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HEALTH AND SAFETY POLICY 

Our policy is to provide and maintain safe and healthy working conditions, equipment and systems of work for all our employees and learners. 
All employees have the responsibility to cooperate with supervisors and managers at delivery centres to achieve a healthy and safe workplace and to take reasonable care of themselves and others. Whenever an employee, notices a health or safety problem which they are not able to put right, they must immediately tell the appropriate person in the centre where the training is taking place. 
They may also tell an appointed safety representative - this can be found in the SOP’s of the centre.   There may also be appropriate forms to complete.   Formal Health and Safety training will be held annually and link to the qualifications we deliver. 

GENERAL ARRANGEMENTS ACCIDENTS FIRST AID 
FIRST AID IN CENTRES
For accidents occurring in a centre, then the SOP of the centre will take precedence. 
A copy of the accident form is to be forwarded to HALF Fish Training when completed at the centre where the course is taking place, otherwise the accident form is to be completed and stored on site. 

ACCIDENT REPORTING 
All notification under RIDDOR is to be made on form F2508 or F2508A which are available from the incident contract centre (HSE website)
Reportable major injuries are: 
 Amputation 
 Dislocation of shoulder, hip, knee or spine. 
 Loss of sight (temporary or permanent)
 Chemical or hot metal burn to eyes 
 Penetrating injury to the eye 
 Electric shock if 
a. Unconsciousness followed 
b. Requiring resuscitation 
c. 24 hours or more in hospital 
 Any other injury leading to: 
d. 24 hour or more in hospital 
e. Hypothermia 
f. Heat induced illness 
g. Unconsciousness 
h. Requiring resuscitation 
 Unconsciousness from: 
i. Asphyxia 
j. Harmful substances
k. Biological agent 
l. Inhalation, ingestion or absorption requiring medical treatment 
m. Illness from biological-agent or toxins requiring medical treatment. 

Over Three Day Injuries
 Employee 
n. Off work for more than 3 days 
o. Unable to do full range or normal duties for more than 3 days not counting the day of the injury Accident report form (F2508) within 10 days.
 Employee suffers from a reportable work-related disease Accident report form   
   (F2508A) within 10 days. 

Reportable diseases include 
 Certain poisons 
 Some skin diseases Dermatitis etc. 
 Some lung diseases Pneumoconiosis etc. 
 Certain infections Leptospirosis etc. 
 Other conditions 
 Muscular disorders etc. Dangerous occurrence This should be reported even if no reportable injury occurred but could have. Must be notified without delay (e.g. by phone) Accident report form (F2508) within 10 days. 

Reportable dangerous occurrences include: 
   Collapse etc. of lifting equipment. 
· Explosion of vessel or pipework 
· Plant etc. contacting power lines. 
· Electrical fire or explosion 
· Accidental release of biological agent 
· Malfunction of breathing apparatus (includes testing) 
· Collapse of scaffold (qualified). 
· Collision of train with vehicle. 
· Building collapse 
· Release of certain flammable liquids 
· Certain explosion or fires 

Records Required: 
Details of all reportable events. 
Information should include: 
 Date & method of reporting 
 Who you spoke to (if applicable) 
 Date, time & place of event 
 Details of all involved 
 Details of events etc. 

GENERAL FIRE SAFETY 
Escape routes as detailed on briefing at delivery centre – either through front or rear exit. 
Fire extinguishers situated around the building and offices. 
Fire safety at each centre is maintained through the SOP and will be briefed by the Centre Contact on the initial meeting with the learners at the start of the course. 

HAZARDS DANGEROUS CHEMICALS 
Note: See individual Data Sheets for full information. 
These will be stored with the chemicals in the store cupboard. 

HOUSEKEEPING AND PREMISES 
Cleanliness: It is the responsibility of all staff to ensure that their workplace is kept reasonably clean and tidy. No substances etc. should be left on the floor or allowed to accumulate in a way that would present a hazard to anyone within that area. The workplace manager is responsible for ensuring that the contents of the cleaning schedule are adhered to and that the standard of cleanliness and hygiene are maintained at a reasonable level. 

WASTE DISPOSAL 
Waste should not be allowed to accumulate and should either be placed in plastic sacks, suitably sealed, or placed in the refuse bins provided. Cardboard waste and shredded paper waste should be stored safely and utilised as packaging. 


LIFTING AND HANDLING 
The Manual Handling Operations Regulations 1992 deals with handing activities which may result in employees suffering injuries. Employers have duties to avoid the need for hazardous manual handling as far as is reasonably practicable assess the risk of injury from any hazardous manual handling that cannot be avoided and reduce the risk of injury from hazardous manual handling. These may apply to tutors who are moving crates of equipment and delivery material for a course. 
Assessment 
A member of staff should not lift any heavy load. Any orders that are above 10kg should be loaded where they are to be picked up by the carrier or loaded on the trolley and pushed to the destination where they are to be collected.
The technique of lifting 
Understand the basic technique & use it. 
 The load – Assess the load, its size and shape etc. 
 The distance to carry – Both horizontally & vertically. 
 The environment – Look for potential risks 
 The individual – Have you been trained and are you fit to do the task? Think before  
    you start: 
 Consider warming up if the task warrants it – Bend & stretch gently before lifting 
   to avoid injury. 
 Check the load – is it free from sharp or otherwise dangerous objects? 
 Are you capable of lifting it safely, is it light enough? 
 Is it stable and balanced? 
 Do you need help? Do you need some mechanical help? 
 Do you need other people to help? 
 Plan the route – Make sure you have organised a place to put the object down. Find 
   the safest route even though it may be longer. If obstructions can be moved safely, 
   then do so. 
 Rest when necessary. 
 Wear the correct clothing – Suitable gloves. 
 Suitable clothing and footwear. 
 Grip the load firmly – Decide how to grip before lifting. 
 Don’t change your grip once you have started lifting. 
 Remember repetitive strain injuries – Don’t do the same task for too long – share  
  the task. 
 Store items efficiently – Store heavy objects where possible around waist height. 

General methods of lifting safely 
Single Person Lift 
 Consider the task prior to starting. 
 Stand as close to the load as possible with feet apart and one foot in front of the 
   other. 
 Bend your knees (not too much) and maintain your back in a natural position.  Grasp 
   the load firmly and as near to your body as comfortable. 
 Lift using your legs and not your back, in a single smooth movement. 
 Keep the load near to the centre of your body adjusting your feet as necessary? 

Alternative lift 
To be used when lifting in awkward places. 
 Stand as close to the load as possible with feet apart and one foot slightly in front    
   of the other. 
 Brace your knees against something firm and bend them if you can. 
 Bend at the hips, keeping your head and back in a straight line. 
 Lift gradually using the muscles in your legs, buttocks and stomach. Carrying and 
   unloading 
 Hold the load close to your body, tuck in your elbows.
  Do not change your grip without supporting the load. 
 Do not twist your body, adjust your feet if necessary to change direction. 
 Look where you are going. 
 Do not obstruct your vision with a high load. 
 Use mechanical aid or other people to help when needed. 
 When you reach your destination turn your fee, shoulders and hips in the direction 
   of unloading. 
 Lower with the legs by bending your knees, back straight, load close to body.  
   Avoid trapping your fingers, don’t leave your fingers below the object when putting 
   it down. 
 Rest the load on the edge of surface selected then push it on with your arms and 
   body. 
 Always slide a load into a tight space. 
 Ensure the load is secure before leaving it. Making Safety a Top Priority HALF Fish   
   is committed to improving the safety by: 
 Reducing manual handling operations where possible. 
 Conducting risk assessments of tasks to ensure the health and safety risks of 
   unavoidable operations are adequately controlled. 
 Providing information and training on correct handling techniques and the use of 
   safe working methods. To assist with this, aim you should: 
 Take part in any risk assessment as requested and report any hazards or avoidable 
   risks to your supervisor at once. 
 Follow the control measures outlined in risk assessments. 
 Take your training seriously and always use proper handling techniques at work. 
 Tell your supervisor about any medical condition (illness, pregnancy, injury etc.) that 
   could affect your handling ability. Lifting and handling in vehicle boot or from a 
   vehicle. 
If it is not possible to lift in the manner outlined previously then the following procedure may be adopted: 
 Stand as close to the load as possible with feet apart and one foot slightly in front   
   of the other. 
 Brace your knees against something firm and bend them if you can. 
 Bend at the hips, keeping your head and back in a straight line. 
 Lift gradually using the muscles in your legs, buttocks and stomach. 
 Do not change your grip without supporting the load. 
 Do not twist your body; adjust your feet if necessary to change direction. 
 Look where you are going. 
 Do not obstruct your vision with a high load. 
 Use a mechanical aid or other people to help if necessary. 
 On reaching your destination turn feet, shoulders and hips in the unloading 
   direction. 
 Lower with the legs by bending your knee, back straight, load close to body. 
 Avoid trapping your fingers, don’t leave your fingers below the object when putting 
   it down. 
 Rest the load on the edge of surface selected then push it on with your arms and 
   body.
 Always slide a load into a tight space. 
 Ensure the load is secure before leaving it. 

Stacking of equipment in storeroom. 
This section should be read in conjunction with the other section on Lifting & Handling. 
When stacking, the following information should be complied with so far as is reasonably practicable. 
On Shelves 
A. Place the heaviest commodities on shelves around waist height. 
B. Place medium weights below waist. 
C. Place light weights at high level if necessary having regards to the following 
    section on stepladders etc. 
D. The manufacture of the shelving’s “maximum load” should never be exceeded. 
Free-standing 
A. Ensure that the base items are secure before stacking above. 
B. Do not stack about head height. 
C. Use platform steps when appropriate. 
D. Ensure sufficient space is allowed adjacent to the stack to enable safe loading and  
    unloading. 
E. Damaged pallets should be replaced with sound ones. 
Box Handling 
A. Grip with palms to reduce finger strain. 
B. Position the fee with one at the side of the box and one behind it to maintain 
    balance. 
C. Give a strong thrust forwards and upwards off the back foot. 
D. The arms should be close to the sides. 
E. The hands placed diagonally. 
F. Then the legs will do the lifting. 
General. 
A. When stacking at a high level, make the legs do the work. 
B. Relax both knees when approaching the stack and thrust upwards with a swinging 
    movement, one foot following through. 
C. Maintain good balance by: Stiffening the legs. By relaxing the feet so that they 
    can readjust. 
D. If stiffness or fatigue is evident then stop the task until it is comfortable to 
    continue. 
E. Examine all stacked goods regularly to ensure their stability is maintained. “Help 
    prevent manual handling injuries and look after your back” 

ERECTING AND DISMANTLING OF DISPLAY EQUIPMENT 
Staff may be required to erect and dismantle exhibition stands and equipment at various locations throughout the country. They may also be required to transport the exhibition equipment. 
Associated Hazards Lifting and handling – refer to lifting and handling procedure. 
Head injuries from falling panels. 
Trapped fingers when assembling/dismantling. 
Collapsing of equipment.
Procedure 
 Display equipment can be bulky and heavy. When transporting a display ensure that    
   it is in the appropriate container. The container, where applicable, should be firmly     
    secured to the trolley. 
 When transporting a display by car, there should be enough space in the vehicle to 
    allow the display to be maneuvered freely. 
 Two people should carry out erecting, handing and dismantling a display. 
 Only persons who have been trained to erect the display should attempt to carry 
   out this procedure. 
 Care should be taken when erecting and dismantling displays to avoid head injuries 
   and trapped fingers. 
 Step ladders should be used to avoid stretching too high. 
 The display should be placed in a position where it cannot be knocked over and in 
    such a way as to provide stability. 
 When used for public displays where children have access, ensure that they are 
   unable to run around or push or pull the display. 
 Always refer to the Manufacturer’s instructions. 
 If in any doubt as to the correct way to handle heavy items, please refer to the 
   procedures relating to lifting and handling techniques. 

DISPLAY SCREEN EQUIPMENT 
Legislation: Health and Safety (Display Screen Equipment) Regulations 
The regulations state that all workstations used by persons who spend a significant part of their normal work at require an assessment.  It is however recommended that assessments be carried out at all workstations but those used infrequently. It is impossible to do an assessment that is suitable for all members of staff. Individual assessments are essential. If the workstation is intended for the use of more than one person then adjustable equipment is essential. 
Requirements of an assessment: 
 Display screen 
p. Adjustable brightness 
q. Swivel and tilt 
r. Screen height adjustable 
s. No glare or reflections 
 Keyboard 
a. Able to be tilted 
b. Separate from screen 
c. Matt surface 
d. Well set out and symbols well contrasted 
 Desk 
a. Adjustable height an advantage 
b. A document holder 
 Chair 
a. Adjustable back (back, height, etc) 
b. Foot rest
c. Lumbar support 
d. Optional foot rest (for persons with shorter legs this may be essential) 
e. Support for wrist 
 Environment 
a. Adequate lighting 
b. No unreasonable distracting noise 
c. Suitable temperature All assessments should be reviewed on a regular basis 
    All “USERS” (i.e. people who spend a significant part of their normal working  
    day at a VDU) are eligible for free eye tests and free special glasses (for 
    use at VDU only), if recommended by an optician. 
Suggested check list for a “USER” 
 Organise your workstation so as to address the work squarely. 
 Clear obstructions. 
 Adjust seat height with forearms horizontal and shoulders relaxed. 
 Adjust the back rest. 
 Sit firmly against the back rest. 
 Wrists straight and elbows at right angles. 
 Position footrest if supplied. 
 Adjust screen angle and height. 
 Adjust brightness of screen. 
 Position copy in holder. 
Additional points to note 
 Have breaks when necessary 
 Exercise upper body, wrists, arms, hands etc. 
 Vary distance from screen and rest eyes during breaks. 

In the Training Environment 
As much of the training that HALF Fish Training will undertake will occur in other facilities - it is important that provision is made in partnership with the centre, through the use of the SOPs of that particular centre. The SOPs will be provided to the course tutor (a copy will be held at the office). In partnership with the delivery centre the health and safety brief will be provided by the centre contact, and arrangements will be the responsibility of the delivery centre for practical sessions. All equipment used during the practical delivery of the course must be checked before use for damage and the appropriate recording needed by the centre completed as necessary. 

In the Training Delivery Room 
All equipment used by the tutor is to be PAT tested annually in respect of their own personal equipment, lap tops, etc. 
The delivery room must provide adequate space, heat and light for the learners and allow for free movement during activities. 
It is important that all cables/leads/bags etc do not create trip hazards. Equipment provided by the centre to aid delivery is the responsibility of the centre and will be used following their procedures as detailed in the SOPs.
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