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.

CONTENTS

Section 1
Policy 


Section 2 
Procedure


Section 3
Definitions

Appendix A – Regional Monthly Return
Appendix B – Local Quarterly Return
Appendix C – Regional Quarterly Return

Appendix D – National Health & Safety Performance Report
1.
Policy
In order to gauge the success of the CAFCASS Safety Management System and to ensure that CAFCASS remains compliant with its legal duties it is necessary to introduce  a  programme of safety performance monitoring.

CAFCASS recognises the need to introduce Active and Reactive monitoring tools into its Safety Management System (See Part 4 of the CAFCASS Health & Safety Policy Document dated July 2002)  and this procedure outlines the arrangements in place to support this requirement.

This procedure will be referred to Locally, Regionally and Nationally as the recognised system for reporting on Health & Safety standards.

Health & Safety performance will be monitored in line with the CAFCASS financial year,  i.e. From April 1st  to Mar 31st.

2.
Procedure
2.1
Scope

2.1.1 In line with CAFCASS Accident / Incident reporting procedure (Cafcass-SP06) the following elements will be Reactively monitored:

	External (RIDDOR) 
	Internal (CAFCASS)

	Fatal Injuries
	Minor Injuries

	Major Injuries
	Intermediate Injuries

	Occupational Diseases
	Property Damage Incidents

	Dangerous Occurrences
	Acts of Violence

	Over 3 day Injuries
	Threats of Violence

	
	Verbal Abuse Incidents


2.1.2 Based on the issued CAFCASS safety procedures, a range of Active safety performance indicators is established and will be used to assess compliance with the requirements of the procedures. 

Note:
Active monitoring performance indicators will be reviewed (and may be changed) as procedures are issued or modified.

2.1.3 On a monthly basis, a report of accidents and incidents (Appendix A) will be sent from the regional office to the Health & Safety Advisor at Headquarters. This return will be used by HQ to cross-refer and reconcile received reports throughout the month to ensure accuracy of reporting.

2.1.4 On a quarterly basis, a report will be sent from each local office to the Business Manager of the appropriate region or Wales (Appendix B). The report will be used to update the Business Manager with a) Accidents and Incidents, b) Compliance with performance indicators, c) summary of activities within the quarter.

2.1.5 On a quarterly basis, a report will be sent from the regional office to the Health & Safety Advisor at headquarters (Appendix C). The report will be developed from the collated local quarterly returns and will reflect the overall status of the regions and  Wales.

2.1.6 A national report will be developed at HQ from all received quarterly reports. The national performance report will be presented to the National Steering Group for discussion and analysis.

2.2
Operational Procedures - Regional Monthly  Returns

2.2.1 Business Managers will download the regional monthly and Quarterly return template (Appendix A and C).

Note:
The Excel spreadsheet template holds the monthly (Appendix A) and Quarterly (Appendix C) return forms.

2.2.2 Rename the three monthly workbooks reflecting the coming 3 months.

2.2.3 In each month all office locations are to be entered across the form in the appropriate boxes.

2.2.4 Save and Copy  the file as required for each coming quarter. (Apr-June, July-Sept, Oct-Dec, Jan–Mar).

Note:
 There should now be four quarterly files for the year and within each file there should be three monthly returns and one quarterly return.

2.2.5 Business Managers will record all reported incidents onto the monthly return form as they are received.

2.2.6 Within 1 week of the end of each calendar month, the Business Manager will forward the return to the Health & Safety Advisor at Headquarters.

Note:
The average number of employees is required to be recorded for each office before the return is sent.

2.2.7 Business Managers will continue to record accidents and Incidents on subsequent monthly return forms.

2.3
Operational Procedures – Local Quarterly Returns

2.3.1 Team Managers will download the local quarterly return template (Appendix B) and will save it under an appropriate file name.

Note:
The saved document will be used to record and report the safety performance for each quarter in the year.

2.3.2 Within 1 week of the end of each quarter, the Team Manager will forward the completed return to the Business Manager, ensuring to record any significant or relevant activities or issues in the space provided on the form

Note:
The Active monitoring section (Local arrangements) requires only a yes / no answer.

2.3.3 Process to repeat quarterly. At the end of the year, a new file is to be created for the coming year.

2.4
Operational Procedures – Regional Quarterly Returns

2.4.1 Upon receipt of the local quarterly return from the Team Manager, the Business Manager will transfer relevant figures onto the Regional Quarterly return form.

Note:
The reactive performance element will be automatically calculated by pre entered formulae  from the monthly figures held in each monthly workbook.


The Active performance element will need to be transferred manually from the local return form (Yes / No answers required).

2.4.2 To enable a regional total to be established for the active performance indicators, calculate a percentage of offices with a “Yes” recorded against each question. (Number of “yes” answers divided by number of offices, multiplied by 100).

2.4.3 Within 2 weeks of the end of each quarter, the Business Manager will forward the completed return form to the Health & Safety Advisor at Headquarters.

2.4.4 Process to repeat quarterly. At the end of the year, 4 new files are to be created for the next year.

2.5
Operational Procedures – National Performance Reports

2.5.1 The Health & Safety Advisor will download the National Health & Safety Performance Reporting template (Appendix D) and will save it under an appropriate file name.

2.5.2 Upon receipt of the Regional monthly return from the Business Manager, the Health & Safety Advisor will transfer the relevant figures onto the National Safety Performance Report form.

2.5.3 The Health & Safety Advisor will perform a reconciliation exercise with the reported figures and the received incident report forms.

2.5.4 Upon receipt of the Regional quarterly return from the Business Manager, the Health & Safety Advisor will transfer relevant figures onto the National Safety Performance Report form.

2.5.5 The National safety performance report will be presented to the National Health & Safety steering group for discussion and analysis at each steering group meeting and will be available for scrutiny by all interested parties including enforcement agencies, internal / external auditors and other stakeholders.

3.
Definitions
3.1 Active Monitoring.

A process for measuring compliance against legal standards and achievement of company objectives and targets for Health & Safety.

3.2 Reactive Monitoring.

The measurement of Accidents, Incidents and cases of Ill Health.

3.3 RIDDOR.

The reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995. Duty to report certain events to the enforcement authority. See CAFCASS SP06 procedure for full details.
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