
 

 

HEALTH & SAFETY POLICY 

 

POLICY STATEMENT 
Health and Safety at Work Act 1974 

 
 

The STEM Generation Charity is committed to meeting in full our duty to ensure, so 
far as is reasonably practicable, the health, safety and welfare of staff, volunteers, 
contractors and members of the public. The STEM Generation Charity complies with 
the Workplace (Health, Safety and Welfare) Regulations 1992. 

 
Our staff are a key resource and their commitment to our clients is an essential 
cornerstone of our business plan. Our commitment to their health and safety is 
recognised by this policy document. 

 
The STEM Generation Charity will provide the training, assistance and resources 
necessary to ensure that all the requirements of this policy can be met in full. Each of 
us must accept our role and responsibilities and undertake them to the best of our 
ability. In this way we can all play a part in creating a safe, risk-free environment for 
everyone. 

 
The health, safety and welfare of all employees and other users of our premises is one 
of our prime objectives and as such is incorporated into our training policy. 

 
Health, safety and welfare will, so far as is reasonably practicable, take precedence 
over all other objectives. We are committed to meeting all health and safety 
requirements specified in law and to further demonstrate our commitment by adopting 
codes of practice and industry best practice as appropriate to ensure a safe 
environment for our staff, volunteers, contractors and members of the public. 

 
This policy reaffirms our commitment to provide the appropriate level of resources in 
terms of manpower and finance to ensure compliance with our duty in terms of health 
and safety at work. We are also committed to liaise fully with other professional bodies 
as relevant regarding health and safety. The STEM Generation Charity as a whole, is 
committed to providing the resources necessary to ensure a high standard of safety. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

ORGANISATION 
 

The Chief Executive has overall and final responsibility for health and safety. 
 

Day to day responsibility for ensuring this policy is put into practice is delegated to 
Managers. 

 
Managers will: 

 
a) advise the Chief Executive of any matter of concern and the resources needed 

to meet Health and Safety requirements. 
 

b) ensure that risk assessments are carried out on working practices, before they 
start if possible, and to ensure they are reviewed should there be a change in 
any factor affecting the risk. 

 
c) ensure that all employees, volunteers and contractors are informed, trained, 

supervised or otherwise instructed in matters of Health and Safety, fire 
precautions and other emergency procedures. 

 
d) investigate all accidents and incidents to employees, volunteers, visitors or 

guests, reporting all details in the Accident Book and, having reviewed the 
cause, make necessary provision to prevent a recurrence. 

 
e) ensure that all contractors working for the charity are acquainted with the Health 

and Safety organisation and arrangements as it will affect them. 
 

f) ensure that all contractors are provided with, or have brought with them, the 
necessary protective and safety equipment conducive with ensuring their and 
other’s Health and Safety. 

 
g) ensure that employees and volunteers are provided with updates and 

amendments of the policy, its organisation and arrangements. 
 

h) organise and properly document periodic employee consultation meetings. 
 

All employees and volunteers will: 
 

a) take reasonable care of their own Health and Safety and of others who may be 
affected by their acts or omissions at work, and 

 
b) co-operate with their Manager so far as is necessary to enable us to fulfil or 

comply with any duty or requirement under the Health and Safety Act. 
 

c) report any situation that they consider to be a serious or imminent danger to 



   

their Manager (electrical faults, problems with safety equipment, fire doors 
jamming, lights not working in escape route etc). 

 
d) report all accidents, incidents and damage, whether or not persons have been 

injured, to their Manager or in their absence to the Deputy Chief Executive or 
Chief Executive directly as soon as possible. 

 
e) report to their Manager any perceived shortcomings in the Health and Safety 

arrangements. 
 

f) NOT intentionally or recklessly interfere with or misuse anything provided by 
the charity that is necessary to comply with provisions of the Health and Safety 
or other Acts (safety equipment, fire alarms, extinguishers etc). Any such 
actions will be considered a serious disciplinary offence and action taken 
accordingly. 

 
g) familiarise themselves with and sign (to show you understand the contents) the 

following documents: 
 

(i) Induction pack - general rules and instructions, fire procedures and 
regulations. 

 
(ii) Job description 

 
(iii) Employee’s duties 

 
(iv) Health and Safety Policy 



   

ARRANGEMENTS 
 

MANAGEMENT AND ADMINISTRATION 
 

The Chief Executive shall so far as is reasonably practical: 
 

a) review and make necessary revisions to the Health and Safety Policy. 
 

b) properly consider employees’ concerns, criticisms and comments regarding 
Health and Safety, its organisation and arrangements and take the necessary 
action. 

 
c) ensure that all outstanding matters are addressed and either corrected or 

resources and a timetable of action provided. 
 

d) provide a report on Health and Safety activity to the bi-monthly Board of 
Trustees meetings. 

 
e) supervise the implementation of the policy. 

 
f) discuss matters of concern with Managers and decide the allocation of 

necessary resources. Health and safety issues will be a standing item at the 
Board, Senior Management, Services and Staff meetings. 

 
g) review all training needs and allocate resources as necessary. 

 
h) ensure that all accidents and incidents have been correctly investigated and 

reported. 
 

The Deputy Chief Executive will: 
 

a) conduct regular audits of the safety of the premises. This audit will be 
documented and all actions necessary delegated to a responsible individual 
who will report back once the matter has been completed. 

 
b) in consultation with Managers, provide the Chief Executive with requirements 

for specific training needs in Fire, First Aid, manual handling, COSHH etc. 
 

c) Managers will ensure that individual employees have received necessary 
training commensurate with their activity and that all training is recorded. 

 
COMMUNICATION & CONSULTATION 

 
All aspects of Health & Safety consultation will be through routine staff meetings, 
which will be minuted, OR through individual one to one discussion. 

 
The Health and Safety Law poster is displayed in the Server/Photocopying room, 
Rex House. 



   

Health and Safety advice is available from the Deputy Chief Executive. 
 

Managers will be responsible for the supervision of volunteers and staff. Department 
Managers will be responsible for ensuring that employees working at locations under 
the control of other employers are given relevant health and safety information. 

 
SYSTEMS OF WORK & WORKING ARRANGEMENTS 

 
All employees will receive training and instruction in the safe systems of work that 
apply to their areas of responsibility and employment. On no account should any 
employee attempt to use equipment or chemicals on which they have had no training, 
are unsure as to the safety, or where obvious hazards exist. If in any doubt refer to 
your Manager. 

 
FIRST AID PROVISION 

 
Appointed Persons: 

 
The Deputy Chief Executive will co-ordinate first aid and call out of the ambulance as 
necessary. 

 
Training in First Aid will be given to nominated individuals and their names displayed 
for information. 

 
NO untrained persons are to administer first aid except where nominated individuals 
are absent. 

 
No treatments are to be administered, First Aid only, i.e. no painkillers, tablets, eye 
ointments, creams or lotions. 

 
All First Aid given is to be recorded in the Accident Register. 

 
ACCIDENT REGISTER 

 
Employees and volunteers must report any accident or incident to their Manager or as 
soon as is practicable and in any event no later than the end of the day in which the 
incident occurred. 

 
Managers will make initial investigations and enter the detail in the accident book. The 
Deputy Chief Executive will confirm the investigation and take the necessary action to 
ensure the incident is controlled or will not occur again.



   

The Deputy Chief Executive will initiate reporting procedure if the accident is work- 
related and results in an injury of a type which is reportable. 

 
EMERGENCY PROCEDURES & FIRE PREVENTION 

 
Information on emergency procedures and fire prevention forms part of the induction 
training for all employees, this includes fire and bomb alerts. 

 
The person responsible for Fire Training is: Deputy Chief Executive 

 
The Receptionist/Business Office is responsible for ensuring that the 
Emergency Services are called out in the event of Fire by dialing  
999. 

 

The Deputy Chief Executive will nominate persons who are responsible for evacuation 
procedures and the maintenance of all fire equipment and signs in their respective 
areas. 

 
A full Fire and evacuation Drill will be carried out annually and results entered 
in the Fire Log kept in the Office. 

 

The Deputy Chief Executive will organise testing of alarm systems and bells monthly 
at an agreed time. Results will be recorded in the Health & Safety Schedule 

 
The Health & Safety Schedule will be kept up to date and all tests entered, 

 
The Deputy Chief Executive will organise a visual check of Fire Extinguishers as to 
external condition and location every month. Results will be entered in the Health & 
Safety Schedule. 

 
An approved contractor maintains the Fire Board and Fire extinguishers. 



   

 
GAS SAFETY 

 
All fault repairs and servicing will be conducted by a ‘Corgi’ registered tradesman - see 
approved contractors list. 

 
Staff will ensure that, prior to leaving, all necessary gas valves are switched off. 

All leaks must be immediately reported to the Deputy Chief Executive. 

ELECTRICAL SAFETY 
 

Fixed systems will be inspected, serviced and repaired as necessary at least every 5 
years or as appropriate. A safety certificate will support inspections carried out by 
competent persons. 

 
Portable appliances will be individually entered in an inspection register and inspected 
and tested as considered appropriate by a competent person. 

 
For the purpose of this policy, the company listed on the approved contractors list are 
appointed as competent persons. 

 
PRESSURE VESSELS 

 
Any equipment incorporating a pressure vessel (boilers) will be subject to routine 
inspection and testing required by Regulations, Manufacturers Handbook and 
insurers. The frequency will be determined by a competent engineer and carried out 
using the written scheme of examination. 

 
INSPECTION OF THE WORKPLACE 

 
The Deputy Chief Executive will organise audits of the workplace. These will be 
recorded signed and dated. All points for action will be followed up and signed off 
when complete. 

 
ALCOHOL AT WORK (INCLUDING DRUGS) 
(Please refer to Alcohol and Drug Abuse Policy) 

 

During lunch breaks, even whilst not on Company premises, employees should 



   

generally avoid consuming alcohol because of the detrimental impact it can have on 
work performance. Employees should not drink alcohol at lunchtime if they have to 
drive or operate machinery in the course of their duties in the afternoon. In any event, 
employees must exercise moderation and bear in mind their obligation not to be 
intoxicated at work. Individuals who appear intoxicated or are observed drinking whilst 
working will be subject to disciplinary procedures. 

 
If you are prescribed drugs by your doctor which may affect your ability to perform your 
work you should discuss the problem with your line manager. 

 

SAFETY AND SECURITY 
 

All employees are at all times required to ensure that they take care of themselves at 
work. Unless trained in pacification measures, violent or drunken customers or others 
are not to be confronted. The Chief Executive is to be immediately informed and will 
take charge of the situation and call the police as necessary. 

 
In the event of a robbery attempt employees are not to resist their demands for 
company property or cash. The police must be involved as soon as practicably 
possible. 

 
RULES FOR CONTRACTORS 

 
The Deputy Chief Executive will be responsible for the control, supervision and briefing 
of all Maintenance Contractors, Window Cleaners and others. A copy of the rules for 
Guests, Visitors and Contractors is displayed at Reception. 

 
VISITORS 

 
The Deputy Chief Executive is responsible for ensuring that all Guests and visitors are 
aware of the evacuation procedures currently practiced. 

 
Visitors should at all times be escorted to their place of business and remain under the 
care of a member of staff to ensure that they may be escorted out safely. 

 
SMOKING 

 
The STEM Generation Charity aims to ensure that staff and volunteers are not 
exposed to environments where smoking takes place.  

 
Where staff have concerns about potential exposure to second hand smoke they 
should raise this with their line manager in the first instance. Whilst all reasonable 
steps must be taken to reduce the risk to all employees, those who are pregnant or 
who have a specific, medically supported condition that is exacerbated by smoke (e.g. 
asthma), will not be placed in environments where there is smoke. 



   

 

 
TRAINING 

 
Training in Health and Safety Matters will be coordinated and supervised by the Chief 
Executive who will, in association with Department Managers, identify training needs 
and necessary provision using facilities deemed appropriate. 

 
All new employees and volunteers will be provided with induction training and any 
other matters specific to their employment. In undergoing the training, they will be 
provided with a copy of relevant risk assessments and advised of likely hazards and 
controls in place. 

 

All employees and volunteers should from time to time be tested to ensure that 
instructions are understood. 

 

RISK ASSESSMENTS 
 

All Risk assessments require to be documented where 5 or more people are 
employed. General Risk assessments have been drawn up and are available for 
employees or their representatives to peruse. 

 
Where a specific requirement for Risk assessment is identified, Department Managers 
will nominate a responsible individual with the necessary background and experience 
to carry out that assessment. This will be verified on completion, if necessary, by 
submission to a Safety Consultant/Competent person. 

Examples of specific assessments are: 

Asbestos 
Control of Substances Hazardous to Health 
Display Screen equipment 
Electrical safety 
Expectant mothers 
Fire 
First Aid 
Gas Safety 
General housekeeping 



   

Legionella in hot and cold water systems 
Manual Handling Operations 
Lone workers/Home workers 
Personal Protective Clothing 
Risks in the kitchen 
Scalding risk from hot water 
Slips, Trips and Falls/Falls from height 
Young People 

 
Managers will be responsible for ensuring the action required is implemented and 
that the implemented actions have removed/reduced the risks. 

 
All current assessments will be reviewed by the Department Manager annually or if 
there are changes to the practice, substances, equipment or personnel involved. 

 
Before a new activity is permitted an assessment will be carried out and all 
uncontrolled areas eliminated or controlled. 

 
Managers will ensure that employees are properly trained in these areas. 

 
MONITORING 

 
Monitoring of our working conditions to ensure safe working practices are being 
followed will be through 

 

• routine daily checks 

• monthly check list 

• accident book 

• risk assessment 

 

by Managers and the Deputy Chief Executive. 
 

The Deputy Chief Executive is responsible for investigating accidents and work- 
related causes of sickness absences. The Chief Executive is responsible for acting on 
investigation findings to prevent a recurrence. 

 
Legislation 

 
The Health and Safety at Work etc Act 1974 
 

 
STATUTORY REGULATIONS 

 
Age UK Surrey is committed to carrying out its operations in compliance with relevant 
Statutory Regulations and any new or amended Regulations that may become valid 
in the future. 

 


