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ScotNursing Group recognises that employees are its greatest asset

and accepts responsibility as an employer for providing a safe and healthy work

environment.  The Company is therefore taking steps within its power, and so far

as is reasonably practicable, to secure the health, safety and welfare of all its

employees.  It undertakes to ensure that all statutory requirements relating to health

and safety of employees while at work are complied with and communicated to the

employees concerned.

The Company also recognises that it has a duty to secure the health and safety of all

persons on their premises and this general statement extends to visitors, customers,

and subcontractors.

In particular, the Company will pay attention to providing:

a)
Assessments of risks to the health and safety of employees whilst they are at work and the assessment of risks to the health and safety of other persons on the premises, who may be at risk as a result of the Company's activities or conduct. 

b)
Plant, equipment and  safe working practices.

c)
Safe arrangements for the use, handling, storage and transport of articles and substances.

d)
Sufficient information, instruction, training and supervision to enable all employees to avoid hazards and contribute positively to their own safety and health at work.

e)
A safe place of work and safe access to and exit from work.

f)
Emergency procedures for fire and other risks.

g)
A healthy working environment.

h)
Good hygiene and first aid facilities.

i)
Records and analysis of accidents to assist the Company to adopt the most appropriate action for reducing the incidence and severity of accidents and ill health.

This Health and Safety at Work Policy cannot be effective without the full co-

operation of each individual employee, who also has a legal duty to take care of their 

own safety and that of others.  This includes co-operating with the company so as to 

enable it to carry out its responsibilities successfully, using equipment and following 

precautions properly and promptly reporting safety problems to line management.

Organisation and Responsibilities.

Management.

The Managing Director will monitor the Safety policy, at least annually, to ensure that the Company is complying with current legislations. She will ensure that safety audits are carried out by appropriate staff and cause to maintain records of such audits.

The responsibilities of the Managing Director will also include:

a)
maintenance of accident records

b)
investigation of accident

c)
ensuring that good house-keeping practices are maintained to a high standard

d)
identifying the training needs of employees both existing employees and new recruits, in respect to Health and Safety

e)
assessing all new and existing equipment with reference to mechanical and operational safety and in particular, the location of equipment,  bearing in mind all Health and Safety factors

f)
ensuring that there are safe arrangements for the handling, storage and movement 
of materials, equipment, and substances

g)
ensuring that inspection of fire alarms, fire escapes, fire extinguishers, first aid facilities, and lighting are in place and maintained to provide a safe and healthy working environment

h)
ensuring that all new employees receive a structured Induction programme which includes relevant Health and Safety information

i)
liaison with Inspectors from any enforcing authority

j)
forming a Safety Committee and organising regular meetings and ensuring that the
 
minutes are made available to the workforce

Duties of the Person in Charge

In carrying out his responsibilities, the Managing Director will be assisted by the Person in Charge.

The responsibilities of the Person in Charge will include:

a)
maintenance of accident records

b)
assisting the Managing Director in the investigation of accidents involving personal injury or damage to equipment

c)
ensuring that good house-keeping practices are maintained to a high standard

d)
identifying the training needs of employees, both existing and new recruits under their control, in respect to Health and Safety

e)
assessing all new and existing equipment with reference to mechanical and operational safety and in particular, the location of equipment bearing in mind all Health and Safety factors

f)
ensuring that there are safe arrangements for the handling, storage and movement 
of
materials, equipment, and substances.

g)
ensuring that inspection of fire alarms, fire escapes, fire extinguishers, first aid facilities, and lighting, are in place and maintained to provide a safe and healthy working environment

h)
ensuring that all new employees, under their control, receive a structured induction training programme, which includes relevant Health and Safety information

i)
Requesting names of staff under their control to act as safety representatives on behalf of the staff and assist them.

ACCIDENT REPORTING ARRANGEMENTS
Recording and Reporting Accidents and Dangerous Occurrences

All accidents causing death or major injury, must be reported immediately to the Managing Director ,  who will ensure that the enforcing authority is notified. 
Enforcing authority is the Health and Safety Executive (HSE).

Address:  375, West George Street Glasgow G2 4LW  (Tel 0141 - 275 - 3000)

Major Injuries include;
a)
fracture of the skull, spine, pelvis, and any bone in the arm or leg, but not bones in 

the hand or foot

b)
amputation of a hand or foot; or a finger, thumb or toe where the bone or a joint is 
completely severed

c)
loss of sight of an eye or a penetrating injury, or a chemical or hot metal burn to an eye

d)
injury requiring medical treatment or loss of consciousness due to electric shock

e)
loss of consciousness due to lack of oxygen

f)
decompression sickness

g)
acute illness or loss of consciousness caused by absorption of any substance

h)
acute illness believed to be the result of exposure to a pathogen or infected 



material

i)
any other injury which results in the person being admitted to hospital for more than 24 hours

Accidents which result in a loss of three or more days, excluding the day of the accident but including days which would not normally be working days, must also be notified to the H.S.E. within seven days. The Managing Director is responsible for ensuring that such notification has taken place.

Should an employee suffer an injury which results in the person being incapable of doing the work he or she might reasonably have expected to do, that is also reportable if the alternative work lasts more than three days.

Work Related Diseases

Where an employee suffers from one of the 28 diseases specified in Schedule 2 of the RIDDOR Regulations and his or her work falls into one of the categories specified, the Managing Director will send a report to the enforcing authority.

RECORDS

The Person in charge of the workplace will ensure that all accidents, no matter how trivial, are entered into the Accident Book. Accident records must be retained for at least three years from the date of the final entry.

INVESTIGATION of ACCIDENTS and DANGEROUS OCCURRENCES

All accidents and dangerous occurrences that are reportable under the RIDDOR Regulations and all accidents that result in injury requiring medical treatment to any person, whether or not employed by the Company, will be investigated.

The investigation will be carried out by the Managing Director or by any competent person nominated by her.

The report will include the following facts:

a)
name, age, sex and occupation of the injured person

b)
employed or self-employed or contractor's employee. If self-employed or contractor's employee, the name and address of the employer

c)
date, time and place of the accident or dangerous occurrence

d)
nature of injury or condition(with details of location i.e. right or left hand/foot/eye)

e)
how the accident occurred 

f)
details of the medical treatment that was administered

g)
names of any witnesses or other people who may have been involved

h)
details of tools or equipment, that may have been involved and any defects that may have been found

i)
a written statement describing the accident or dangerous occurrence, from each witness

j)
Recommendations for avoiding or eliminating similar accidents or dangerous occurrences.

FIRST AID ARRANGEMENTS

The names of the qualified ‘first aid’ persons for the Company can be found posted on lists within every area.                  

Anyone requiring treatment should contact one of the first aiders.

The first aid person who last used the first aid box is responsible for ensuring, that the contents of the box is replenished immediately.   

Should it be necessary to call an ambulance, the Person in Charge or any appropriate person attending the scene of the accident, will determine if the other emergency services should be called out; if in doubt arrange for the person to be taken to the nearest Accident and Emergency Unit.

All details of first aid administered must be recorded.

Emergency telephone numbers for each Local Hospital relevant to each branch/base are listed below:

Aberdeen 

Aberdeen Royal Infirmary

01224 681818

West Dunbartonshire
Vale of Leven 


01389 754121

Glasgow North 
Western Infirmary


0141 211 2000

Crosslet House 
Vale of Leven



01389 754121

Edinburgh
 
Edinburgh Royal Infirmary

0131 536 1000

Inverness

Raigmore Hospital


0146 370 4000

Leicester

Leicester Royal Infirmary

0116  254 1414

Motherwell
 
Wishaw General


01698 361100

Napier House

Vale of Leven



01389 754121

Glasgow South
Royal Alexandra Hospital

0141 887 9111

EMERGENCIES

IN THE EVENT OF A FIRE:

· RAISE the alarm 

· Telephone the Fire Brigade by dialling 999.

· Do not attempt to tackle the fire unless there is no major hazard to life or limb, and by using the available fire fighting equipment.

· Proceed calmly and without delay to the NEAREST fire exit and assemble at the designated Assembly Point. 

· Do not stop to collect personal belonging.

· Do not re-enter the building until authorised by the Fire Brigade or the person in charge.

· The person in charge will check the building to ensure it is empty as he/she exits.

In the interests of safety, all employees should familiarise themselves with the locations of Fire Points, Fire Extinguishers, Fire Exits and the Evacuation Procedures.

The fire alarm system, where fitted, will be tested at 10 am every Tuesday.  This does not require evacuation procedures to be followed.  Should the alarm be activated at any other time, follow evacuation procedures immediately.                

FIRE  EXTINGUISHERS

Red extinguishers;
Contents- water activated by carbon dioxide or pressurised air.




Suitable for paper, wood, textile fires.  




DO NOT USE ON ELECTRICAL FIRES
Blue extinguishers:
Contents-dry powder activated by carbon dioxide or 





pressurised air.




Suitable for burning liquids e.g. petrol, oil, grease, paint, tar, 




fats, rubber, adhesives AND electrical fires.  
Black extinguishers:
Contents- liquid carbon dioxide. 




Suitable for ANY type of fire, less effective for outdoor use as 




gas can be blown away.  NB. Very noisy and hands must not be 



placed on the horn of the extinguisher as it becomes extremely 




cold during discharge.

Cream extinguishers; Contents- foam. Suitable ONLY FOR liquid fires. 

N.B In future, for compliance with E.C standards, all extinguishers will be red.

SAFETY COMMITTEE

The Company has established a Safety Committee to support to the on-going development of safe working practices throughout the organisation. The Committee is chaired by the Managing Director and comprises  representatives from the main areas of Napier House 

The Safety Committee will meet every 6 months, and minutes of the meeting will be provided to the Managing Director and posted on the Notice Board.  All employees are encouraged to contribute to the success of the Committee by bringing health and safety issues, which are causing them concern, to the notice of their representative.

Training for safety representatives will be provided as required.

The remit of the Safety Committee is as follows:

1.
To assist with the identification of risks to safety and health of the workforce.

2.
To suggest possible solutions to identified health and safety problems.

3.
To represent employees who may have a health and safety problem.

4.
To participate with management on routine safety audits.

5.
To discuss accidents recorded and examine ways and means of eliminating them.

ARRANGEMENTS  for  SUBCONTRACTORS and VISITORS.

The Company recognises its duty of care for visitors, representatives and 

Sub-contractors. All precautions will be taken, as far as it is reasonably practicable, to 

ensure their safety.

SUBCONTRACTORS.
Subcontractors must report to the Person in Charge, before any work is commenced on the premises. At the order stage the Managing Director will request written information on the proposed job method i.e. evidence that a risk assessment has been completed and the subcontractors proposed safety precautions. The Person in Charge will use this document to monitor the employees of the subcontractor. He/She will inform the subcontractor that any breach of the safety methods will be regarded as breach of contract and could lead to no payment for any work completed.

The Managing Director will also request a copy of the subcontractors Safety Policy, if applicable, and evidence that a third party public liability insurance is held  in respect of damage to the company's property and goods.

The subcontractor must supply all necessary plant, tools, and equipment, to carry out the agreed work, by suitably trained and experienced employees.

The subcontractor must restrict himself and his workmen to agreed areas.

The subcontractor may only use company services with written permission.

The Person in Charge must inform the subcontractor of;

Fire Procedures (alarm, emergency exits, assembly point)

First Aid Facilities(in event of an emergency)

Prohibited Areas 

Lock off procedures for equipment.  
All Visitors must report to Reception (where available), The receptionist will contact the appropriate member of staff for each visitor. The Visitors Book must be completed before such persons are allowed into the office, and the receptionist must sign off the visitors once their visit has been completed.  

Under no circumstances must visitors be allowed into the office without an escort. 

EQUIPMENT

All items of equipment are professionally maintained.  Should any equipment be found faulty or damaged, it should be removed from use immediately and details entered into the repair book.  Employees are not expected to attempt repairs unless they have received prior authorisation from a senior manager.

Employees must not use any equipment, unless they have been fully trained and instructed on how to operate the equipment and they feel competent to do so.

Any equipment, which has protective guards or safety devices removed must not be operated by employees. Defective guards or electrical wiring on the equipment must be reported to the person in charge.

Remember!

IT IS BETTER TO BE SAFE THAN SORRY!

Portable  Electrical  Appliances.

All such appliances must have sound adequately insulated cables, properly connected to an appropriately rated fused plug.  When electrical appliances are not in use, they must always be disconnected from the power supply.

Electrical appliances will be inspected for damage, as part of an Annual Safety Audit. Repairs will only be carried out by a competent person, who is suitably qualified/trained to do so. 

Care must be taken to ensure that cables are kept free of the floor and out of the way of other, employees as much as possible. 

PREVENTION IS BETTER THAN THE CURE! 

SUBSTANCES  HAZARDOUS  TO  HEALTH

Substances that are hazardous to health include substances that are labelled as very toxic - toxic - harmful - irritant - and corrosive.

Hazard Data Sheets for all substances used by the company, are held in the admin office. The Sheets provide information on the hazards of the substance, the general precautions to be taken when using the substance, and the first aid measures that should be taken in the event of an accident.

Providing that employees follow the instructions of the manufacturers and use the protective gloves provided by the company, there is little, if any, risk to the health of employees.

Personal Hygiene

Generally there are three ways of being exposed to chemicals; breathing, swallowing, and absorption by skin contact.

Exposure by swallowing is usually only achieved when the basics of hygiene have been ignored. Chemicals can be taken into the body by eating, drinking, or smoking, without hands being washed properly. 

Absorption through the skin is usually prevented, by wearing rubber/plastic gloves.  

Use of Latex gloves is discouraged.

RISK ASSESSMENT

In accordance with, the Management of Health and Safety at Work Regulations 1992, an annual risk assessment of the premises is carried out and a report of same is retained in the respective offices.  Results, of the assessment, is shared with all staff concerned. 

The risk assessment is reviewed when there is reason to suspect that it is no longer 

valid or there has been a significant change in the matters to which it relates, and such 

changes affects the results of the original assessment.

The Health and Safety (Display Screen Equipment) Regulations 1992, requires the Company to conduct a suitable and sufficient analysis of workstations used by staff and attempt to reduce the risks to the lowest extent reasonably practicable.

Definition of a "User".

The Company has identified a user as any member of staff who works at display screen equipment for one hour, without a break from that type of work. If any member of staff meets this definition and wishes eye or eyesight tests, the Company shall arrange such tests to be carried out by a competent person. Where the results of any eye or eyesight test indicates that special corrective appliances appropriate for the work being done, is required, the Company will provide such appliances.

N.B. The Company will NOT provide ANY user with an eye or eyesight test against the user's wish. 
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