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1.
Statement of Intent

This policy aims to support the NOMS Health and Safety Policy with the objective to clarify its application in the NPS Midlands Division.

I fully accept the expectations and commitments stated in the NOMS Health and Safety Policy to provide a safe and healthy work place for all NPS employees and for all those who may be affected by NOMS undertakings such as prisoners, offenders, visitors and contractors.

I recognise that health and safety is of primary importance to the overall performance of the Division and accept that good safety performance, where risks are effectively managed and accidents, injuries and occupational ill health are reduced as far as is reasonably practicable, will add to the overall performance of the service.

Specifically I commit NPS Midlands Division to 

· Provide and maintain safe and healthy places of work, working conditions, equipment and systems of work for all employees so far is reasonably practicable; 

· Provide employees with the information, instruction, training and supervision that they require to perform their work safely and efficiently so far as reasonably practicable

· Ensure the safety and health of offenders and non-employees effected by NPS undertakings so far as is reasonably practicable 

· Ensure pragmatic compliance with all relevant health and safety legislation 

· Carry out risk assessments and implement proportionate and pragmatic control measures

· Provide a mechanism for regular monitoring, auditing and reviewing of HS performance and controls 

· Consult with and involve employees and their representatives on health and safety matters 

· Provide effective communication to employees on all health and safety matters 

· Implement arrangements for the use, handling, storage and transport of articles and substances

· Bring this policy to the attention of all employees.


Signed: 
Sarah Chand

Deputy Director, NPS Midlands Division

Date
14.10.14

2. 
Organisation and Responsibilities

2.1 
General Introduction   

This section sets out the individual responsibilities for the management and integration of health, safety and welfare within their individual sphere of service delivery. In all cases it should be noted that whilst the practical delivery of a responsibility can be delegated, the accountability for that delivery cannot. These responsibilities and accountabilities are to be incorporated into the relevant job descriptions.

Figure 1 sets out the organisational structure, where at each level the key managers are identified. 

2.2 
Specific Health and Safety Responsibilities 

2.2.1 The Deputy Director is responsible and accountable to the Director of Probation Services for ensuring that:
· A safe and healthy workplace is provided, with safe systems of work and appropriately trained employees within the Division;

· Appropriate resources are identified within the business planning process to ensure compliance with this policy; 
· Managers are held to account for health and safety performance within their areas of control;

· The health and safety risk assessment process is fully implemented throughout the Division;

· Suitable arrangements are in place in all premises to ensure the safety of staff and others in the event of a fire or other emergency and that these are regularly reviewed and tested for efficacy;

· Effective arrangements exist for the pro-active and reactive monitoring of health,  safety and fire safety performance, including accident/incident statistics and building inspections;

· Appropriate mechanisms are in place for effective consultation with staff and their Union H&S representatives including the facilitation and chairing of a Divisional H&S committee;
· A Health and Safety Sponsor and/or HS liaison is nominated for all locations where NPS staff work or deliver service;
· Appropriate arrangements are in place for significant accidents or incidents to be brought to their attention.
2.2.2 The Divisional Lead Health, Safety and Fire is responsible and accountable to the NOMS Senior Health and Safety Adviser (NPS) for:
· Advising the Deputy Director on all aspects of health, safety and fire safety management in the Division;
· Providing direction and guidance to Managers, Health and Safety Sponsors and the Divisional Health and Safety Committee on health, safety and fire safety matters;

· Providing formal and effective governance and assurance of standards of health, safety and fire safety management in the Division;

· Oversight of health safety and fire training arrangements within the Division.
Except for those under the direct management supervision of the Divisional Lead Health, Safety and Fire, he/she is not responsible for the implementation of health and safety systems locally.  This is a line management function.
2.2.3 ACOs and Heads of Department are responsible and accountable to the Deputy Director for ensuring that:-
· This policy is effectively disseminated and implemented within areas under their control and that all their managers and staff appreciate their specific health, safety and fire safety duties;
· Suitable health and safety objectives are set for their line managers, which are monitored using relevant performance standards;

· Health and safety risk assessments are undertaken and implemented by their managers or experienced persons for all areas of work areas under their control;
· Suitable fire risk assessments and fire safety arrangements are in place for all locations where their staff work;
· In all offices/locations under their control, relevant local Health and Safety responsibilities/ duties have been clearly allocated and documented (in an office health and safety structure diagram or similar);
· Each site under their control has a nominated Health and Safety Sponsor and/or H&S liaison lead;
· A H&S Group is in place in their Cluster and that they are actively involved in and chair the meetings (as far as is reasonably practicable);
· They monitor the health and safety performance of sites and services under their control and they are kept informed of significant accidents/incidents that may occur;
· There is consultation with staff and their elected Union safety representatives on heath, safety and fire safety matters, including when planning re-organisations, re-locations and significant changes to buildings or work practices; 
· Sufficient time, resources and where necessary assistance are provided to line managers and appointed staff to enable them to effectively undertake delegated health and safety responsibilities;
· The health and safety training needs of line managers and employees within their sections are constantly monitored and actioned.
2.2.4 Senior Probation Officers and all other line managers are responsible and accountable to their ACOs/Heads of Department for ensuring that:-
· They lead the production and review of health and safety risk assessments necessary for their area of work and ensure any actions arising from them are implemented in a timely manner;
· Individual risk assessments including stress, new and expectant mothers, personal emergency evacuation plans are undertaken as necessary;

· New staff under their line management supervision receive adequate induction to their role and safe procedures of their work;
· Existing employees under their line management supervision receive such information, instruction and training as necessary to understand and comply with the relevant sections of this policy and their statutory duties, as it affects their health, safety and welfare at work;
· Effective personal assistance alarm procedures are in place for offices where their employees work; 
· A fire risk assessment, fire plan and emergency evacuation procedure are in place for offices where their employees work;
· An effective health and safety responsibilities diagram, identifying the names of managers and staff responsible for health and safety tasks (e.g. alarm testing, emergency drills, building inspections, first aiders, fire wardens etc), is in place for all offices;

· The completion of routine office health and safety tasks is monitored and regular health and safety performance reports made;

· Appropriate action is taken to deal with health and safety deficiencies as identified during inspections, assessment reviews, accident investigations or reported by staff, having regard to the level of risk involved;
· All accidents/incidents are appropriately recorded, reported, investigated and remedial actions taken as necessary;
· They participate in health, safety and welfare quarterly office inspections;
· They are actively involved in their Cluster health and safety group.

2.2.5 Approved Premises Managers have the general responsibilities and accountabilities of SPOs (see 2.2.4) but are additionally responsible and accountable to their ACO for ensuring that:-
· All residents’ rooms are checked on a daily basis. 
· Quarterly health and safety inspections are carried out and actions are taken to remedy any deficiencies identified.
· Adequate first aid arrangements exist in the Approved Premises.
· There is a fire emergency plan for the Approved Premises, all staff and residents are aware of their action and weekly fire alarm tests and 6 monthly fire drills are carried out.
· Adequate personal assistance alarms (panic alarms) are installed, tested weekly and maintained and all staff know the procedure.
· All new residents are assessed prior to placement and receive appropriate Health and Safety information as part of their induction in to the Approved Premises.
· Prescribed medication is stored and made available to residents in accordance with NPS policy.
2.2.6 Staff with delegated health, safety or fire safety duties are responsible and accountable to their SPO/Line Manager for:-
· Delivering their allocated H&S task in accordance with instruction or training to the required standard or timescales;
· The health and safety tasks will include:-

· fire alarm testing

· personal assistance alarm testing

· holding fire emergency evacuation drills

· holding personal assistance alarm drills

· undertaking workplace inspections

· checking first aid box and/or spillage kit contents  

· being a nominated first aider

· being a nominated fire warden/marshal

2.2.7 All NPS staff at every level have an explicit legal duty to look after their own health and safety and that of others effected by what they do or do not do and to co-operate with their employer on matters of health and safety by:-
· Following agreed procedures and processes;
· attending and following relevant instruction and training
· considering risk before acting - in line with training and guidance
· reporting incidents, ill-health and near misses
· contributing positively to discussions about improving procedures and processes via risk assessment
· voicing to their line manager and concerns they have regarding their health and safety
2.2.8 Contractors and other non NPS employees working in NPS Premises must ensure that:-
· They comply at all times with the local health and safety rules etc as well as those of their parent organisation.  
· The parent organisations must ensure that all such persons are competent to undertake the activities on which they are engaged and work in accordance with their safe systems of work.
· Where NPS requirements are the more onerous, they must take precedence.  
· Failure to comply with this requirement will be deemed to be a serious breach of trust and may result in the contractor’s (etc) employee involved being barred from work on NPS premises. 

2.3   Staff Consultation and Communication

2.3.1 
Divisional Health and Safety Committee

· The Divisional Health and Safety Committee aims to provide a consultative forum, at a strategic level, to keep under review the measures in place to protect NPS Staff while at work. 
2.3.2
Cluster Health and Safety Groups

· Each Cluster will have a health and safety group to address and monitor health and safety issues in the cluster.

· Each group will be expected to maintain an up to date health and safety action plan to enable outstanding actions (e.g. from building inspections, risk assessments, accident investigations) to be logged and monitored. 

· Groups will be convened regularly (at least quarterly), chaired by the Cluster ACO, and consist of local managers and representatives of each staff group in the Cluster offices (including partnership staff where relevant), but will not be part of the formal Trade Union consultation process. 

· Notes of the meetings will be taken and published locally for the information of all staff.

· Issues that can not be resolved by a Cluster health and safety group will be forwarded to the Divisional Senior Management meeting and/or Divisional Health and Safety Committee. 

2.3.3
Internal Communication

· In addition to the planned health and safety committees and groups (2.3.1-2.3.2 above) all routine management and staff meetings should include health and safety as a standard agenda item. 
· Communication with staff on all health and safety matters is important and thus managers should integrate health and safety within their local communication models. 
2.3.4 
Safety Representatives
· The Trade Unions represent the interests of their members in all matters of employment. 
· Formal consultation and participation will be in accordance with the Safety Representatives and Safety Committee Regulations 1977 and as necessary with the Health and Safety (Consultation with Employees) Regulations 1996.
· There will be local and Division wide consultation with elected Union safety representatives in relation to risk assessments, new systems of work and any other measures or plans with health, safety and welfare implications before they are implemented.

3.5.5 
External Communication

· Where staff are based in premised not under NPS control (e.g. Courts and Prisons), communication channels in relation to health and safety will be established and maintained between them and NPS staff. 

3. Figure 1 showing H&S organisational and consultation structure 
This figure shows the line management accountability for H&S and links to the consultation meeting structure 
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4.
Arrangements for Health and Safety Management

This section summarises the health and safety arrangements that we will adopt in the Division to implement this health and safety policy. The detailed arrangements are laid out in local instructions or guidance documents.

4.1 Risk Assessment
All work activities will be properly assessed for risk, and where necessary appropriate measures taken to eliminate or minimise the risk of harm so far as is reasonable practicable.

In addition to general health and safety risk assessments, specific assessments will be undertaken as required for the following hazards to determine the additional measures necessary to minimise their risks:-
· Biological Hazards 
· Fire 
· Hazardous Substances 
· Manual Handling 
· New and Expectant Mothers 
· Night Workers 
· Stress 
4.2 Display screen equipment workstations
We will use the Cardinus online DSE assessment and training tool to undertake workstation assessments and user training.  Issues that can not be resolved by the individual will be followed up by local assessors. Where complex assessment is required, managers will refer to Occupational Health for a detailed assessment. 

4.3 Building Inspections
All managers and staff are encouraged to be alert to health and safety issues on a daily basis and to take any action immediately when hazards are identified. 

Specific work area inspections will be undertaken at not less than quarterly intervals. This requirement relates specifically to inspections of NPS controlled premises. 
Where the workplace is in premises not under NPS control (e.g. CRC shared office, Courts, Prisons etc) the requirement for a quarterly inspection still applies unless the host organisation undertake their own inspection and there is full cooperation between the relevant parties.
4.4  Accidents, incidents and near misses
All accidents, incidents and near misses including incidents of violence and aggression will be recorded on the approved incident form and appropriately investigated by line management.

In the event of serious incidents and/or injuries to a member of staff resulting in time off work, the ACO and Divisional HSF lead should be promptly informed in order that the initial investigation can be undertaken promptly. 
The objective of the investigations will be to identify root and contributory causes, make recommendations for improvements and ensure the remedial measures are taken.

4.5 Stress

In addition to written risk assessments relating to stress at work (see 4.1), periodic reviews of stress in the workplace will be undertaken and sickness absence data routinely monitored to assist in the identification of general issues requiring attention.
All employees will be made aware of the approach to stress management and the importance of alerting managers to workplace issues resulting in harmful stress in respect of themselves or others. 

A confidential help line will be made available for employees to report issues relating to work related stress.
4.6 Occupational Health Service and Health Surveillance
Occupational Health Service to assess and assist staff with health and work related problems and undertake statutory health surveillance will be provided via the NOMS contract.

4.7 Training
Suitable and sufficient Information, instruction and training will be provided to employees and others as necessary to perform their duties and tasks in a safe manner and as necessary refresher training.

4.8 Health and Safety Induction
Adequate health and safety induction training will be provided, with an initial outline induction on the first day, followed by more detailed induction within one month.

4.9 Management of Safety in NPS Premises
MoJ (as the estate holder) have the statutory obligations relating to estate management and for ensuring they are fully complied with. We will ensure that this is monitored and MoJ held to account for this compliance. 

We will ensure that arrangements exist for the reporting and remedying of routine building and equipment defects.
To assist with this and our responsibilities for H&S in the premise we will ensure that a building inspection is undertaken quarterly in each location.

4.10 First Aid
First aiders and facilities will be provided in each office as determined by risk assessment.
4.11 Fire Protection
We will ensure the provision of effective fire protection and procedures based on fire risk assessments in conjunction with MoJ estates.
4.12 Asbestos
MoJ (as the estate holder) are responsible for ensuring all NPS premises have adequate surveys to identify the presence of asbestos and systems introduced to effectively manage the risks.

4.13 Electricity
We will implement arrangements to ensure all electrical equipment and services provided by NPS are appropriate to the working environment and adequately maintained, tested and inspected.
4.14 Driving 
We will ensure that:-

· All vehicles used on NPS business are fit for purpose and properly insured, this includes staff own private cars and hire cars,
· ‘driving time’ is properly accounted for within the working day and that suitable breaks are taken when driving,

· Drivers are provided with suitable and appropriate training as necessary (e.g. where driving for work is in excess of 10,000 miles a year),

· Hand held mobile telephones are not be used by drivers either when driving or stationary but with the engine running.
4.15 Use of Equipment and Machinery
We will ensure that all equipment (including personal protective equipment) and machinery provided for use in the workplace is suitable for the intended purpose, only used by authorised and competent persons and appropriately stored, inspected, serviced or maintained.

4.16 Violence, Home Visiting and Personal Assistance Alarms
We will ensure the risks of violence and intimidation to employees in the course of their work are assessed as part of the risk assessment process (see 4.1) and suitable measures implemented. 

Where such measures include the provision of personal assistance alarms these will be appropriate to the need, tested weekly and maintained with local response procedures written, brought to the attention of all staff and subject to 6 monthly practice drills).

Where visits to service users in their home and in the community occur adequate risk assessments will be undertaken and control measures implemented before the activity occurs. [image: image2.emf] 
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