Ensure that every assistance is given to senior officers and line managers to ensure the effective implementation of the health and safety policy

· Including as appropriate references to health and safety in their periodic activity reports

Additionally the County Executive Officer is responsible for:

· Reviewing resources allocated for health and safety matters and advising the Commander accordingly.

· Establishing procedures for the reporting of accidents and hazardous occurrences

Officers and Line Managers

Officers and Line Managers

· Have the prime responsibility for the health and safety of all persons under their control

· Must ensure that members are aware of the likely hazards and are instructed in safe working methods and emergency procedures.

· Are required to ensure effective communication to and from members on health and safety matters

· Are responsible for identifying hazards associated with the activities under their control, and to carry our effective risk assessments.

· Are expected to identify training needs of their members, facilitate such training and keep suitable records

· Review health and safety arrangements in their area at least annually and update management arrangements as required

County Health and Safety Advisor

Each County will appoint one health and safety advisor as the main focal point for information and with overall responsibility for reporting health and safety issues at the County Management Board. Counties may decide to appoint other people with specific health and safety responsibilities. Any such appointments will report to and co-operate with the County health and Safety Advisor.

The County Health and Safety Advisor must be sufficiently qualified, and have sufficient time to do the job.

The County Health and Safety Advisor will liaise and co-operate with the Area Safety Auditor in periodic audits of the County health and safety management system.

His responsibilities are 

· Providing advice and guidance to the Commander, CEO Senior volunteers and managers to enable them to carry out their statutory duties with regard to health and safety.

· Ensuring systems are in place for carrying out risk assessments on all activities in the County both voluntary and paid staff

· Ensuring systems are in place with regard to County premises, including planned maintenance , safety audits, and risk assessments

· Ensuring that statutory records are kept and suitably maintained

· Ensuring that appropriate safety notices are displayed in County premises

· Ensuring that health and safety training is provided as appropriate

· Co-operating with the National Health Safety and Environmental Co-ordinator and providing information and statistics as required

Members

All members, whilst at work, or on duty are required to take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions

Members must not whilst at work or on duty recklessly interfere with, or misuse anything provided in the interest of health, safety or welfare.

Legal requirements requirement’s relating to paid staff are as detailed in Sections 7 and 8 Health and Safety at Work Act 1974

The status of volunteers is based upon the Common Law “Duty of Care”

All County Members must:

· Comply with agreed safety rules and codes of practice

· Use appropriate protective clothing and safety equipment

· Report identified hazards

· Report all accidents and dangerous occurrences

2.1 County Management Board

The County Management Board is required to have an    auditable health and safety management system in place.

Under the direction of the Commander (Chairman of the County management Board), members of the County management Board are responsible for the implementation of the Health and safety Policy and Arrangements within the County in line with Legislative and National Headquarters requirements. The Board will oversee the following:

· The review of health and safety performance within the County, ensuring, where necessary appropriate authorities, and financial assistance to enable the policy to be implemented 

· Ensure that safety records are established and risk assessments are carried out  as required, that the findings are documented and that members are informed of any risk to their health, safety and welfare. They will also ensure that systems are established to reduce risk to lowest levels reasonably practicable

· All aspects of property/equipment maintenance and facilities management in relation to health and safety, including fire safety, and ensure the dissemination of health and safety information

	3  Members Responsibilities


3.1 Specific responsibilities

In this document the term “member” shall be deemed to mean both volunteers and employees of St John Ambulance 
1 Responsibilities are designated in accordance with requirements made by National Headquarters guidelines and regulatory requirements.

2 The County Commander  is responsible for the administration of health and safety within the County. In particular he is responsible for ensuring that the health and safety systems within the County are recorded reviewed monitored and maintained, The Commander will determine organisational requirements and individual responsibilities for health and safety within the County.

3 The Commissioners are responsible for functional control of health and safety within their areas of control. They will ensure that members under their control are operating to established procedures. Where appropriate the Commissioners have the delegated responsibility for the health and safety of members at  public events and other duties.

4 Members –in-charge and Superintendents are responsible  to their Commissioners and have delegated responsibility for the day to day operational application of health and safety of members and others who may use their premises In addition they are responsible for members attending public duties and events

5 The County Executive Officer  is responsible for the functional control of health and safety within County headquarters and other training venues and has the delegated responsibility for overseeing the health and safety of candidates, members, and visitors within premises utilised for training. He also ensures that line managers under his control are operating to established procedures. His general responsibilities are:
· Supporting the work of the Commander by establishing procedures for communicating information to staff

· Monitoring the ongoing programme of safety inspections, risk assessments and risk control activities carried out by subordinate staff

· Ensuring that every assistance is given to senior officers and line managers to ensure the effective implementation of the health and safety policy

· Including as appropriate references to health and safety in his periodic activity reports.

· Reviewing resources allocated to health and safety matters and advising the Commander accordingly

· Establishing procedures for the reporting of accidents and hazardous occurrences
6 The Commercial  Training Manager is responsible to the County Executive Officer and has the delegated  responsibility for the implementation of health and safety in training premises  in respect of members, candidates and visitors.

7 Commercial Trainers are responsible to the Commercial Training Manager and have the delegated responsibility for operational applications of health and safety for candidates within St John Ambulance training venues

3.2 General Members Responsibilities

The Health and Safety at Work Act 1974  and other Regulations place certain responsibilities on all members to:

(Sect 7)

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

To co-operate with their employer to enable the employer to fulfil their obligations under the Act

(Sect 8)

Not to intentionally or recklessly interfere with, or misuse anything provided in the interest of health, safety or welfare in pursuance of any relevant statutory provisions

For the purposes of this policy:

“Employee” shall be taken to mean paid staff whilst at work and volunteer whilst on duty

“Employer “ shall be taken to mean St John Ambulance in respect of both employees and members

To this end members are required to:

· Co-operate with St John Ambulance so that all obligations under the Act can be fulfilled, so far as is reasonably practicable

· Work safely and efficiently

· Adhere to operating procedures and codes of practice designed to secure a healthy and safe working environment

· Use equipment, protective clothing and other safety devices as directed and trained

· Report all  incidents that have lead to or could lead to injury or damage (near miss)

· Co-operate in the investigation of accidents in order that preventative measures can be introduced

· Ensure that any equipment, protective clothing or safety device for which they are responsible is maintained, tested, cleaned and stored according to regulations/instructions

· Assist in maintaining a clean and hazard –free working environment

· Never undertake any repairs or alterations to any premises, equipment and safe systems of work or procedure without the full authority of those persons responsible for health and safety at the premises or duty.

3.3 Officers/Supervisors Responsibilities

All Officers/Supervisors are responsible for ensuring compliance with health and safety requirements within their areas of responsibilities, ensuring that in particular:

· Risk assessments of venues, both owned and used by St John Ambulance members are carried out, the findings recorded and all personnel informed of any possible risk to health safety or welfare

· The working environment is not detrimental to health safety or welfare

· A safe means of access and egress to and from the building is maintained at all times it is occupied

· Ensuring that all fire fighting equipment identified as part of a fire risk assessment as being required in the building is regularly services, tested and maintained 

· Ensure that all members receive appropriate information, instruction and training concerning all the health and safety aspects of the work they are expected to do. Including adequate induction training

· This protocol is kept updated and available and that all members are made aware of its contents and any amendments that arise  
3.4 Appointed Persons
3.4.1 County health and Safety Advisor

A County Health and safety Advisor has been appointed and reports to the Commander through the County management Board His responsibilities include:

· Providing help, guidance and advice to County Management Board, supervisors and officer to enable them to carry out their responsibilities for health and safety

· Ensuring that health and safety information is available to all members

· Ensuring risk assessments are conducted recorded and reviewed. (It  is the responsibility of those carrying out the risk assessment, and the relevant line manager to ensure that identified risks are removed, reduced or adequately controlled and that members are informed of any risks to their health, safety or welfare

· Providing assistance as required in any health and safety training deemed to be necessary  as a result of risk assessments or other requirements and regulations

3.4.2 Fire Marshals

Fire marshals have been appointed in all premises carrying out commercial training  and will be nominated in all other St John premises. They must ensure:

· Fire action notices are clear, unobstructed and correct

· All fire exits, gangways, and other means of escape from the premises are kept clear and unobstructed

· Fire extinguishers are correctly located, undamaged and unobstructed

· That fire drills are carried out on a regular basis and that records are maintained

3.4.2 First Aid

Where appropriate, suitably trained and qualified people are appointed as first aiders for the premises. They are responsible for ensuring first aid provision within the building is satisfactory. This includes maintaining supplies of first aid consumables in the first aid box. Adequate first aid provision is made in all St John Ambulance premises, both those used for voluntary purposes and those used as places of work. Each first aid box shall be suitably marked and easily accessible to members at all times,  Trainers working within other customers premises  will comply with local arrangements 
	4 Procedures


Counties will conform to national policies and procedures published by HQC or available on the members web site. They will produce local policies and procedures as appropriate to their operations, and in line with the requirements in the national generic policy and procedure document. 
Work Equipment
All work equipment, including electrical equipment used either at work or on duty as part of St John Ambulance undertakings  will comply to the Provision and Use of Work Equipment regulations (PUWER) All work equipment will be maintained and inspected at suitable intervals either internally or by specialist external companies. The frequency of maintenance  / inspections will be based on manufacturers  guidance and industry best practice. An maintenance  undertaken on St John Ambulance equipment will be formally recorded with a hard copy left on file.
In particular all counties will have procedures for the following:

4.1 Risk Assessments

 Suitable and sufficient risk assessments will be carried out as required by the Management of Health and Safety at Work Regulations. At the appropriate level the Supervisor will be responsible for :

· Risk assessments of the workplace or duty activities. This may include access, egress, materials activities and processes

· Health and safety requirements resulting from the risk assessment will be made known to members via appropriate means – meetings – e-mails-notice boards etc

· Ensuring members under their control receive suitable training to enable them to performs their duties satisfactorily

4.2 Accident /Incident procedure

· Accidents and injuries specified under the Reporting of Injuries Diseases and Dangerous Occurrences Regulations must be reported to the Health and Safety Executive, via County Executive Officer
· All accidents must be recorded in the Accident Book, a copy of which is located in every County building. The completed entry than must be sent to the County Executive Officer
· Accidents to members must be investigated by the members supervisor with the results being recorded on the St John Incident Investigation form (see On Duty manual page 79) Completed forms together with any supporting evidence  should be sent to County Executive Officer
· Quarterly accident statistics will be sent to the National Health Safety and Environmental Co-ordinator

4.3 Emergency procedures

An emergency fire plan, including evacuation procedures will be produced for each St John Ambulance building as required by the Regulatory Reform (Fire Safety) Order 2005  In general the plans will include:

· An evacuation procedure from the premises to a specified assembly point

· All persons to remain outside the building until allowed back by an authorised person

· Supervisor /manager to ensure that all persons are accounted for by appropriate means

· The identity of fire marshals will be identified in all premises

4.4 Electrical Equipment

· All portable electrical equipment owned or authorised for use in St John Ambulance premises are subject to annual checks by a competent person from County headquarters. 

· Records of testing are held on a data base by the County Executive Officer
· All electrical equipment, other than that purchased for St John Ambulance must not be used unless authorised and tested before use in St John Ambulance premises

4.5 Housekeeping and Premises

· All members are to ensure that their workstation is kept clean and tidy, and that any location or area in which they are working is kept clear of waste

· All waste must be removed from the building every day to a secure refuse container outside the building

· Gangways, stairwells doors and windows are not to be obstructed and are to be kept clear of waste. Store rooms are to be kept clean and tidy

· Members are to report any defect of equipment etc to their supervisor, who is ensure that suitable remedial action is taken

· Supervisors are to ensure that all buildings are maintained and inspected, the results recorded and reviewed on an annual basis

4.6 Smoking

It is illegal to smoke in any St John Ambulance premises, any premises used by St John Ambulance or any vehicle owned by St John Ambulance. Smoking is not permitted whilst on duty. Smoking is only permitted in designated areas outside the premises. Disciplinary action will follow any breach of this instruction

4.7 Visitors

· All visitors or students must be logged in and out of  St John Ambulance premises. Visitors must always be accompanied by St John members. Students must be given  a briefing on evacuation procedures and general health and safety issues at the start of every course

· Visitors must comply with instructions given for health and safety.

4.8 Contractors
· Contractors should be on the St John approved contractor list – or working towards approval

· Contractors must present various documentation prior to the work being carried out. This may include a method statement, risk assessment, copy of public liability insurance etc

· Contractors are obliged to comply with all relevant St John health and safety procedures, and must ensure that their work activities are safe and without risk of injury to anyone else using the workplace

· All work carried out on St John Ambulance premises will be subject to the Construction (Design and Management)  Regulations 2007 

4.9 Hazardous Substances  - Control of Substance Hazardous to Health Regulations 
Supervisors are to ensure that:

· All identified substance are assessed in line with the above Regulations and suitable record kept

· Chemicals/substances  are only used by persons who are trained in their use

· Any instructions supplied with the substance are to be followed e.g cleaners, printer and correction fluids etc

· Where contractors are using hazardous substances, adequate risk assessments will be required. They are also responsible for the removal of waste from the premise
· Clinical waste brought onto the premises by members following duties will be safely stored in closed containers until collected as per the County clinical waste policy

· All gas cylinders, including oxygen and entonox  must be stored as per manufacturers requirements 

4.10 Environmental compliance 
County management are responsible for complying with all relevant environmental legislation, in particular the Environmental Protection Act . In particular they will ensure that all waste is securely stored and passed onto licensed waste  carriers for disposal. Clinical waste will be controlled in compliance with St John Ambulance policies
· All clinical waste must be stored, transported and disposed of in accordance with the County clinical waste policy

· All other “non-special” waste must removed from the building at the end of each day and stored in secure waste disposal bins

· All premises will be audited in line with St John Ambulance property committee guidance with a view to reducing their carbon footprint 

4.11 Vehicles

· All St John Ambulance vehicles must be serviced and maintained as per the National Vehicle policy

· All service records are kept at County headquarters

· Authorised St John drivers may only perform basic maintenance e.g cleaning topping up washer bottles – checking tyre pressures as specified in the National vehicles policy
· All  St john drivers must be trained and authorised to drive the specific vehicle by the County transport officer

4.12 Asbestos

Suitable  assessments have been carried out in all St John Ambulance premises as required by the Control of Asbestos Regulations. Where asbestos containing materials (ACMs) have been identified or suspected a written plan of the premises has be made, identifying the areas of the premises assessed and the measures necessary to manage the asbestos risk. Records and photographic evidence must be  held at County headquarters at  all County divisional buildings
· All areas of known, or suspected ACMs will be inspected annually to ensure they stay in good condition. Records of inspections will be entered onto the asbestos register kept at Count headquarters.

· All relevant information will be supplied to anyone carrying out maintenance or repair work on the buildings

4.13 legionella

All St John Ambulance premises have been assessed for the likelihood of legionella contamination. Reviews of the systems will form part of the annual building safety audit programme.  Records and schematic diagram’s are kept at County headquarters and the individual county buildings
4.14 DSE Equipment – Health and Safety (Display Screen Equipment) Regulations
The County will consider a “user” of Display Screen Equipment (DSE) to be anyone who uses such equipment as an essential part of their employment, or someone who operates DSE for periods of an hour or more at a time, more or less on a daily basis.
A workstation shall be considered as an assembly comprising the DSE (including keyboard, mouse and ancillary equipment) the work surface, chair and other equipment, local lighting and the environment in the immediate vicinity.
 Assessment

A DSE risk assessment will be carried initially by means of a self -assessment form issued to all users. Where significant issues are identified. A competent person will carry out further investigations. The assessment will determine who is classified as a “user”, and establish the suitability of both workstations and working practices.

An assessment will be carried out when:
· A new person is appointed

· When new DSE is set up

· When there is a major change in hardware or software

· When there is a substantial increase in task requirements – time spent at the DSE etc.

· When existing workstations are changed or re-located

· Following an accident or incident

Assessments will include anyone regularly working from home who is defined as a “user”

Laptops 

Laptops are increasingly used in the work environment and have the potential for creating specific problems, additional to those experienced with conventional DSE.

Where possible, the following will apply:

Laptops should not be used for periods of more than one hour without a break or change of activity.  If the laptop is used in an office environment, is should where possible be docked into a full size screen, keyboard and mouse.

Laptop users should receive training on how to minimise risks by correct posture, breaks and setting up the laptop to meet their own comfort needs. Laptops should always be placed on a hard surface at the correct height for keying

Laptops, together with their ancillary equipment can present a significant weight when being carried. Training in manual handling techniques should be provided to users.
 Eye tests 

All recognised “users” of DSE will offered suitable eye tests, at the County’s expense, as required by the Regulations. Where the test indicates that spectacles are required specifically for DSE use, County will meet the cost of the eyesight test, basic frames and single vision lenses up to a maximum of £50 

4.15 Fire risk assessments – Regulatory Reform (Fire Safety) Order
All County premises have been subject to a fire risk assessment. Completed assessments will be kept at each premises and at CHQ. Remedial action identified is rectified as a matter of urgency and monitored as part of the planned safety audit programme.
 Arrangements

In particular St John will ensure that 
· All employees and volunteers are given such instruction in basic fire prevention measures as is necessary in the particular circumstances

· Periodic inspections and assessments will be carried out by competent persons to identify fire risks and ensure that appropriate precautions are in place.

· Contractors operations and the risk of fire associated with hot work are suitably controlled 

· Employees and volunteers must report any concerns about fire hazards to a responsible person as soon as possible

· All portable electrical appliances are regularly checked for safety 

· Separate arrangements exist for the safe storage of flammable and combustible materials

· St John has a “No Smoking” policy within all of its premises and vehicles, with the exception of designated areas.

· Good housekeeping is encouraged both inside and outside premises to reduce fire loading and minimise the likelihood of arson.

All line managers and officers are responsible for ensuring these measures are implemented

Emergency Procedures

Emergency procedures for the evacuation in the event of fire are in operation in all St John premises.

Suitable signs are provided as statutorily required.

Fire marshals have been appointed as required. They have been trained in the use of fire extinguishers and evacuation procedures for their areas.

 Maintenance

All Fire alarm systems, fire extinguishers and emergency lighting are subject to regular maintenance   by use of maintenance contracts.

Training

St John will ensure that sufficient training is given to people identified in the fire risk assessment as having specific duties to perform.

4.16 Manikin Sanitization 

General Principles

During the class session

Where possible, and dependent upon the type of manikin used, students will be supplied with their own “face.”

Where this is not possible cleaning materials will be used to disinfect the manikin between each students use. This may be in the form of individual wipes, which contain ethyl alcohol, or by the use of freshly made sodium hypochlorite solution (diluted to manufacturers instructions) prepared for single class use.  Proprietary products such as Milton may be used.

Students are instructed in the method of cleaning i.e. vigorously rub manikins mouth and nose, leave the wipe snugly over the mouth and nose for 30 seconds, and wipe the manikins face dry using a paper towel. Used wipes, towels etc should be treated as clinical waste.

After class sessions

Following class sessions, all disposable items within the manikins will be replaced (lung bags etc) 

Non- replicable items (faces – pipe work etc) will be thoroughly washed in warm soapy water before being disinfected by immersion in a sodium hypoclorite solution for at least 10 minutes and preferably over night. Following the disinfectant treatment all items are rinsed in clean water before re-assembly.

All disposable items will be treated as clinical waste.

General notes

All made – up solutions are changed daily.

4.17 Manual handling – manual Handling Operations Regulations 
All activities involving manual handling operations are identified and checked against a risk assessment filter. 
Where the risk assessment filter, as detailed in HSE Guidance L23 indicates that the activity falls within current guidelines, no further action will normally be necessary unless individual employees or members are identified as being at significant risk.

Where activities fall outside current guidelines or where other circumstances indicate the need, detailed risk assessments will be carried out in order to avoid the operation or reduce the risk of injury to the lowest level reasonably practicable.

Manual handling risks will be considered prior to each work activity. The method of work is adapted to minimise handling risks wherever possible including the use of alternative lifting and carrying methods . St John Ambulance members are advised not to manually handle loads which the feel incapable of moving safely.

Employees / members especially at risk

Particular consideration will be given to employees /members who:

· Are, or have recently been, pregnant

· Are known to have a history of back, knee, or hip trouble, hernia or other health problems which may affect their manual handling capacity

· Have previously had a manual handling injury

· Are young persons

· Are persons to whom the Disability Discrimination Act applies

Employees/ members are encouraged to notify their manager regarding any medical condition, which may inhibit their ability to carry out manual handling operations.

Employees /members duties

All employees are required to co-operate in any assessment made on their behalf, to take reasonable precautions for their own health and safety and for others who may be affected by their activities.

They must also make full and proper use of systems of work provided in compliance with the regulations.

4.18 Personal Protective Equipment – Personal Protective Equipment at Work Regulations 
Suitable and sufficient risk assessments will be carried out on all activities carried out by members of St John Ambulance. Where the assessment identifies the need for PPE this will be provided on an individual basis. Suitable training will be given  to ensure that it is correctly worn.

4.19 Welfare Provision

Suitable welfare provisions will be provided for all members whilst at work or on duty, as required by the Workplace (Health Safety and Welfare) Regulations .Where employees are working in other peoples premises, suitable welfare requirements will be agreed. 
4.20 Training
All members will receive induction training at the beginning of their employment / membership. Additionally they will be suitably trained  for the  activities they are asked to perform  where training is provided suitable records will be kept. Commercial activities are covered by ISO 9001:2000. Annual appraisal of training needs are inspected as part of the audit process. Members training needs form part of their on-going development and are covered by St John Regulations

5 Communication/Consultation.

In order to meet the legal requirements of the Health and safety (Consultation with Employees) Regulations  St John Ambulance will communicate and consult with all employees and members on the following issues

· The control of this policy

· Any issues specific to local Counties  or jobs

· Changes in legislation or working best practice 

· The planning of health and safety training

· The introduction or alteration of new work equipment or technology

This communication  and consultation will take place nationally by means of Headquarters Circulars (HQC’s) and locally by direct discussion with employees via county meetings, tool box talks, e-mails , local intranet  and memos posted on staff notice boards
5 Review
This document will be reviewed annually by the St John Ambulance management board 
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