


	This is the statement of general policy and arrangements for: 
	        Aspire In Arts Ltd

	Aspire In Arts Ltd Company Directors
	has overall and final responsibility for health and safety

	Kirsty Lowrie (Health and Safety Lead)
	has day-to-day responsibility for ensuring this policy is put into practice 

	Statement of general policy

	Responsibility of: Name/Title
	Action/Arrangements (What are you going to do?)


	Prevent accidents and cases of work-related ill health by managing the health and safety risks in the workplace
	Amina Mamoojee and Kirsty Lowrie Directors
	Assess the risk of all building/areas of work prior to workshops and activities. 

	Provide clear instructions and information, and adequate training, to ensure employees are competent to do their work 
	Amina Mamoojee and Kirsty Lowrie Directors
	Ensure that staff and freelancers are given clear instructions on activities. Ensure all freelancers have the appropriate experience/qualifications to carry out work. 

	Engage and consult with employees on day-to-day health and safety conditions
	Amina Mamoojee and Kirsty Lowrie Directors
	These will also be discussed in end of workshop evaluations and further action taken when necessary 

	Implement emergency procedures – evacuation in case of fire or other significant incident. 
	Amina Mamoojee and Kirsty Lowrie Directors/ on site session leaders
	Make note of emergency procedure when entering a building and make young people and staff aware of them before sessions commence. Fire Action Posters are situated in our office.Make ALL Young People aware of the Fire Action procedures when in the office . 
 

	Maintain safe and healthy working conditions, provide and maintain plant, equipment and machinery, and ensure safe storage/use of substances
	Amina Mamoojee and Kirsty Lowrie Directors
	Ensure that all equipment is safe to use and that all electrical items are PAT tested.


	Signed: * (Employer) 
	Amina Mamoojee and Kirsty Lowrie Directors
	Date:
	30/09/2020


  You should review your policy if you think it might no longer be valid, eg if circumstances change.

  If you have fewer than five employees, you don’t have to write down your policy.
	Health and safety law poster is displayed at (location)
	N/A

	First-aid box is located:


	One is always taken on site for project work and there is one located within our office.


	Accident book is located:
	One is always taken on site – Accident forms are in session folders. There is a first aid kit in our office with the accident book located in it. All parents/carers are made aware of any accidents. We have consent forms for all young people with emergency contact details and permission to seek medical treatment if required. 


   Accidents and ill health at work reported under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) http://www.hse.gov.uk/riddor
  To get an interactive version of this template go to http://www.hse.gov.uk/risk/risk-assessment-and-policy-template.doc
   Company name:       Aspire In Arts Ltd                             





     Date of risk assessment:  30/04/2015. Updated 30/09/2020

	What are the hazards?


	Who might be harmed and how?


	What are you already doing?


	Do you need to do anything else to control this risk?


	Action by who?


	Action by when?



	Slips/ trips/ accidents
	Staff and young people may be injured if they trip over objects or slip on spillages, accidents – for example burns when cooking etc. 
	 Ensure that whatever site we are working at is assessed for any potential hazards. Ensure any hazards or accidents are reported to Centre managers/venues. 

Staff are first aid/ food hygiene trained.

All sessions, including cooking are supervised.

Any accidents to be reported to parents/carers. 
	Better housekeeping in kitchens 

needed, eg on spills. 

Ensure the accident form is filled in and parents/carers informed of any accidents.

Ensure First aid Kit is taken to all venues/trips/outreach locations.

.


	All staff, volunteers and centre managers
	Ongoing

	Loan working
	Staff may be at risk of false allegations and individuals safety.
	If a loan working situation occurs, the individual informs the other member of staff of the situation. Where possible, loan working is not advised. Each member of staff must also inform the session leader that they have arrived home safe and if any young people have been dropped off, that they too are home safe. All staff are to carry mobile phones on them at all times.
	At least two members of staff to attend any session/workshop. Follow Aspire In Arts Child Protection Policy
	All staff
	Ongoing

	Travel


	Young people and staff/volunteers in an accident
	DBS checked driver

Fully licensed drivers

MOT checked and business insured vehicles

Routes to be pre-planned and a home contact to be used to inform of times arrived and for emergency use.

A meeting point will be organized for all trips and all young people will be given a business card with youth worker contact on it or ensure  young people save youth worker number(s) in their phones. 
	
	All Staff
	Ongoing

	Illness


	Staff and young people
	Full medical forms to be filled in prior to trip/workshops

Nearest hospital found and quickest route their planned beforehand

1st aid trained staff and equipment available at all times- this to be made aware of to all staff and YP

In case of serious illness- parents are to be informed and arrange for them to come pick YP up, in case of emergency ambulance to be called immediately- YP (or staff) to be accompanied by a member of staff. Staff at site to inform parents and keep in contact with staff accompanying YP.
	Have emergency contact information available at all sessions/workshops
	All Staff
	Ongoing


	Fire
	Staff, young people, volunteers, general public
	Upon arrival to site staff are to assess and make self and YP aware of safety procedure, including fire evacuation procedure and location of fire extinguishers.

Designated smoking area will be established

Log fire to be manned at all times when lit

YP to be supported to light fire safely

During ground rules/ introduction- safety procedures and meeting places will be identified. In our office young people are made aware of fire evacuation procedures by the lead member of staff. Action posters for a fire evacuation are located in prominent places within our office. There are two building fire drill practices each year. The fire alarm is tested every Tuesday. 
	
	All Staff
	Ongoing

	Safeguarding
	
	Staff, freelancers and volunteers are DBS checked

Avoid 1:1 situations

Follow Aspire In Arts Child Protection Policy in case of an incident
	
	All Staff/volunteers
	Ongoing

	Weather


	
	Hot= first aid kit to contain sun cream, young people to keep hydrated and seek shade wherever possible

Cold= sleeping indoors will reduce risk of being cold and illness due to cold weather. YP encouraged to sleep inside (rather than tents) in case of extreme cold. 

Rain= young people to be provided with kit list prior to trip and advised to pack warm clothing and waterproof coat and shoes.  YP encouraged to sleep inside in case of extreme rain.

Young people to be monitored and medical advice/ attention to be sought if concerned.
	Refer to emergency contact if young person needs medical attention.

	Staff

Amina Mamoojee to organise
	Ongoing

Ongoing

	Electrical equipment:

COSHH:
	Staff and young people

Staff and young people


	All electrical equipment is tested annually by a qualified electrician. 

All cleaning equipment is kept locked away in the office
	
	
	


	Signed: * (Employer) 
	Amina Mamoojee and Kirsty Lowrie Directors
	Date:
	30/09/2020


COV19 Risk Assessment is separate, updated regularly and available upon request




   Health and safety policy















