Cafcass Health and Safety Procedure


	





This procedure is written and issued in accordance with Cafcass’ Safety Management System Framework and Protocol.

The responsibility for upkeep and amendment of this procedure rests with the corporate Health & Safety Advisor. All requests for modification should be made to Cafcass Headquarters.
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1.1
Policy
Cafcass understand their general duty under the Health & Safety at Work etc Act 1974 (HASAWA), to ensure, so far as is reasonably practicable, the health, safety and welfare of their employees and other persons who may be affected by their acts or omissions.

The Management of Health & Safety at Work Regulations 1999 requires employers to carry out general risk assessments in order to ensure that the general duties of employers (within the HASAWA 1974)  are complied with. This duty is far reaching and could cover virtually everything Cafcass do or use in the course of its operations.

There are also a number of other relevant statutory provisions, which explicitly require the undertaking of specific types of risk assessments in order to help control risks to safety and health from specific activities.

The process of risk assessment should therefore be considered as the most important aspect of a safety management programme and is the means for determining whether the level of safety provided is in fact sufficient for the company to discharge its duties under the Act and other relevant statutory provisions.

Cafcass is committed to carrying out all required  risk assessments covering all of it’s operations and workplaces in order to identify hazards and to ensure that measures are taken to prevent harm, so far as is reasonably practicable.

It is Cafcass policy to provide for full involvement of trade union representatives within the risk assessment process.

1.2
Introduction

Risk assessments are continuously carried out by each of us all throughout our lives, in every day situations, in the workplace and in the home.  The process of risk assessment is fundamental to us all surviving in whatever state we wish to live.

For example smokers are very aware of the inherent risks from smoking but choose to continue, we all know that drinking to excess is  damaging to our health yet we sometimes choose to deliberately drink too much. Some of us like to pursue dangerous sports knowing that we might be hurt in the process.

In our personal lives the issues revolve around the way that we perceive the risk and the fact that we may decide if we take that risk.

In the workplace, the situation is somewhat different. The Health & Safety at Work Act 1974  places a duty on  employers to ensure that employees are not put at risk. This implies then, that the company must identify and evaluate the risks associated with work activities and it must decide if employees are permitted to take those risks.

This procedure covers risk assessments for all types of work activity. It will be supported by a series of Appendices (Assessment recording forms) and Guidance Documents (Practical assistance on specific risk assessment technique and operating guidelines).

Appendices A – E are the assessment forms that will be used for a range of risk assessment types which are either required explicitly by a named statutory provision (Appendices A, B & C) or are required as general assessments under the Management of Health & Safety at Work Regulations 1999 (Appendices D & E). 

Appendix F is a completed generic risk assessment which addresses many of the known personal safety issues associated with Cafcass’ operations. It is supported by a comprehensive personal safety guidance document which may be applied to each workplace.

Other types of assessment may be added to this procedure, as they become known, if they do not easily fall within the scope of one of the above assessment types.

The general principles of risk assessment will apply to all types of activity and therefore the following procedural requirements are to be followed for each type of assessment identified within the attached appendices.

2.
Procedure
2.1
Responsibilities

2.1.1 The Health & Safety Steering Group is responsible for the ongoing review and  development of this procedure.

2.1.2
Directors and Regional Managers will:


Ensure that each of their Business Managers has appointed a suitable number of competent persons to carry out the required risk assessments. (See definitions section for “competence”.


Ensure that a programme of risk assessment, based on the documented requirements, is developed and implemented within their area of responsibility.

2.1.3
Business Managers will:


Identify sufficient numbers of persons who will be trained to carry out assessments and will ensure that they are trained to a standard, which is sufficient for the task. (Basic principles training may be provided in house or by external training providers).


Act as champion for the assessment programmes within their respective regions, working with line managers to develop a programme of risk assessment, establishing records of progress, developing strategies for follow up and review of assessments (With local management and partnership committees etc), and providing HQ with status reports as may be required.

2.1.4
Line Managers will:


Ensure, with assistance from the Business Manager that the required risk assessments for each office are carried out.


Provide support and assistance as required throughout the assessment process including review of completed assessments and participation in follow-up meetings etc.

· Liaise with trade union representatives with regard  the programme of assessment and the expected schedule of work completion to allow for active involvement, by the trade union representative, within the assessment process.


Ensure that the findings of risk assessments are communicated to staff and all required control measures are introduced throughout their respective areas of responsibility.


Ensure that risk assessment records are maintained.


Undertake basic risk assessment principles training sufficient to enable them to provide support and assistance as required.

2.1.5
Trade Union Representatives will:


Be invited to assist with the carrying out of risk assessments.


Be invited to attend follow-up meetings as outlined in 2.3.1


Be permitted access to risk assessment records in line with their rights to represent the workforce in matters affecting the health & safety of their members.

2.1.6
The Health & Safety Advisor will:


Develop a training programme suitable for the task of appointing competent persons to carry out risk assessments and will deliver such training as required to support the implementation of the risk assessment programme. Training will be modular and will cover 1) Basic risk assessment principles and techniques, and 2) Cafcass risk assessment system and procedures.

Note:
Persons who have had no previous risk assessment training must be trained to a sufficient standard in risk assessment principles and techniques. All risk assessors, including those who have had previous training in risk assessment principles, would require training in Cafcass systems and procedures. 


Provide support and advice to assessors as will be required to maintain high standards and consistency across the regions and Wales.

2.2
Risk Assessment requirements

2.2.1
A COSHH (Hazardous Substance) assessment (Appendix A) is to be carried out for each Cafcass office or other areas used as a place of work, where hazardous substances may be used. The assessment will be used to identify the types of hazardous substance in use and the control measures required to prevent ill health caused by  exposure to the substance.

2.2.2
A Fire risk assessment (Appendix B) is to be carried out for each Cafcass office. The assessment will be used to identify the risk of fire starting and to help identify whether sufficient controls are in place in case a of a fire starting.

2.2.3
A Manual Handling risk assessment (Appendix C) is to be carried out for each office or other areas used as a place of work. The assessment will be used to identify all significant hazards associated with  manual handling type activities and to develop control measures to avoid injury.

2.2.4
A  General workplace assessment  (Appendix D), Is to be carried out for each Cafcass office or other office type area frequently used as a place of work and in the control of Cafcass. This assessment is also to be used for homeworker assessments (In accordance with Cafcass-SP11 Para 2.2).

2.2.5
General risk assessments (Appendix E) will be carried out locally to support those tasks that fall outside the specific assessment types discussed. The form may be used to assess a “One off” or infrequent task  (e.g. Maintenance type activities) or tasks that are specific to the local office or operations. This type of assessment would also be used to assess the risks to new or expectant mothers and young persons employed by Cafcass as required by the Managhement of Health & Safety at Work Regulations 1999.

2.2.6
A Generic personal safety risk assessment will be carried out by an appointed risk assessment working group. The group will carry out extensive research and will seek to identify a range of personal safety issues for all staff and, through supporting guidance documents, will identify a range of appropriate control measures that may be applied within each situation.  The generic assessment may be modified to suit local needs and circumstances but must follow the general principles of the assessment and supporting guidance.

2.3
Risk Management requirements

2.3.1
When risk assessments are completed, Line Managers will ensure that follow-up meetings take place.  The meeting should involve the risk assessor, the line manager, trade union reps (Upon invitation) and others who may wish to be involved (Business Manager, Health  & Safety Advisor etc).

2.3.2
Follow-up meetings should address the findings of the assessments and should be used to agree the control measures required to prevent harm. Each assessment is to be signed off by the line manager as having been through this review process.

2.3.3
The selection of appropriate control measures must be based upon the standard of safety required for the degree of risk perceived. Risks are to be controlled to a level of safety, which is considered “reasonably practicable” (See section 3 for definitions).

2.3.4
Local action plans are to be developed and agreed based on the findings of the assessment and of the follow-up meetings. Line Managers will ensure that a process exists for the routine follow-up of each action plan.

2.3.5
The Health & Safety Advisor and Regional Business Managers will monitor the quality of individual assessments and action plans via a random sampling process.

2.3.6
A personal safety guidance document will be developed from the generic personal safety risk assessment. Line Managers must ensure that the requirements of the guidance document are implemented within their specific offices.

2.4
Communication of findings

2.4.1
Line Managers will ensure that the findings of all risk assessments are communicated to appropriate staff and trade union representatives. To include the nature of the identified hazards, the likely risks posed and the required control measures to prevent harm.

2.4.2
Employees must ensure that, where risks are not seen to be adequately controlled, they are brought to the attention of their Line Manager, who will ensure that either a risk assessment is carried out  or the existing one is reviewed.

2.4.3
The progress and findings of the various risk assessment initiatives shall be a fixed agenda item for each health and safety committee meeting (Local / Regional / National).

2.5
Risk Assessment review

2.5.1
Line Managers must ensure that completed risk assessments are reviewed:


Following an accident or incident relating to an assessed activity.


Where a workplace inspection or a staff complaint indicates that it is no longer valid.


When information has been received regarding changes to legislation, which may affect the assessment.


At intervals determined during the initial assessment or previous review, and at least every 2 years.

2.6
Assessment records and numbering convention

2.6.1
All assessments are to be created electronically as a word document. The electronic file name of each assessment will follow the naming convention outlined in the following paragraphs and will be recorded as a “footer” in each assessment form.

2.6.2
Each COSHH, Fire, Handling and Workplace assessment filename will start with a 2-digit code for the Region   and then the Office location (-Town) and then a short code identifying the type of assessment e.g  (-COSHH) followed by a numerical code representing the number of assessments completed. 

e.g
The first Fire risk assessment to be carried out in the regional office in Basingstoke will be numbered as follows: SE-Basingstoke-Fire-1.


2.6.3
For homeworker assessments, substitute the type of assessment code (eg. COSHH) for the word “homeworker” and substitute the assessment number (-1) for the initial and surname of the homeworker (J. Bloggins).

e.g
The homeworker risk assessment for J. Bloggins, who works at home but who reports to the Portsmouth Office will be numbered as follows: SE-Portsmouth-homeworker-J Bloggins
2.6.4
For general risk assessments use the following system:

e.g
A risk assessment covering paper shredding activities in the portsmouth office would be numbered  SE-Portsmouth-Paper shredding.
2.6.5
Line Managers must ensure that local signed assessments are held as a hard copy within their local office and that they are accessible to Cafcass staff and external agencies.  

2.6.6
All risk assessment records must be maintained for as long as the assessment remains valid and in all case for at least three years.
3.
Definitions
3.1
Hazard. The property of a substance, article or situation with the potential to cause harm or  property damage. (What might go wrong?)

3.2
Harm. Meaning physical injury or ill health.

3.3
Risk. The chance that the identified hazard will actually cause harm or property damage.

3.4 Risk assessment. The process of identifying hazards (what might go wrong), reviewing existing arrangements for controlling the hazards and deciding if enough is being done to prevent harm, so far as is reasonably practicable.

3.5
Reasonably Practicable. The standard of safety to be achieved, which takes into account the degree of risk  and the cost of controlling the risk.  High risks will be required to be better controlled, low risks will probably not require further control measures.

3.6
Competent person. A person who has sufficient knowledge, skills, training, experience and ability to perform a given task, taking into account their own limitations.
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