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1. Introduction
This handbook is available in electronic format and has been designed to efficiently link users to
the information they require.
All staff have some responsibilities and must therefore read the Health and Safety Policy which
sets out saha’s responsibilities together with the appendices which allocates responsibility for
complying with them. Process maps and procedures, where they have been produced, provide
more detailed information.
Health and safety compliance at saha is separated into property and personnel and is managed by
Asset Management. Both groups of compliance have a similar format.
To ensure staff understand their responsibilities and the health and safety requirements of saha’s
activities, a comprehensive training programme has been established. It is a mix of in house
training, external training and eLearning. Some of it is compulsory for all staff and other training is
set by Managers.
Checklists have also been provided to assist staff to undertake their H&S duties. However, staff
should still use their training and judgement.

5

Health & Safety Policy / Handbook

Issue Date: 15.05.18

2. Health and Safety Policy
Committee: Board
Executive Team:

Pages: 9
Issue Date:

DIRECTORATE / DEPARTMENT: Asset
Management/Health & Safety

Location:
Review Date:

AUTHOR: Trish Baxter/Mobo Quadri/Spectra H&S
Consultants

Health & Safety Policy

1. Purpose or Aim
1.1 The purpose of this policy is to set out saha’s responsibilities towards our customers, staff,
visitors, volunteers and contractors in regard to health and safety. It also outlines how we
manage these responsibilities in our activities and property. This enables us to comply with
health and safety legislation.
1.2 It supports the following strategic priorities:
•

To maintain effective governance arrangements to enhance both efficiency and
effectiveness and

•

To maintain our assets to a high standard, to provide high quality accommodation for our
customers and protect the value of our assets.

2. This policy should be read in conjunction with the following documentation:
2.1 Key legal drivers for the creation of this policy are:
Legislation Compliance
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•

Health and Safety at Work etc. Act 1974

•

Confined Spaces Regulations 1997

•

Construction (Design and Management) Regulations 2015

•

Consultation with Employees Regulations 1996

•

Control of Asbestos Regulations 2012

•

Control of Lead at Work Regulations 2002

•

Control of Noise at Work Regulations 2005

•

Control of Substances Hazardous to Health 2002

•

Control of Vibration at Work Regulations 2005

•

Corporate Manslaughter and Corporate Homicide Act 2007

•

Dangerous Substances and Explosive Atmosphere Regulations 2002

•

Electricity at Work Regulations 1989

•

Food Safety Act 1990 Food Hygiene Regulations 2006 Health & Safety (Miscellaneous
Amendments) Regulations 2002

•

Hazardous Waste (England and Wales) Regulations 2005

•

Health and Safety (Consultation with Employees) Regulations 1996

•

Health and Safety (Display Screen Equipment) Regulations 1992

•

Health and Safety (First Aid) Regulations 1981

•

Health and Safety Information for Employees Regulations 1989

•

Health and Safety (Safety Signs and Signals) Regulations 1996

•

Lifting Operations and Lifting Equipment Regulations 1998

•

Management of Health and Safety at Work Regulations 1999

•

Manual Handling Operations Regulations 1992

•

Personal Protective Equipment at Work Regulations 1992

•

Provision and Use of Work Equipment Regulations 1998

•

Regulatory Reform (Fire Safety) Order 2005

•

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013

7

Health & Safety Policy / Handbook
•

Road Traffic Act 1991

•

Safety Representatives and Safety Committee Regulations 1977

•

The Gas Safety (Installation and use) Regulations 1998

•

The Smoke Free (premises and enforcement) Regulations 2006

•

Work at Height Regulations 2005

•

Workplace (Health, Safety and Welfare) Regulations 1992

•

Working Time (Amendment) Regulations 2003

Issue Date: 15.05.18

2.2 Reference to supporting and other compliance related legislation and which is particular to
individual areas of compliance is given in appendix 1
2.3 This policy is associated with several other policies including the Serious and Major
Incidents Policy.

3. Introduction
3.1 This policy is intended to ensure employees and board members are aware of their
responsibilities and that management arrangements are in place to help them meet those
responsibilities. This policy forms part of a Health and Safety Handbook. Other sections of the
handbook provide detailed procedures, process maps, plans and strategies.

4. Scope
4.1 Employees and board members comply with this policy and it applies to all employees of
saha, and others to whom we owe a duty of care. This includes temporary staff, residents,
contractors, volunteers and visitors to our offices and other areas under our control. It applies
to all property for which saha holds a maintenance and management responsibility, although
the areas of compliance may vary according to lease and management agreements. Where
Managing Agents hold responsibility for health and safety compliance, this will be set out in the
agreement.
4.2 The areas of compliance which apply to saha’s activities are set out in Appendix 1.
4.3 While health and safety at work is an overall responsibility of the company and its
management team, staff at all levels are reminded that they also have a legal duty to take care
of their own safety and that of others who could be affected by their acts and omissions. The
active co-operation and assistance of all members of staff is required on health and safety
matters.
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5. Objectives
a) To ensure compliance with related health and safety legislation and regulations
b) To remove, control or manage health, safety, security and welfare risks arising from our
work activities
c) To keep appropriate records to confirm that the risk assessment, elimination or control of
the risk has been undertaken by competent individuals.
d) To consult with our employees on matters affecting their health, safety, security and
welfare
e) To provide and maintain safe and healthy working conditions, plant and equipment
f) To ensure safe handling, storage and use of substances
g) To provide adequate information, supervision and training for employees so that they are
competent to do their tasks
h) To provide health and safety information to customers
i) To prevent accidents and cases of work related ill health as far as is possible, investigate
incidents and consider changes to reduce recurrence
j) To encourage and facilitate good practice
k) To ensurethat implementation of the policy does not discriminate directly or indirectly on
the grounds of race, religion or belief, gender, sexual orientation, disability or age
l) To promote a culture of risk awareness and safety
6. Policy Statement
6.1 Saha is committed to meeting its health and safety responsibilities. As a national
provider of social housing to a diverse range of service users, and employing staff that are
geographically dispersed, we want to ensure that our policy is effectively disseminated and
will do so via the management structure, team meetings and the company’s intranet.
6.2 In order to achieve the objectives of this policy we will:
•
•
•
•
•
•
•
•
•
•

Maintain procedures for carrying out risk assessments, in consultation with our staff and
our residents where appropriate, based on a Health and Safety Plan.
Undertake testing regimes where required by legislation.
Take corrective action as required from testing and risk assessments to ensure controls
remain effective.
Implement first aid and fire arrangements including the appointment of trained fire
marshals and qualified first aiders.
Provide timely induction and other relevant health and safety training for a l staff to enable
them to carry out their work effectively and in safety. We will ensure that any associated
qualifications of staff are kept up to date.
Review policy statements, relating to health, safety, security and welfare on a regular basis
to ensure they remain up to date together with standards, strategies and procedures where
applicable.
Use the Health and Safety Committee as the forum to consult with staff on matters relating
to health, safety and security and to take forward work identified in the annual Corporate
Risk Map.
Maintain records of audits and risk assessments and the resulting corrective action to
demonstrate compliance with health and safety obligations and statutory requirements.
Obtain evidence of compliance such as certificates and records of property where saha
does not have asset maintenance responsibility.
Ensure sufficient resources are available to meet our legal responsibilities.
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•

Recognise the need for adequate cooperation and coordination between all parties or
persons who occupy premises in buildings.
• Disseminate the policy and handbook within saha
• Conduct internal audits at planned intervals to ensure saha is meeting its legal
responsibilities.
• Report progress against programmes to the Health and Safety Committee and keep staff
informed of outcomes from assessments.
7. Saha Ongoing Strategies
7.1 Saha will, from time to time, review various compliance strategies to achieve best value
for saha.
8.

Modern Slavery Statement
8.1 As an organisation working with some of the most vulnerable people in our society, saha
is very aware of its responsibilities in ensuring that it maintains the highest ethical standards.
In line with its Modern Slavery Statement which is published on the saha website and its
obligations under the Modern Slavery Act 2015, saha has robust processes in place within its
recruitment and procurement activities to make certain that Modern Slavery plays no part in
our business or supply chain. All staff have acces to e-learning courses which will assist
them in identifying and reporting potential issues of Modern Slavery within our client base.

9. Monitoring, Reporting and Auditing
9.1 Key Performance Indicators on areas of compliance will be co lected on a monthly basis
and reported to Board on a quarterly basis.
9.2 H&S related Risks are captured in saha’s Risk Controls and Recovery Framework. The
Framework is updated and reviewed Quarterly by both Audit and Risk Committee and Board.
The Director of Asset Management is the EMT designated Risk Owner for the relevant risks.
10. Management
10.1 Saha utilises specialist and established compliance software to manage all health and
safety areas of its social housing stock covering servicing & inspection, Gas Safety,
asbestos, fire risk and general asset (property) safety. The software employed is dedicated to
social housing management needs and permits regulatory and/or operational activities to be
managed intuitively and robustly and a lows saha to record compliance related requirements
and associated activities to proactively manage risk. In addition to the use of software
specialist staff, saha employ a number of specialist consultants in relation to maintaining the
relevant data for the software systems, as well as managing any risk reduction activities
identified by the software.
10.2 The compliance management software is part of a wider asset management solution
which saha utilises to collect and maintain stock condition survey data. This also identifies
any additional or new item that is required for on-going service and inspection management
within the system.
10.3 Regular survey, assessment and remedial action works in relation to specialist areas
10
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including asbestos or fire risk are maintained within and monitored by the software, which
identifies any imminent danger or high-risk area so that the issue can be appropriately
managed by SAHA staff.
10.4 Saha will ensure that any assessments and or remedial actions works will be carried out
by suitably qualified specialists
10.5 Gas safety is managed through the Universal Housing Management database system.
This specialist software includes a workflow to facilitate communication with stakeholders and
ensure that the testing of all gas appliances is followed through to satisfactory completion.
10.6 Ar angements for the management of health and safety within the organisation
Accidents, incidents and near misses suffered by employees and volunteers are reported to
Human Resources. They are recorded, reported and considered by the Health and Safety
Committee.
Line Managers are responsible for undertaking investigations on any event resulting in injury,
i l health, damage or loss occurring within their area of control. Investigation findings will be
considered by the Line Manager, Responsible Person and the Health and Safety Manager
and control measure will be implemented to avoid a recurrence.
11. Auditing
11.1 Asset Managers will inspect checklists for compliance, saha’s Independent Quality
Inspectorate will inspect saha’s H&S management. External consultants will be
commissioned to undertake health and safety inspections of residential projects and common
areas. H&S management will be included in the internal audit programme.
12. Equality and Diversity
12.1 We will ensure that the implementation of this policy is proactively inclusive across all
areas of our activity and paying particular attention to the nine protected characteristics under
the Equalities Act 2010; age, being or becoming a transsexual person, being married or in a
civil partnership, being pregnant or on maternity leave, disability, race including colour,
nationality, ethnic or national origin, religion, belief or lack of religion/belief, sex and sexual
orientation.
12.2 Where development is required to areas of compliance, a strategy will accompany the
detailed policy statement and procedures.
13. Policy Review
13.1 We will review the operation of this policy annually in consultation with our employees,
residents and other stakeholders where appropriate in light of current best practice,
amending the policy where required.
13.2 We will also review this policy following any legislative changes or requirements or
following any significant accident or incident or material non-conformity or following audit
results or following material changes of personnel or restructuring of changes in approved
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contractors or consultants.
Signed on behalf of the Board

This Policy has been reviewed and approved by Saha’s Board and is duly signed below by the
Chair and Chief Executive.

Commissioner John Matear

Nigel Parrington

Chair

Chief Executive
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Health and Safety policy
statements

Permanently

Good practice.

Records of consultations with
safety representatives

Permanently

IPD recommendation.

Accident records, reports

6 years after date of
occurrence

Limitation for legal proceedings. DPA

Accident books

6 years after date of
last entry

Limitation for legal proceedings.

Sickness records

6 years from end of
sickness

Limitation for legal proceedings.
NCVO recommends 3 years.
However for industrial injuries not
detectable within that period e.g.
asbestos, the time period may be
extended. Also for employees
exposed to hazardous substances.

Health and safety statutory
notices

6 years after
compliance

Limitation for legal proceedings

Property maintenance records

6 years

Limitation for legal action

Minutes and resolutions of
trustees (charities)

Permanently

Charity Commissionrequirement
CC48

Annual returns to the regulator

5years

Best practice.

Annual Insurance schedule

6 years

Best practice.

Claims and related
correspondence

2 years after
settlement

Zurich Municipal recommendation.
NCVO

Employer’s liability insurance
certificate

40 Years

2008 Regs removed requirement to
retain for 40 years but need to be
mindful of ‘long tail’ industrial disease
claims etc.

Individual training records

6 years after
employment ceases

IPD recommendation.

Important: This policy statement is reviewed and re-dated every 12 months or when
appropriate. When this or any new documentation is issued, replace the old documents with the
new ones
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Asbestos
Management
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Task/Asset

Applied to

Type of Activity

Primary Statutes

Management
Inspections

Communal

Staff Inspections

Fire Risk
Assessments

Communal
and Dwellings

Risk Assessment
arrange actions and
works arising

Regulatory Reform (Fire
Safety) Order 2005
(RRFSO).

Provision of Fire
Alarms

Communal
and Dwellings

Period Inspection and
PPM

Provision of
Emergency Lighting

Communal

Period Inspection and
PPM

Provision of
Portable Fire
Extinguishers (Inc.
Fire Blankets)

Communal

Period Inspection and
PPM

Warden Nurse Call
Systems
Asbestos - General
Duty and
Management
Register and
management Plan

Dwellings

Management Function

Communal
and Dwellings

Control of Asbestos
Regulations 2012
(Regulation 4)
CDM Regulations 2015

Provision of Staff
Training

Legionella
Management

Water Hygiene General
Management
Legionella Risk
Assessments

The Management of
Health and Safety at
Work Regulations 1999

Communal
and Dwellings

Staff Inspections
Risk Assessment
arrange actions and
works arising

The Building Regs 2012
Part B applies to new
build, refurbishments
involving a change of use
or material alteration to the
building, and controlled
services and fittings

saha
Process
Map

Last
Updated/Reviewed

FRA1

May 2018

ASB1 ASB2
ASB3
ASB4

May 2018

BS 5839 for fire alarm
systems

The Health & Safety at
Work Regulations 1974

To carry out
asbestos surveys

Accompanying
Statute, Guidance
or Standard

The Health & Safety at
Work Regulations 1974
The Management of
Health and Safety at
Work Regulations 1999
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REACH (Registrat ion,
Evaluation, Authorisation
and Restriction of
Chemicals Regulations
2006)
Hazardous waste
regulations 2005
Environmental Protection
Act 1990
INDG 223 Management of
Asbestos

HSG 264 The surveying
Guide and UKAS
Accreditation requirements
ACOPS L8 - Legionnaires'
LG1 and LG2
disease. The control of
legionella bacteria in water
systems
HSE guidance HSG274

May 2018
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Electrical
Safety
Management

Fixed wire testing
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Period Inspection and
PPM

Communal
and Dwellings

Portable Appliance
Testing

Specialist External
Supplier Testing
Specialist External
Supplier Testing

Control of Substances
Hazardous to Health
Regulations 2002
(COSHH).

Parts 1, 2 and 3: The
control of legionella
bacteria in hot and coldwater systems

Workplace (Health,
Safety and Welfare)
Regulations 1992

Water Industry Act 1991

Electricity at Work
Regulations 1989 and
BS 7671 IEE Wiring
Regulations

BS EN 61439
Low-voltage switchgear
and control gear
assemblies

The Provision and Use
of Work Equipment
Regulations 1998

BS 5266 Parts 1 to 10 also
BS EN 50172
Code of practice for
emergency lighting

The Housing and
Planning Act 2016
The Health & Safety at
Work Regulations 1974
The Management of
Health and Safety at
Work Regulations 1999

ELPAT1 and
ELFIX1

May 2018

LIFT1

May 2018

BS 5839 Parts 1 - 11, also
PD6531:2010
Fire detection & alarm
systems for buildings
BS EN 62305, 4 parts
Code of practice for
protection of structures
against lightning
HSE I NDG236:
Maintaining portable
electric equipment in lowrisk environments
HSE I NDG354: Safety in
electrical testing at work
and Electrical inspection
and testing

Lifts and
Lifting
Equipment

Passenger Lifts
Stair Lifts/through
lifts

Communal
and Dwellings

Periodic inspection
servicing and PPM

Lifting operations and
Lifting Equipment
Regulations 1998
(LOLER)
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Patient Hoists

As above plus the
Provision and Use of
Work Equipment
Regulations 1998

Evacuation Chairs
Lifting Beams

Gas Safety
Management

General
Management

Radon Gas
Management

General
Management

Working at
Height
Management

The Management of
Health and Safety at
Work Regulations 1999

Communal
and Dwellings

Specialist External
Supplier Testing

GAS - Appliance
Servicing and
Testing
Communal
and Dwellings

To carry out
Inspection and
Testing provision
General
Management

Periodic inspection
servicing and PPM

Periodic inspection
servicing and PPM
Specialist External
Supplier Testing

Communal
and Dwellings

Periodic inspection
servicing and PPM

To carry out
Inspection

Gas Safety (Installation
& Use) Regulations
1998

Approved Code of
Practice L56 2013

GSEX1 and
GSNIEX1

May 2018

The Ionisation Radiation
Regulations 2017

Work with ionising
radiation: Approved Code
of Practice and guidance

RGPM1

May 2018

The Management of
Health and Safety at
Work Regulations 1999

Building Regulations 2000
Schedule 1 Part C
Applicable to New Builds

Working at Height
Regulations 2005

May 2018

The Management of
Health and Safety at
Work Regulations 1999
The Provision and Use
of Work Equipment
Regulations 1998

Construction
Design
Management

General
management of
New build projects
Refurbishment
Projects
Refit projects

Communal
and Dwellings

Carrying out of
construction works of
any type

The Construction
(Design and
Management)
Regulations 2015
The Management of
Health and Safety at
Work Regulations 1999
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Building Regulations 2000
Part M

May 2018
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Duties under
Occupiers
Liability Act

General Duty and
Management
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Control of Asbestos
Regulations 2012
(Regulation 4)

Communal
and Dwellings

Risk assessment and
management
inspection where
relevant

Health and Safety at
Work Act 1974

May 2018

The Workplace (Health,
Safety & Welfare)
Regulations 1992
The Management of
Health and Safety at
Work Regulations 1999
Control of Substances
Hazardous to Health
Regulations 2002
(COSHH).

Duties under
Defective
Premises Act

General Duty and
Management

Communal
and Dwellings

Risk assessment and
management
inspection where
relevant

Health and Safety at
Work Act 1974

Building Regulations 2000
Part M

May 2018

Health and Safety at
Work Act 1974

Building Regulations 2000
Part M

May 2018

The Workplace (Health,
Safety & Welfare)
Regulations 1992

Housing Act 2004
Guidance about
inspections and

The Workplace (Health,
Safety & Welfare)
Regulations 1992
The Management of
Health and Safety at
Work Regulations 1999
Control of Substances
Hazardous to Health
Regulations 2002
(COSHH).

Housing /
Offices H&S
Standards

General Duty and
Management
General Estate
Management
General Access

Communal
and Dwellings
Offices

Risk assessment and
management
inspection where
relevant
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Car parks

The Management of
Health and Safety at
Work Regulations 1999

Auto Opening
Gates

Control of Substances
Hazardous to Health
Regulations 2002
(COSHH).

CCTV
Security
Lighting

Machinery Directive
2006 /42/EC for Auto
Gates

Ventilation and Heat
Waste Control

EPC

Playground
Equipment
and Surfaces

INDG449 Basics Health &
Safety Guidance
Document
BS-EN12453:2001 and
BS-EN12445:2001
Safety in use of Powered
Operating doors and gates

Tree Preservation Orders
(TPOs)
The National Planning
Policy Framework
Guidance for trees in
conservation areas

Tree Cutting and
General
Maintenance

Aids and
Adaptions

assessment of hazards
given under Section 9

Installation
specialist aids and
adaptations
equipment to
provide assistance
to residents to
remain in their
homes
Compliance with
Energy Efficiency
Requirements

Communal
and Dwellings

Risk assessment and
management
inspection where
relevant

The Disability
Discrimination Act
(DDA) 1995 as
amended by the
Disability Discrimination
Act (DDA) 2005

All properties

Risk assessment
where appropriate

Ensuring
Playground areas
and equipment are
fit for purpose and
safe to use

All nominated
playground
areas

Risk assessment and
management
inspection where
relevant

The Energy Efficiency
(Private Rented
Property) (England and
Wales) Regulations
2015
Health and Safety at
Work Act 1974
The Management of
Health and Safety at
Work Regulations 1999

Equality Act 2010
Part M Building
Regulations

May 2018

The Occupiers Liability
Act, 1957 and 1984
BS EN1176 (Playground
Equipment) is published in
seven parts and describes
methods of testing,
construction and
performance of
equipment.
BS EN 1177 (Impact
absorbing playground
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surfacing) covers testing
for impact absorbing
surfaces and is used to
establish suitability of
surfacing.
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Compliance
Area Personnel
Accidents/Inci
dents
(RIDDOR)

First Aid

Risk
Assessments

Task/Asset

Applied to

Type of
Activity

Primary Statutes

Carry out accident
investigation
Complete
Accident Forms
Complete
RIDDOR
notification if
applicable
Post-Accident risk
assessment
Provide first aid
assistance
First aid risk
assessment

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

Work activities

Saha generic risk
assessment

Control of
Premises

Management
Review/ checklists

Access &
Egress

Management
Review/checklists

Windows
Doors and
Stairs

Health & Safety Policy / Handbook

Management
Review/checklists

Accompanying
Statute, Guidance
or Standard

saha
Process
Map

Last
Updated/Reviewed

RIDDR1

May 2018

Health & Safety at Work
Act 1974

The Health & Safety (First
Aid) Regulations 1981

N/A

May 2018

Work activities

Health & Safety at Work
Act 1974

Management of health and
safety at work Regulations
1999

N/A

May 2018

Work activities

Health & Safety at Work
Act 1974

Workplace (Health, Safety
& Welfare) Regulations
1992

N/A

May 2018

Work activities

Health & Safety at Work
Act 1974

Workplace (Health, Safety
& Welfare) Regulations
1992

N/A

May 2018

Work activities

Health & Safety at Work
Act 1974

Workplace (Health, Safety
& Welfare) Regulations
1992

N/A

May 2018

Visitors
Residents
Contractors

Employees (full
time, temp,
agency)
Visitors
Residents
Contractors
Employees (full
time, temp,
agency)
Visitors
Residents
Contractors
Employees (full
time, temp,
agency)
Visitors
Residents
Contractors
Employees (full
time, temp,
agency)
Visitors
Residents
Contractors
Employees (full
time, temp,
agency)
Visitors
Residents
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Reporting of Incidents,
Diseases and Dangerous
Occurrence Regulations
2013 (RIDDOR)
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Welfare

Smoking

Management
Review/checklists

Management
Control
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Contractors

Employees (full
time, temp,
agency)
Visitors
Residents
Contractors
Employees (full
time, temp,
agency)
Visitors
Residents
Contractors
Employees (full
time, temp,
agency)
Contractors

Work activities

Health & Safety at Work
Act 1974

Workplace (Health, Safety
& Welfare) Regulations
1992

N/A

May 2018

Work activities

Health & Safety at Work
Act 1974

Smoke-free (Premises and
Enforcement) Regulations
2006

N/A

May 2018

Work activities

Health & Safety at Work
Act 1974

Workplace (Health, Safety
& Welfare) Regulations
1992
Management of health and
safety at work Regulations
1999

N/A

May 2018

Health & Safety at Work
Act 1974

Workplace (Health, Safety N/A
& Welfare) Regulations
1992
Management of health and
safety at work Regulations
1999
Control of Substances
Hazardous to Health 2002
(COSHH)
Management of health and N/A
safety at work Regulations
1999
Occupiers’ Liability Act
1957
Workplace (Health, Safety N/A
& Welfare) Regulations
1992

May 2018

Housekeeping
and
Maintenance

Management
Review/checklists
Risk Assessment
COSHH
Assessment

Storage of
Goods

Management
Review/checklists
Risk Assessment
COSHH
Assessment

Employees (full
time, temp,
agency)

Control of
Visitors

Management
Review/checklists
Risk Assessment

Visitors

Visits

Health & Safety at Work
Act 1974

Pedestrian and
Traffic

Management
Review/checklists
Risk Assessment

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

Work activities

Visitors
Residents
Contractors
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Segregation
Waste
Disposal

Management
Review/checklists

Food Handling

HACCP (Hazard
Analysis and
Critical Control
Point)
Food safety
checks

Health & Safety Policy / Handbook
Visitors
Residents
Contractors
Contractors

Employees (full
time, temp,
agency)
Visitors
Residents
Contractors
Employees

Management of health and
safety at work Regulations
1999

Work activities

Health & Safety at Work
Act 1974

Work activities

Health & Safety at Work
Act 1974

Work activities

Health & Safety at Work
Act 1974

Training

Training Matrix

Alcohol and
Substances
miss use

Management
Review/checklists

Employees (full
time, temp,
agency)
Residents

Work activities

Health & Safety at Work
Act 1974

Stress

Management
Review/checklists
Risk Assessments

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

Violence

Management
Review/checklists
Risk Assessments

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

Visitors
Residents
Contractors
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Control of Substances
Hazardous to Health 2002
(COSHH)
The Waste (England and
Wales) (Amendment)
Regulations 2012
The Hazardous Waste
(England and Wales)
(Amendment)
Regulations 2016
The Food Standards Act
1999

N/A

May 2018

N/A

May 2018

Management of health and
safety at work Regulations
1999
The health and safety
(training for employment)
regulations 1990
Management of health and
safety at work Regulations
1999
Road Traffic Act 1991 and
the Transport and Works
Act 1992
Misuse of Drugs Act 1971
Management of health and
safety at work Regulations
1999

N/A

May 2018

N/A

May 2018

N/A

May 2018

Management of health and
safety at work Regulations
1999
Reporting of Incidents,
Diseases and Dangerous
Occurrence Regulations
2013 (RIDDR)

N/A

May 2018
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Review/checklists
Risk Assessments

Employees (full
time, temp,
agency)
Contractors

Work activities

Health & Safety at Work
Act 1974

Management of health and
safety at work Regulations
1999
Working alone
NDG73(rev3), published
05/13
Management of health and
safety at work Regulations
1999

N/A

May 18

Use of Mobile
Phones

Management
Review/checklists
Risk Assessments

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

N/A

May 18

Young
Persons

Management
Review/checklists
Risk Assessments

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

Management of health and
safety at work Regulations
1999
Young People and Work
Experience
INDG364(rev1)
Management of health and
safety at work Regulations
1999
Home Workers Guidance
INDG 226
Management of health and
safety at work Regulations
1999
New and Expectant
Mothers who work INDG
373
Management of health and
safety at work Regulations
1999
Construction Design &
Management Regulations
2015
Personal Protective
Equipment 2002

N/A

May 18

Home Workers

Management
Review/checklists
Risk Assessments

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

N/A

May 18

New and
Expectant
Mothers

Maternity Risk
Assessment
New & Expectant
Mothers Risk
Assessment

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

N/A

May 2018

Control of
Contractors

Management
Review/checklists
RAMS
Competence
Checks

Contractors

Work activities

Health & Safety at Work
Act 1974

CDM1

May 2018

Personal
Protective
Equipment

Management
Review/checklists
Risk Assessment

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

N/A

May 2018

Disabled
Workers

Management
Review/checklists
Risk Assessment

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

Management of health and N/A
safety at work Regulations
1999
The Equality Act 2010

May 2018

Drivers

Management
Review/checklists
Risk Assessment

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

Management of health and
safety at work Regulations
1999
Driving at Work INDG 382

May 2018
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Management
Health
Review/checklists
Surveillance
Risk Assessment

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

Control of Substances
Hazardous to Health 2002
(COSHH)

N/A

May 2018

Manual
Handling

Management
Review/checklists
Risk Assessment

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

The Manual Handing
Regulations 1992

N/A

May 2018

COSHH

Management
Review/checklists
COSHH
Assessment

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

Control of Substances
Hazardous to Health 2002
(COSHH)

N/A

May 2018

Work activities

Health & Safety at Work
Act 1974

N/A
Control of Substances
Hazardous to Health 2002
(COSHH)
Management of health and
safety at work Regulations
1999
Cleaning Up Bodily Fluids,
OCE23
Blood Borne Viruses in the
Workplace, INDG342

May 2018

Visitors
Residents
Contractors
Employees (full
time, temp,
agency)

Health & Safety Policy / Handbook

Body Fluids

COSHH
Assessment

Work at Height

Management
Review/checklists
Risk Assessment
RAMS
PUWER/LOLER
records
Management
Review/checklists
Risk Assessment
RAMS
PUWER/LOLER
records
Management
Review/checklists
DSE Risk
Assessment

Employees (full
time, temp,
agency)
Contractors

Work activities

Health & Safety at Work
Act 1974

The Work at Height
Regulations 2005

N/A

May 2018

Employees (full
time, temp,
agency)
Contractors

Work activities

Health & Safety at Work
Act 1974

Provision and Use of Work
Equipment Regulations
1998

N/A

May 2018

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

The Health and Safety
(Display Screen
Equipment) Regulations
1992

N/A

May 2018

Confined space
Risk Assessment

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

Confined Space
Regulations 1997

N/A

May 2018

Work
Equipment/
Guarding/Mac
hinery
Display Screen
Equipment
Confined
Space
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Consultation
with
Employees

Management
Review
Safety Committee
Meetings

Contractors
Employees (full
time, temp,
agency)

Health & Safety Policy / Handbook
Work activities

Health & Safety at Work
Act 1974

The Safety
Representatives and
Safety Committees
Regulations 1977
(as amended)

N/A

May 2018

The Health and Safety
(Consultation with
Employees) Regulations
1996
(as amended).

Control of
Lead at work

COSHH
Assessment

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

The Control of Lead at
Work Regulations 2002
(CLAW)

N/A

May 2018

Control of
Noise

Noise Assessment Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

The Control of Noise at
Work Regulations 2005

N/A

May 2018

RAMS

Visitors
Residents
Contractors

Control of
Vibration

Vibration Risk
Assessment

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

Control of Vibration at
Work Regulations 2005

N/A

May 2018

Corporate
Manslaughter
and Corporate
Homicide

H&S
Policy/Procedures

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

The Corporate
Manslaughter and
Corporate Homicide Act
2007

N/A

May 2018

Dangerous
Substances
and Explosive
Atmosphere
Food Safety
Act 1990 /

DSEAR
Assessment

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

The Dangerous
Substances and Explosive
Atmospheres Regulations
2002

N/A

May 2018

Food Safety
Systems and
Procedures

Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

Food Safety Act 1990 /
Food Hygiene regulations
2006

N/A

May 2018

Visitors
Residents
Contractors
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Food Hygiene
regulations
2006
Management
Health and
Review
Safety
Safety Committee
information for Meetings
Employees

Health & Safety Policy / Handbook
Visitors
Residents
Employees (full
time, temp,
agency)

Work activities

Health & Safety at Work
Act 1974

The Safety
Representatives and
Safety Committees
Regulations 1977
(as amended)

N/A

May 18

The Health and Safety
(Consultation with
Employees) Regulations
1996
(as amended).

Safety Signs
and signals

Safety signage

Employees (full
time, temp,
agency)

Work Activities

Health & Safety at Work
Act 1974

Safety signs and signals.
The Health and Safety
Regulations 1996.
Guidance on Regulations

N/A

May 18

Visitors
Residents
Contractors

Working time

Risk Assessment
Policies/Procedur
es

Employees (full
time, temp,
agency)

Work Activities

Health & Safety at Work
Act 1974

The Working Time
(Amendment) Regulations
2003

N/A

May 18

Safety
representative
and Safety
Committee

Management
Review
Safety Committee
Meetings

Employees (full
time, temp,
agency)

Work Activities

Health & Safety at Work
Act 1974

The Safety
Representatives and
Safety Committees
Regulations 1977
(as amended)

N/A

May 18

The Health and Safety
(Consultation with
Employees) Regulations
1996
(as amended).
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4. Appendix 2 – Company Structure
Organisational Structure Board Level

Board Members

Governance and HR Committee

Audit and Risk Committee

Saha Developments Limited

Kingstown Property Limited
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Board and Higher Management Responsibilities

The Board Members
Approves the Health and Safety policy
annually and supports the ongoing
development

Approves the budget which ensures sufficient
resources are allocated to effectively
discharge its Health and Safety

Delegatesthe operational element of its
Health and Safety role to the Director of
Asset Management & Executive Team.

Chief Executive (Duty Holder)
Supports this policy by ensuring the
allocation of resources including an
adequate budget, suitable and sufficient
equipment, personnel, time and training

Appoints the Responsible Person(s)

Promote Health and Safety as an integral part
of the normal management practices.
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5. Appendix 3 - Health & Safety Organisational Structure

Saha Group Board

Chief Executive

Executive Management Team

Senior Management
Team

Health & Safety Committee

Health & Safety Compliance
Manager

Managers and Staff
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Director of Asset Management
Establishes staff structure for health and safety
management
Develop the existing health and safety policy and
procedures appropriate for saha and ensure
these are kept up to date and regularly reviewed.

Set performance standards and systems for
measuring health and safety performance

Take advice from “competent persons” as
required to fulfil their delegated responsibilities

Manages property aspects of health and safety
content on saha intranet
Head of Human Resources and Occupational Development
Act as lead for saha on health and safety issues
relating to employees, including work related
stress, personal safety and lone working,
computer use, infection risk and employment
matters

Manage the provision of Occupational Health
services for employees, including counselling and
telephone advice

Monitor the health, safety, security and welfare of
their staff through the supervision and appraisal
process
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Health & Safety Compliance Manager
Ensure compliance with the Health and
Safety policy and Handbook and their
effective implementation within saha

Promote health and safety as an integral part
of normal management practices.

Manage the risk assessment programme,

Takes advice from ‘competent persons’
as required to fulfil their delegated
responsibility.

arising remedial action and servicing to
ensure compliance with legal requirements
and saha policy.

Establish that all equipment, plant and

Manage a programme of ‘competent person’
visits to each saha owned supported
accommodation to assess health and safety
compliance and implements any corrective
work as required.

substances used are suitable for the task
and kept in good working condition,
including the regular maintenance and
servicing of equipment.
Recommend and review performance
standards for measuring health and
safety compliance.

Manages the health and safety content
of saha’s intranet.

Steps to investigate any risk to health, safety,
security and welfare arising from work
activities, will be carried out as soon as
practicable to do so.

Manage saha’s Health and Safety Plan
and regularly report performance against
it to the Health and Safety Committee.

Manage a fire risk assessment programme in
accordance with RRO 2005 for buildings and
advising the committee on fire risk related

Fully involve staff and residents, where
appropriate, in the risk assessment
process.

issues from life safety aspect.
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Senior Management Team and Line Managers

Promote health and safety as an integral part of normal
management practices
Ensure adequate resources are made available for
health, safety, security and welfare
Ensure compliance with the Health and Safety policy and
Handbook and their effective implementation
departmentally and locally
Ensure employees, contractors and visitors are aware of
safety procedures and their responsibility

Establish that all equipment, plant and substances used
are suitable for the task and kept in good working
condition, including the regular maintenance and
servicing of equipment

Provide adequate training, instruction and supervision to
ensure that work is carried out without risk to health,
safety and security

Take immediate steps to investigate any risk to health,
safety, security and welfare arising from work activities
Carry out risk assessments, make the appropriate
recommendations for the effective management of risks
identified and communicate results to employees
Fully involve staff and residents, where appropriate, in the
risk assessment process
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Monitor the health, safety, security and welfare of their
staff through the supervision and appraisal process

Ensure that all accidents, dangerous occurrences and
‘near misses’ are properly recorded and reported and
that an investigation is carried out immediately to ensure
prevention of similar events in the future
Maintain safe access and egress from the workplace at
all times, so far as is reasonably practicable
When engaging managing agents to provide housing
services on our behalf, ensure that their approach to
health, safety and security is in line with our own
approach as set out in this policy

Employees
Fulfil their role under this policy and procedures,
cooperating with saha to enable it to comply with its
statutory duties and not intentionally or recklessly misuse
anything provided in the interest of health, safety, security
or welfare
Take reasonable care whilst at work for their own health,
safety, security and welfare and of others who may be
affected by their act or omissions.
Participate in carrying out risk assessments covering their
work, workplace and residents, where applicable

Report any accidents or incidents which they are involved
in or are aware of in line with accident and incident
reporting procedures.
Report any hazardous defects in plant and equipment or
shortcoming in the existing safety arrangements to a
responsible pers3o5n without delay.
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Report accidents, dangerous occurrences and near misses
to HR manager.

Participate in health and safety training provided and apply
it to their work.

Involve themselves, through their representative on the
health and safety committee or directly, in the
management of health and safety at saha relevant to their
own work
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6. Appendix 4 – Governance and HR Terms of Reference
Role and Responsibilities
1) The Governance and HR Committee is a Committee of the saha Group Board and
is responsible for matters relating to governance, ensuring that governance across
the group, including its subsidiaries, is robust and that saha complies with all
regulatory requirements, all statutory requirements relevant to the Committee’s
remit and has due regard to good practice.
2) The Committee also oversees the remuneration of staff, Group Board and
Committee members and has responsibility for monitoring, regulating and
recommending to the saha Group Board group-wide governance, remuneration
and HR, equality and diversity and health and safety policies for approval in order
that the group fulfils its responsibilities as an employer.
Meetings
1) The Committee will meet a minimum of four times per year.
2) Other additional meetings may be held at the discretion of the Committee chair as
necessary.
3) Meetings will be arranged to fit in with the approval of any pay awards and
scheduled evenly throughout the year in a cycle such that agreed draft minutes of
meetings can be received at the next saha Group Board meeting.
4) The Committee will, at least annually, ensure there is an opportunity to meet in
closed session (without staff present) to review its effectiveness.
Membership
1) Membership will consist of a minimum of three and a maximum of five members,
including the saha Group Board Chair.
2) Executive directors may not be members of the Committee.
3) The chair will be appointed annually by the Group Board and will be a saha Group
Board member. The chair of the Group Board cannot be the chair of the
Committee
4) Where a Committee member (including a co-optee) is absent from three
consecutive meetings of the Committee without special leave of absence, he/she
will cease to be a member of the Committee unless the chair consents otherwise.
Co-optees
1) The Committee may co-opt up to two people whom it is considered have particular
experience or expertise that will be of benefit to the Committee. Co-opted
members will be in the minority and their term of office may be terminated by the
Committee at any time. The chair of the Committee in conjunction with the
executive will recruit and appoint any co-optees.
Competencies
The Committee shall comprise members who between them have the following skills and
experience:
1) Senior level experience of governance, remuneration and human resources
management
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2)
3)
4)
5)

At least one member who is CIPD qualified
Experience of developing human resources systems and policies
Strategic development of human resources management
An ability to think critically and sceptically and be able to voice those thoughts
through constructive cha lenge as well as support
6) Be an agent for change.
Quorum
A quorum consists of two members, excluding co-optees; at least one of which must be a
saha Group Board Member.
Lead Officer
Director of Corporate Services and Company Secretary
Attendance
Employees and others may attend all or part of meetings at the invitation of the
Committee. Attendees will usua ly include:
1)
2)
3)
4)

The Director of Corporate Services and Company Secretary
Chief Executive
The Head of HR and OD
Executive Assistant (Minutes)

Authority
The Committee may obtain independent, legal or other professional advice at the group’s
expense and, if necessary, invite non-members with relevant experience to attend its
meetings.
Voting
Decisions will normally be made by member consensus but for the avoidance of doubt
each member present in person shall have one vote. In the case of an equality of votes,
the chair will have a second or casting vote.
The Governance, Remuneration and HR Committee has the following specific
duties
Governance
1) Recommend to saha Group Board changes in governance arising from good
practice and any new legal or regulatory requirements.
2) Reviewing regular reports on any governance, regulatory or compliance issues
which may affect the operation of the governance structure, the Committee and/or
the scope or extent of its responsibilities.
3) Approve saha policies and procedures for the recruitment, induction, appraisal,
skills, learning and development of all Group Board and Committee members.
4) Support the saha Group Board chair in overseeing arrangements for the annual
appraisal process of Group Board and Committee members. This includes review
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of collective Group Board and Committee performance and review of skills
requirements. This to be done formally as a minimum every two year.
5) Oversee arrangements for the annual (informal) and triennial (formal) review of the
effectiveness of governance arrangements.
6) Review the annual statements of compliance with the Codes of Governance and
Conduct and provide assurance to the saha Group Board prior to their approval by
the Group Board.
7) Review the annual statements of compliance with regulatory standards and
provide assurance to the saha Group Board prior to their approval by the Group
Board
8) Develop and monitor progress against an annual Governance Improvement Plan
including an annual learning and development plan for Group Board and
Committee members.
9) Recommend Governance Handbook updates for approval by the saha Group
Board.
10) Recommend other ‘governance toolkit’ policy updates for approval by the saha
Group Board.
11) Recommend updates to Standing Orders for approval to the saha Group Board.
12) Review the intra-group agreements annua ly and report on any recommended
changes to the saha Group Board.
Remuneration
1) Recommend to the saha Group Board the remuneration package and terms and
conditions for the Chief Executive and the Executive Management Team
members, in accordance with current guidelines.
2) Recommend to the saha Group Board the Remuneration Policy and Terms
and Conditions for other staff that comply with legislation and regulation; ensuring
that risks and rewards are balanced and in line with the association’s strategic
objectives.
3) Approve the Annual Staff Pay Review for all other staff, ensuring that it is in line
with the overall approved annual budget.
4) At least once every three years, to benchmark the costs and benefits of salary
packages for executive staff and overall against prevailing market rates (this does
not preclude individual role reviews taking place as necessary).
5) Approve any Executive Management Team members’ performance-related
payments based on the achievement, or otherwise, of the year’s targets
considering the Chief Executive’s recommendations.
6) Approve staff performance-related payments based on the achievement, or
otherwise, of key performance indicators considering the Chief Executive’s
recommendations.
7) Recommend to the saha Group Board the arrangements for, and levels of
remuneration of non-executive Group Board and Committee members. To review,
as a minimum every three years, the remuneration of any paid Group Board and
Committee members, taking independent professional advice as required, and
make recommendations to the Group Board for any changes.
8) Approve the arrangements for the Chief Executive’s annual appraisal, including
target setting. Receive annual assurance from the Chief Executive that EMT
appraisals had been completed and in accordance with robust processes.
HR and Staffing Issues
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1) Approve the organisational structure, staffing establishment and any changes
outside existing budget approvals.
2) Recommend to the saha Group Board the Employee Learning and Development
Policy incorporating staff learning and development.
3) Ensure that Human Resources policies and procedures within the group remain fit
for purpose and comply with statutory requirements, relevant regulatory guidance
and good practice, e.g. in the area of equality and diversity.
4) Approve new initiatives relating to the employment and development of staff.
5) Monitor any ongoing trade union negotiations, and/or any other senior employee
relations issues.
6) Authorise out of court settlement of legal claims relating to staffing matters up
to £100,000 by or against saha or one of its subsidiaries (other than items
specifically delegated to staff).
7) To advise on the development of key HR related policies including disciplinary,
grievance, staff recruitment and selection, managing attendance, performance
management, learning and development, employment of relatives, redundancy,
staff conduct, disciplinary and grievances and whistleblowing.
Contracts of Employment
1) To review, at least every three years, all contracts of employment ensuring
compliance with legislation and regulation; and to negotiate suitable contracts with
executive staff.
Risk
1) To identify any governance, remuneration or HR ma ters within the Committee’s
area of responsibility that create significant financial, reputational or other risk to
the group andrefer them to the Audit Committee for consideration.
Equality and Diversity
1) To champion equality and diversity throughout the group and recommend
approval of the Equality, Diversity and Inclusion Policy to the saha Group Board
ensuring that it is based on good practice and meets legal and regulatory
requirements.
2) To receive an Annual Report on saha’s activities relating to Equality & Diversity.
3) Review training and development programmes to ensure Group Board, Committee
members and staff maintain an up to date knowledge on equalities and diversity
issues.
Health and Safety
1) Champion health and safety throughout the group and recommend approval of the
Health and Safety Policy to the saha Group Board ensuring that it is based on
good practice and meets legal and regulatory requirements.
2) Receive and scrutinise an annual report on health and safety, providing assurance
to the Group Board that H&S is being appropriately monitored.
Safeguarding and Serious Incidents
1) Receive and scrutinise quarterly reports on safeguarding, providing assurance to
the group Board that safeguarding is being appropriately monitored.

40

Issue Date: 15.05.18

Health & Safety Policy / Handbook

2) Approve the following policies: Safeguarding Vulnerable Adults and Safeguarding
Children
Performance
1) Scrutinise progress against the Governance Improvement Plan.
2) Monitor compliance with regulatory requirements, and with Code of Governance
and Code of Conduct compliance.
3) Scrutinise audit reports relating to governance, remuneration and HR/staffing
issues.
4) Receive high level performance monitoring information on HR related
organisational performance andtargets.
General
1) To obtain independent, professional advice as required.
Reporting
1) Draft minutes of Committee meetings will be sent to the Committee chair for
approval within five working days of the meeting. The minutes will then be
circulated within a further three working days to members of the Committee. If
approved at the next meeting, the minutes will be signed by the chair as a true
record.
2) Agreed draft minutes of Committee meetings will be presented to the saha Group
Board at its next meeting for noting, along with a short Committee Chair’s Briefing
Note highlighting key issues, risks, matters for referral to another Committee or to
the Group Board for approval.
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7. Appendix 5 - Health & Safety Committee Terms of
Reference
Role and Responsibilities
1) The Health and Safety Committee is a Committee of saha employees and is
responsible for monitoring health and safety matters in connection with our
operations and reporting and making recommendations to the Governance and
Human Resources Committee. Our responsibilities extend to board members,
employees, agency workers, visitors, contractors, residents and to the general
public.
Meetings
1) The Committee will meet a minimum of four times per year.
2) Other additional meetings may be held at the discretion of the Committee chair as
necessary.
Membership
1) The Chair of the Committee will be appointed by the Chief Executive.
2) Membership will consist of a minimum of five and a maximum of twelve members.
3) Membership will comprise representatives from Finance, Housing, Human
Resources, Asset Management, IT and IQI.
Co-optees
1) The Committee may co-opt up to two people whom it is considered have particular
experience or expertise that will be of benefit to the Committee. Co-opted
members will be in the minority and their term of office may be terminated by the
Committee at any time. The chair of the Committee will recruit and appoint any cooptees.
The Committee shall comprise members who between them have the following skills and
experience:
1) Sufficient seniority to agree recommendations from the Committee.
2) Experience of developing policies and procedures
3) An ability to think critically and sceptically and be able to voice those thoughts
through constructive cha lenge as well as support
4) Be an agent for change.
Quorum
A quorum consists of four members, from more than one department and excluding cooptees.
Lead persons
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The Chairperson will be the Director of Asset Management. The Lead Officer will be the
Health and Safety Manager.
Attendance
Members of staff who have been selected by their manager to represent their department
on the Committee, will attend.
Authority
The Committee may obtain independent, legal or other professional advice at the group’s
expense and, if necessary, invite non-members with relevant experience to attend its
meetings.
Voting
Decisions will normally be made by member consensus but for the avoidance of
doubt each member present in person shall have one vote. In the case of an
equality of votes, the chair will have a second or casting vote.
To avoid possible conflict of interest, Co-optees will not be eligible to vote.
The Health and Safety Committee has the following specific duties:
Governance
1) Recommend to the Governance and Human Resources Committee changes in
health and safety arising from good practice and new legal or regulatory
requirements.
2) Collect information and share information about best practice, with members
feeding back to team meetings
3) Identify potential hazards and suggest solutions
4) Reviewing regular reports on health and safety or compliance issues which may
affect saha.
5) Consider saha strategies, policies, standards and procedures relating to Health
and Safety and recommend changes
Consider audit of processes and reports relating to Health and Safety and recommend
remedial actions.
Risk
1) To identify health and safety risks and refer them to the Governance and Human
Resources Committee for consideration.
Equality and Diversity
1) To champion equality and diversity throughout the group.
Health and Safety
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1) To champion health and safety throughout the group and recommend approval of
the Health and Safety Handbook to the saha Group Board ensuring that it is based
on good practice and meets legal and regulatory requirements.
2) To consider and agree changes to standards and procedures where these do not
conflict with the Health and Safety Policy.
Safeguarding and Serious Incidents
1) Receive and scrutinise quarterly reports on relevant serious incidents and lone
working providing assurance to the Governance and Human Resources
Committee that serious incidents and lone working are being appropriately
monitored.
Performance
1) Scrutinise progress against Key Health and Safety Performance Targets and
report by exception to the Governance and Human Resources Committee.
General
1) To obtain independent, professional advice as required.
Reporting
1) Draft minutes of Committee meetings will be sent to the Committee chair for
approval within five working days of the meeting. The minutes will then be
forwarded to the Chairperson of the Governance and Human Resources
Committee within a further five working days.
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8. Areas of Compliance - Property
8.1 Fire Safety Management Compliance
The aim of this policy statement and procedure is to:
•
•
•

Reduce the potential for fire and fire spread in the homes we managed and the
buildings in which our employees work
Ensure the safety of occupants and visitors in the event of a fire
Meet statutory requirements relating to fire safety

Policy Statement
saha will meet its responsibilities for fire safety, including the non-transferable
responsibilities which are set out in The Regulatory Reform (Fire Safety) Order 2005. This
states that
“any person who has some level of control in premises must take reasonable steps to
reduce the risk from fire and make sure people can escape safely if there is a fire”.
saha is committed to providing a safe environment for its staff, contractors and visitors.
Part of this safety responsibility is in the provision and management of fire safety systems
and procedures.
All members of the saha organisation, their visitors and contractors, have a statutory
responsibility in ensuring compliance with the law and complying with the fire safety
provisions defined within this policy.
Saha will manage fire safety compliance across all premises and activities which to any
extent fall under its control.
Process maps and standards detail the procedures and processes it has in place to prove
guidance for designated staff responsible for implementing the policy statement.
The process maps clearly define roles and responsibilities and confirms saha resolve in
preventing or minimising the risk in the event of a fire and commitment to have in place
control measures that adhere to the risk assessment and comply with The Regulatory
Reform (Fire Safety) Order 2005, for England and Wales.
General Fire standard and Procedure
saha will
•
•

Appoint a competent external fire safety consultancy to risk assess its property
and provide expert guidance on fire safety
Risk assess all property for which it is responsible under the RR(FS)O, and
undertake timely reviews as recommended by its external fire safety specialist
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Risk assess new developments soon after completion and will provide a copy of
the fire safety strategy to the assessor
Complete all fire safety action, recommended by the external fire safety specialist,
competently and within the required timescale
Ensure managers of supported accommodation have a copy of the most recent
risk assessment
Use, and maintain with up to date information, specialist software to hold fire
safety data, monitor progress of remedial works and maintenance, generate
ongoing inspection programmes and facilitate the audit process
appoint an external contractor to maintain fire safety equipment, provide signage
and test emergency lighting and hold in database format, information of all fire
equipment inspections and planned maintenance reports/certificates including
dates, findings, and remedial actions.
Train residential staff to competently undertake fire safety checks of emergency
lighting and fire alarms, to undertake fire drills and to compile emergency escape
plans for residents where necessary
a locate sufficient resources to assess, rectify recommendations contained in
assessment, maintain and train its workforce

Fire Drills
It is important that any visitors or contractors attending site follow the signing in
procedures and included in the site register. When a fire drill takes place the fire warden
will take the site register to the designated assembly point to carry out a role call.
A fire drill will take place at least annually in supported accommodation and offices and
will be carried out by saha nominated fire wardens.
Commercial Managed Property (Owned by saha and Managed by Others)
saha will commission an FRA on all managed property irrespective of lease conditions
and will undertake remedial works, recharging where appropriate or require the agent to
complete.
Premises Information Box, Fire Control Panel(s) and Grab bags
PIB’s will be installed where recommended by either the risk assessment or the local fire
service. The location of a secure Property Information Box (PIB), and the location of any
fire safety systems control panels, will be considered with the LFB input. In this regard it
should be understood that the LFB express a preference for all complex and/or mixed-use
developments to have a PIB.
Grab bags will be held in all supported accommodation and will contain information per
premises information boxes as recommended in Fire Safety Guidance note 70.
Fire Detection and Alarm Systems
Fire detection is installed where recommended by the risk assessment.
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During any period beginning on or after 1st October 2015 while the premises are
occupied under a tenancy (or licence) the landlord must ensure that a smoke alarm
is equipped on each storey of the premises on which there is a room used wholly or
partly as living accommodation. A living room will include a lounge dining room and
kitchen as well as a bathroom or toilet. It also includes a hall or landing. This means
that a smoke alarm must be provided in working order on each storey.
As a minimum saha will install an L2 level system within all its tenant occupied properties,
where sleeping accommodation is provided
An L2 Fire Alarm Systems is designed to offer automatic detection on all escape routes
within a building, with the addition of all rooms adjoining to the escape route. An L2 Fire
Alarm installation should also consider any further areas of high risk which may not
necessarily be covered with detection on the escape routes and adjoining rooms, such as
boiler rooms, plant rooms and other roof voids for example
The L2 Fire Alarm system will also incorporate audible sounders throughout the building
which operate when the fire alarm system is activated. These sounders should achieve a
minimum sound
pressure of 65 dB (A) throughout the building and a minimum of 75 dB (A) at the bedhead
where there are people sleeping within the building.
The L2 Fire Alarm should also include manual call points on all exits to open air, and in
buildings above a single storey all entrances to stairwells on the floors above the ground
floor. In large buildings it should also be noted that nobody should have to travel for more
than 45 metres to reach a call point. This means that further call points may be needed to
be positioned within the property to achieve this.
saha will install hard wired smoke alarms in all properties, as part of decent homes work
in accordance with BS 5839 Part 6
Testing of fire alarms
The Responsible Personfor the premises is to ensure that a Weekly Test of the building’s
Fire Alarm (FA) System is carried out under The Regulatory Reform (Fire Safety) Order
2005 (Article 17).
The ‘Weekly Test’ regime for fire alarms can be found in the Health & Safety Check list
Fire Fighting Equipment
Firefighting equipment will be insta led as per the risk assessment in residential
communal areas.
Suitable and sufficient firefighting equipment will be provided in all of ‘saha; commercial
properties such as offices and shops, and in locations recommended by fire safety
specialists. Firefighting equipment is provided to aid means of escape and for staff to fight
a sma l fire. This must only be done when they are confident to do so, feel safe to do so
and are properly trained.
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No powder extinguishers will be provided to any of the saha buildings in line with the
recently updated British standards
BS 5306: Part 8 – Selection and Positioning of Portable Fire Extinguishers contains the
following clause:
5.4.3 Use of powder extinguishers, the discharge of a powder extinguisher within
buildings can cause a sudden reduction of visibility and can also impair breathing, which
could temporarily jeopardize escape, rescue or another emergency action. For this
reason, powder extinguishers should generally not be specified for use indoors, unless
mitigated by a health and safety risk assessment.
In addition to annual Servicing it is recommended that the Responsible person carry out
visual inspections of all extinguishers and fire safety equipment on a regular basis i.e. at
least monthly to determine if the extinguisher has been discharged or damaged.
Emergency Lighting
The ‘owner’ or ‘person who has control’ over the premises is responsible for a number of
actions and tests in respect to the building’s emergency lighting system, to ensure
compliance in securing the Means of Escape under the Regulatory Reform (Fire Safety)
Order 2005.
saha will ensure either by design or via a site-specific fire risk assessment that
emergency lighting is installed in all its premises to aid means of escape and to meet
current legislation
saha will ensure all instaled emergency lighting systems are checked and recorded
monthly via appropriately trained internal staff
Each self-contained luminaire or illuminated sign should be energised by its battery to
simulate failure of the local lighting circuit, for a short period to sufficient only to ensure
that, the lamp is working.
The ‘Monthly and Yearly Test’ regime for Emergency lights, can be found in the Health &
Safety Check list
New Build Developments
Fire Risk Assessments will be carried out on new housing developments. The Building
Regulations require all Contractors (and Designers) to provide saha with all the necessary
information required for (fire) safety purposes, prior to the handover of a new
development.
saha will undertake a pre-occupancy check prior to completion. This will include
confirmation from principle designers that they have complied with the fire strategy in full
and that the proposed occupancy of the building has not materially changed since the
strategy was produced.
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saha will supply a copy of the strategy to the Fire Risk Assessor prior to their assessment.
The Assessment will take place within one month of completion
Commercial Managed Property (Owned by saha and managed by Others)
saha will commission an FRA on all managed property irrespective of lease conditions
and will undertake remedial works, recharging where appropriate or require the agent to
complete.
saha Proposed 3-year Fire Strategy
Fire risk assessments should be reviewed at regular intervals
saha will work with specialist advisors to categorise its stock into 3 risk-based groups with
group one representing the highest risk.
Archetype, property age, tenure and building use data will be used to set the risk as we l
as information from risk assessments and reviews.
Category 1 will have an annual review and will comprise the following building types:
•
•
•
•
•
•
•

All buildings 5 storeys and above
Sheltered supported housing
Foyers
Non-licensed hmo’s
Specialist construction
Residential properties with commercial activity which is physically linked to the
building footprint
Workplaces

Category 2 will have a 2-year review and will comprise the following building types:
•

Converted property

Category 3 will have a 3-year review and will comprise the following building types:
•

Non- category 1 or 2 property

Reviews cycles will be overridden, and a new review will take place following:
• Fire
• Change of use
• Change of focus groups using the building
• Material changes to the building
• Legislation updates or changes
These process map can be reviewed on the company specific process map database
under FRA1 and within this section of the document
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Fire Compliance Process Map Management Function FRA1

Executive Technical Officer to run interface to
update Estate pro with UH stock changes. Advise
Audit and Compliance Officer re: new FRA survey
requirement.

Audit and Compliance Officer requests copies of
Risk Assessments from LL and Owners and updates
property list and generates annual inspection
programme for Specialist FRA contractor.

Specialist FRA Audit Contractor undertake FRA,
QA and upload Fire Risk Assessment to Fire Risk
pro and informs Audit and Compliance Officer of
required actions.

Audit and Compliance Officer re-allocates actions
within saha or to agency staff

Asset Managers within saha instruct Specialist
Contractor to proceed

Specialist Contractor carries out any remedial
works required and confirms when completed to
Asset Manager.
Contractors have access to the asbestos register and
check status / requests report if required.

Housing Team Service Manager completes action,
update Fire Safety Pro and provide evidence of
completion to Audit and Compliance Officer.
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Agency Managed Property Managers complete
action and notify Audit and Compliance Officer

Health and Safety Compliance Manager to carry
out regular audits of processes to ensure ongoing
management compliance function is adequate and
feedback where improvements are required

8.2 Gas Safety Management Compliance
The aim of this policy statement and procedure is to:
Reduce the potential of injury in the homes we managed and the buildings in which our
employees work
Meet statutory requirements relating to Gas Safety (Installation and Use) Regulations
1998 Gas Safety (Management) Regulations 1996
Policy Statement
This policy applies to all properties with gas appliances owned or managed by saha and
to assist saha effectively control and manage their own responsibilities under The Gas
Safety (Installation and Use) Regulations 1998 and The Gas Safety (Management)
Regulations 1996
The overall aim of this policy is to ensure the safety of people in properties owned or
managed by the organisation, that have gas-fuelled heating appliances.
saha aims to protect the occupiers of its properties, as well as other residents, visitors,
staff, contractors and the general public, from the risks of gas so far as is reasonably
practicable and will provide sufficient resources to ensure this.
This policy, via process maps and standards detail the procedures and processes it has in
place to prove guidance for designated staff responsible for implementing Gas safety
compliance policy.
The process maps clearly define roles and responsibilities and confirms saha resolve in
preventing or minimising the risk from injuries associated with gas supply equipment and
commitment to have in place control measures that adhere to the risk assessment and
comply with The Gas Safety (Installation and Use) Regulations 1998 and The Gas Safety
(Management) Regulations 1996
Various positions within the saha organisation have been selected to hold responsibilities
for the delivery and implementation of the Policy.
These can be found within the organisational structure with Section 1 of this policy
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saha Standard for Gas Safety
When a tenant vacates a property Saha will ensure any gas appliances such as cookers,
fires, etc. will be removed by the contractor as if left it is deemed that we have taken
ownership and responsibility for these items.
The only exception is a built-in hob, which Saha will take ownership of.
The contractor will be briefed on saha requirements at each void property as
requirements will vary
e.g. saha may take ownership of a hob.
Upon the property being void, the contractor should be instructed to cap the gas supply at
the meter using a blanking disk.
When all void works have been completed then the contractor will do a Landlords Gas
Safety Check.
Capping of Services
The gas would usua ly be capped in cases of
•
•

No credit on the gas meter
The property is void

The boiler or a saha-owned appliance is not safe
If the contractor attends to the annual gas service and finds the gas to be capped, the
contractor will notify saha.
Properties that have the gas capped on a permanent basis are treated in the same way
as a property with gas in the property however once a year the contractor is asked to go
out and inspect the property to ensure it is still capped and then confirm in writing that the
gas is capped.
CO Detectors
saha will ensure that there is a carbon monoxide alarm fitted in any room that is
used partly or wholly as living accommodation which also contains any appliance
which burns, or is capable of burning, solid fuel. This would include log and coal
burning stoves and open fires, even if they are not normally in use
The detector will form part of the service contract and will be checked during the service
and replaced as required.
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saha will follow the manufacturer's instructions for placement of the detectors,
however will typically be at head height between 1-3 meters away from the solid
fuel burning source for carbon monoxide alarms
Gas Fires
Where a gas fire is confirmed, saha standard is to remove all gas fires.
Sleeping in rooms with an open flued appliance is discouraged and tenants are advised
against this.
Tenants / Residents Sleeping in rooms with open flued appliances
Tenants are not allowed to have an “open flued” appliance in use within their demise.
If a tenant is found to be doing this then they will be instructed to remove the appliance
asap
Process
Access
The CSA will check the Gas Service Schedules on a weekly basis to co late the properties
that have a gas service due in 8 weeks. The list of properties is emailed to the Contractor
who will arrange appointments with the tenants/service manager.
The contractor must also manage and maintain a separate programme, which is
reconciled with saha at monthly progress meetings.
The appointed service contractor will arrange access, with copies of any correspondence
sent to saha.
On completion of the service, the contractor has a contractual obligation to provide a gas
safety certificate (LGSR)
Residential
The Contractor will respond to the email from saha with an appointment date allocated to
each property. The CSA will update the Gas Service Residential Schedule with the
schedule appointment date.
The Contractor will send an appointment confirmation letter to the tenant when the
appointment is booked.
The CSA will send an Appointment Confirmation Letter to the tenant approximately a
week before the appointment is due as a reminder.
Two access attempts for residential properties are made by the contractor and 3 recorded
deliver letters by saha for residential tenancies. The no access process and number of
attempts varies for different tenures
If access continues to be denied, an injunction will be sought. On granting the injunction
by the court, which is served on the resident by the Housing Officer, the contractor will be
booked to carry out the servicing, at a time notified to the tenant in a letter, confirming the
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actions of the court and giving a minimum 24 hours’ notice of intention to carry out the
work. It will also confirm that if access is still not allowed, the Association will have to
return to the court for further action as the tenant is in breach of the injunction, which
could lead to imprisonment.
Following return to court and permission is received to enter the property, entry will be
affected by force if necessary and works carried out. CSC will co-ordinate this visit with
the contractor who will force entry and the gas contractor who will undertake the service.
The contractor will issue a copy of the LGSR to the tenant within 28 days of the service
being completed
Commercial Gas Appliance Servicing
At the time of the service A certificate is required for each appliance. The contractor
should add an asset tag (from the roll provided by saha) where required and should note
the asset tag of the appliance on all certification.
The cycle of commercial inspection is per the contractor recommendation
Gas Service Visit Outcome Process (UH)
The CSC repairs team raise a repair order and issue to the relevant contractor to carry
out the gas service. The order has a completion due date of 5 working days after issue
Saha have a detailed UH gas servicing workflow procedures, (PRO 1065) which refer to:
General Needs. Directly Managed Services, Agency Managed Services. Older peoples
Services
This procedure has associated workflow processes within the UH system which must be
followed to ensure that the standardised documentation is generated, and records created
against the tenancy/scheme/contact.
The CSA must contact the contractor on the completion due date to enquire about the
outcome of the visit if notification has not already been received from the contractor. The
CSA must update the Gas Service Visit Outcome Process with outcome.
The CSC will issue routine orders for minor remedial action identified in service
certificates and will pass non-minor action to Asset Managers for consideration.
Complex or high cost repairs are made via asset managers
CO Detectors
The contractor will supply and a battery-operated CO detector in any room with a boiler.
The detector should be checked during the service and replaced as required.
Gas Fires
At each service visit the contractor should notify saha who will arrange for the housing
officer to liaise with the household regarding removal.
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Tenants / Residents Sleeping in rooms with open flued appliances
Tenants are not allowed to have an “open flued” appliance in use within their demise.
If a tenant is found to be doing this then they will be instructed to remove the appliance
asap by the contractor and the contractor will then notify saha who will arrange for
housing officer to liaise with the household regarding removal
Visual Service Checks
The contractor should alert saha to any redundant lengths of pipework.
The contractor should visually check gas appliances in residential accommodation and
note the inspection on the LGSR.
The gas safety check should evidence inspection of the flue with date and signature either
on the flue or on a signed label
These process maps can be reviewed on the company specific process map database
under GSEX1 and GSNIEX1 andwithin this section of the document
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Gas Safety Existing Properties Process Map Management Function GSEX1

Executive Technical Officer creates new scheme
code for new properties with boilers. Sends to Audit
and Compliance Manager and Customer Service
Administrator

Audit and Compliance Officer amends existing
appliance details on UH for new boiler installation
and number.
Runs report of commercial properties due in the
following month and sends to Specialist
Commercial Contractors and Customer Service
Administrator.
Go into the group tray and pick up properties and
check dates correct, appliances details correct, and
satisfactory.

Property Administrator collects all certificates
completed in previous months and passes to Corgi.
Collects QA reports and sends to contractors.

Customer Service Administrator runs report of
properties due in next 2 months and sends domestic
to Contractor.
Picks up email and records service completion on
UH and attaches certificate and next due date.
Checks that each commercial appliance is recorded
on certificate. Add to group tray for checking.

Asset Manager investigates report and discuss at
contract progress meetings.
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Specialist GAS Contractor completes the service and
send certificate to gas reply email and generate
service programme in between certification (which can
be flexible cycle and cangenerate new LGSRand new
cycle for LGSR

Contractor to check with their records and revises for
changes in liaison with Bolton.
Complete the service and send certificate to gas reply
email to the Customer Services Administrator.
Investigates report and discuss atcontract progress
meetings.

Corgi undertakes desktop checks and undertake
selected site visits for QA.
Sends report to compliance inbox.

Health & Safety Compliance Manager to carry out
regular audits of process to ensure ongoing
management compliance function is adequate and
feedback where improvements are required.
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Gas Safety New Installations to Existing Properties Process Map Management
Function GSNIEX1

New boiler has been fitted and is still in guaranteed
defects period
Capital Programme Manager collects insta lation
certificate from contractor and passes to Audit and
Compliance Officer and flag UH to show that
boiler is in defects.

Audit and Compliance Officer amends UH to

Audit Compliance
Officer to add to
Contractors contract

advise that property has gas.
Enter appliance details on UH and service dates.
Send copy of the installation certificate to
Customer Service Administrator
Reviews plan to identify

Customer Service Administrator checks details on
certificate (date of installation and type of equipment)
and attaches certificate to UH

Health & Safety Compliance Manager to carry out
regular audits of process to ensure ongoing
management compliance function is adequate and
feedback where improvements are required
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8.3 Asbestos Management
The aim of this policy statement, strategy and procedure is to:
•
•

Set out saha’s responsibilities in relation to asbestos, in the homes we manage
and buildings in which our employees work, and how we manage them
Reduce the potential for exposure to asbestos materials as a result of our
activities

Policy Statement
Saha will
Undertake and hold a Management Survey of all Duty to Manage areas covered
by the regulations
Commission surveys which meet the standards set out in HSG 264
Undertake reasonable steps to locate and record the condition of acm’s in
premises
Assume materials contain asbestos unless there is strong evidence to suppose
they do not
Assess the likelihood of anyone being exposed to the risk of ACMs
Keep an up to date record of the location of ACM’s and maintain an asbestos
register of all ACMs identified and make it freely accessible to those undertaking
work in our properties
Ensure locations of ACM’s are provided to every person liable to disturb it in nondomestic premises
Undertake R&D surveys prior to intrusive reactive, planned or cyclical works,
where the information is not available on the register
Implement and maintain an effective asbestos management plan to ensure all
ACMs are maintained in a safe condition or alternatively are isolated or removed
Allocate responsibilities and issue instructions to trained and skilled persons or
contractors and ensure recommended remedial action allocated to them is
undertaken
Promote awareness of the risk of asbestos and of the asbestos management plan
through training induction and the provision of information
Manage emergencies involving ACM’s
Make separate survey, air test and removal appointments to avoid any conflict of
interest
Monitor the use of the Asbestos Register by contractors
59

Issue Date: 15.05.18

Health & Safety Policy / Handbook

Asbestos Strategy
The strategy is open to change and update in response to business priorities and budget
approvals.
Saha has either a survey advising no asbestos present or is able to assume no asbestos
present (as post 2000) on 4270 UPRN’s. However some of the surveys have used
cloned information.
During 2018-19 Saha will
•

Ensure all commissioned surveyors complete the Asbestos Pro data loader

•

Data cleanse its surveys to ensure it holds a survey of an acceptable standard on
a l areas which covered by Control of Asbestos Regulations 2012 i.e.
All non-domestic buildings, whatever the type of business
The common areas of domestic buildings e.g. halls stairwells, lift shafts, roof spaces
During the period April 18-April 21, Saha will
•
•
•
•

Identify poor quality surveys and instruct new surveys
Identify cloned surveys and instruct new surveys on a risk-based desktop
assessment using construction date and stock condition information
link work orders to the asbestos register
attach pdf copies of surveys to Asbestos Pro

Asbestos Management System
Saha has in place a robust system for the identification, assessment and management of
asbestos materials to ensure that the risk of exposure to workers and others is
controlled. It is set out visually in process map in appendix 1, for an easy reference
format. The use of them is required by anyone who discovers a material which is
suspected of being asbestos, either accidentally or during work.
The process maps are ASB1, ASB2, ASB3 and ASB4.
The programme will be managed and issued via Asbestos Pro. Asbestos Pro will also
hold the Asbestos Register.
Asbestos Register
Saha holds a summary of all surveys on, Asbestos Pro, which is accessible to all
managers, GMPS operatives, contractors and consultants upon request. The data
contained on the portal is HSG 264 compliant, formally recording through survey and
inspection the location condition and type of asbestos. It is a requirement for our
contractors to provide asbestos status to their sub-contractors, if they do sub-contract.
Saha will provide pdf copies of reports upon request.
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The Capital Projects specification includes a requirement for the Principal Designer to
ensure that a copy of any asbestos surveys is not only included in the Health and Safety
File but that a copy is passed to the asbestos inbox for compliance team to add to
Asbestos Pro.
The register will be linked to UH to ensure that as asbestos status is included in the work
order. Until then it is a requirement for contractors and consultants in receipt of instruction
which involves intrusive works to consult the Register prior to commencement.
Where inspections find that a change of condition, use management is required, the
register will be updated accordingly, and new work instructed.
Responsibilities
The Duty Holder under regulation 4(1) of the regulations is the Director of Asset
Management.
The Asbestos Co-ordinator within Saha is the Health and Safety Compliance Manager.
The Asbestos Co-ordinator will:
•
•
•
•
•
•
•

Ensure that Saha is complying with current legislation and Saha’s procedures
Manage the action plan for the Asbestos Management Strategy
Maintain the Asbestos Register, including advice to contractors and consultants of
the presence of asbestos
Co-ordinate the Asbestos Management Strategy
Review the Asbestos Policy and make recommendations to the Responsible Person
Ensure Saha employees receive asbestos awareness training if required
Manage the survey programme

Asbestos removal and management works will be managed by the Head of Maintenance
Services.
Employees have a duty to report, to their manager, any material which they suspect may
contain asbestos and a duty to not interfere with materials which they suspect may
contain asbestos, unless they have been specially trained to do so.
Managers have a duty to pass on reports to the Asbestos Co-ordinator.
Asbestos Standard
Survey Scope
A management surveys will be undertaken in all Duty to Manage properties which were
constructed prior to 2000. This will include property which Saha does not own but which is
occupied by Saha employees and accommodation which is leased to other organisations,
where the lease makes this requirement. The scope of the survey will extend to service
cupboards, lofts, gardens, yards and outhouses. Where access cannot be achieved, a
plan must be provided by the surveyor, in liaison with saha where required, to gain
access.
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R&D surveys of affected areas will be undertaken prior to all intrusive works and may
extend to include a management survey of the property.
Sample R&D surveys will be undertaken in void properties
Management or R&D surveys may be undertaken in response to requests from tenants.
The surveyor will be UKAS accredited and will meet the standards set out in HSG 264.
ACM’s will be managed as recommended by the specialist surveyor or, if other options
are considered, in liaison with the specialist surveyor.
ACM inspection cycles will be set by the specialist surveyor
Re-inspections of identified ACM’s will be undertaken, at least annually, by trained in
house Asset Managers who will instruct a survey by a UKAS accredited surveyor of any
ACM which requires expert inspection, arising from a change in condition, use or
management function.
Reinstatement works will form part of the removal work order where possible or will be coordinated by the person commissioning the removal to follow on promptly
Communication
The communication chain is summarised in the process map in recognition of its
importance.
The Compliance Team administer and manage the compliance inbox which will be
inspected each working day. This will receive all correspondence relating to asbestos
including requests for surveys from both CSC and within Saha.
Asbestos surveys will be uploaded to Asbestos Pro by the specialist surveyor.
This strategy will be available for inspection via the Saha intranet and upon request. It will
be issued to contractors and consultants.
Tenants are advised that they must not undertake intrusive works without prior approval.
Saha will not provide reports to tenants /residents as a rule but will provide on request.
Saha will advise tenants in improvement information leaflets that it is Saha policy to
undertake a survey prior to replacement of kitchens bathrooms windows doors and
boilers. Saha will also draft an information leaflet in consultation with housing colleagues
for tenants in property which contains asbestos.
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Asbestos Process Map Management Function ASB1
Executive Technical Officer to advise Audit and
Compliance Officer re new survey requirements

Audit and Compliance Officer to run interface to
update Estate pro with UH stock changes. Audit
and

Compliance

Officer

to

commission

CSC / Housing to
contact residents and
inform of process, make
arrangements for decant

an

appropriate survey using a pre-approved surveying
company.
Inform CSC/ Housing re access requirements

Pre-Approved External Surveyor to carry out site
surveys and sendto saha generic email

Audit and Compliance Officer to regularly inspect
Asbestos Pro for remedial action, allocate and
notify CSC for liaison with residents if required.
Instruct Specialist Asbestos Contractor to carry
out remedial work and instruct independent
Specialist.
Analytical Contractor to approve Air Monitoring if
required.

Specialist Asbestos Contractor complete remedial
action and notify saha via generic email

Asset Manager QA remedial works action and update
Asbestos Pro following remedial actions

Asset Manager to regularly inspect Asbestos Pro for
routine inspections, update Asbestos Pro and pass any
suspect items to the Audit and Compliance Officer.
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Specialist Analytical
Contractor to complete
Air Monitoring
requirements and notify
saha via generic email
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Audit and Compliance Officer to instruct PreApproved External Surveyor to carry out routine
re-inspections.

Pre-Approved External Surveyor to carry out
routine inspections and send to saha generic email.

Health and Safety Compliance Manager to carry
out regular audits of process to ensure ongoing
management compliance function is adequate and
feedback where improvements are required
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Asbestos Process Map Task Function ASB2 Capital Projects
Capital Projects Manager to review if building is of an age that will require
a survey, if required commission R&D survey for planned works

No survey required

Survey required

Capital Projects Manager to pass

Capital Projects Manager needs to outline
the work to be undertaken and add this
description to the survey commission. CPM to

details of works to Property
Administrator for input

commission and R&D survey

Pre-Approved External Surveyor to carry out
site R&D survey and send to saha generic
email and upload to Asbestos Pro.

Asset Manager to instruct
Specialist Asbestos Contractor
to carry out remedials and
instruct Independent Specialist
Analytical Contractor to provide
Air Monitoring. QA remedial
action required and update
certification to Asbestos Pro

Property Administrator set re inspection
date for AM’s for positively identified ACM’s (1
year from date of survey). QA of surveys to
Health and Safety Compliance Manager.
Inform Capital Projects Manager and Asset
Manager of remedial requirements.

Specialist Asbestos Contractor to complete
remedial action and notify saha via generic
email and update Asbestos Pro.

Specialist Analytical Contractor to complete
Air Monitoring requirements and notify saha via
generic e mail and update certification to
Asbestos Pro.
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Asset Manager QA remedial action and update
Asbestos Pro following remedial actions

Health & Safety Compliance Manager to carry
out regular audits of projects process to ensure
ongoing compliance of function is adequate and
feedback where improvements required.
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Asbestos Process Map Task Function ASB3 Maintenance Operations
Specialist Maintenance Contractor to review if proposed works are considered
“intrusive” and will require a survey. If survey required, Review Asbestos Pro to
see if register exists. If no register exists for the area of proposed works request
targeted survey via saha, if register is available review to see if impacts proposed
works.
Survey required

No survey required

Head of Maintenance to commission a
targeted R&D survey to cover the proposed
maintenance activities using a Pre-Approved
Surveying Company and pass to work and
Property Administrator for input

Asset Manager to pass details of
works to Property Administrator
for input.

Pre-Approved External Surveyor to carry out
targeted R&D survey and send to saha generic
email and upload a copy of the survey to
Asbestos Pro.

Asset

Manager

to

instruct

Specialist Asbestos Contractor
to carry out remedials and instruct
independent
Specialist
Analytical Contractor to provide
Air Monitoring if required. QA
remedial action required, and
update Asbestos Pro. Ensure all
contractors have the asbestos
survey information they need to
carry out their works.

Property Administrator receives copy of
targeted R&D survey and transfer data to data
loader and upload to Asbestos Pro. Set inspection
date got AM’s for positively identified ACM’s (1
year from date of survey). QA of surveys to
Health and Safety Compliance Manager and
inform Asset Manager of remedial requirements.
Specialist Asbestos Contractor to complete
remedial action and notify saha via generic email
and upload certification to Asbestos Pro.
Specialist Analytical Contractor to complete air
monitoring requirements and notify saha via
generic email and upload certification to Asbestos
Pro.
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Asset Manager QA remedial action and
update where required to Asbestos Pro
Following remedial actions.

Any contractors unable
to access the register
must be provided with
hard copy information
prior to works
commencing.

Ensure contractors

Link Asbestos Pro register

have access to register

to work orders

Health and Safety Compliance Manager to carry out regular audits
of projects process to ensure ongoing compliance of function is
adequate and feedback where improvements are required.
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Asbestos Process Map Task Function ASB4 Emergency Procedures
Asset Manager if you have

Asset Manager if you have discovered
materials that could contain Asbestos
during your audit?

discovered damaged materials that
you believe could contain Asbestos?

STOP WORK IMMEDIATELY

STOP WORK IMMEDIATELY

Ensure access to the area is restricted

Ensure access to the area is restricted
asap

asap and affix “do not enter signage” to
entrance to area

Inform the person in charge of the
building and the Health and Safety
Compliance Manager of your
concerns if possible without leaving
the area and putting yourself at

Inform the person in charge of the
building and the Health and Safety
Compliance Manager of your concerns

further risk or any other persons at

Instruct Specialist Asbestos Surveyor

risk.

to carry out assessment
Instruct
independent
Analytical
Contractor to provide air monitoring if
required.
QA remedial action required, and
update Asbestos Pro. Ensure all
contractors have the asbestos survey
information they need to carry out
their work

Is there dust or debris on your clothing

Does the suspected item contain
asbestos?

No

No action required
continue with your
activity

Yes

Apply appropriate
controls using specialist
contractors if needed
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A little e.g.
dust on
sleeves /
shoes

A lot, e.g.
contaminated
clothes, hair,

Wipe down with
a damp cloth

Stay put, avoid
inhaling dust, put
on RPE if possible,

footwear

damp wipe outer
clothing if possible,
then remove outer
clothing before
moving away from
source.
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If possible seek
help. Helper to put
on PPE and RPE
before entering
area.

Damp wipe a l
contaminated
items: clothing (as
necessary),
footwear and
skin/hair until
visually clean.

Decide if need to
wash hair and
shower

Put contaminated
clothes, towels etc. in
a plastic bag and
dispose of asbestos
waste

Dispose of cloths as Asbestos waste and
keep a record of the event.
Health & Safety Compliance
Manager to carry out regular
audits of projects process to
ensure ongoing compliance of
function is adequate and
feedback where improvements
are required.

Decide if the work needs a licensed
contractor
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8.4 Water Hygiene and Legionella Management Compliance
The aim of this policy statement and procedure is to:
•
•

Reduce the potential for exposure to the Legionella bacteria in the homes we
managed and the buildings in which our employees work
Meet statutory requirements relating to Legionella Control and Management

Policy Statement
The policy of saha is to control, prevent and minimise the risk from legionella, to provide
and maintain safe and healthy working conditions, equipment and systems of work for all
staff, contractors and visitors, and to provide such resources, information, training and
supervision as needed for this purpose.
This policy, via process maps and standards detail the procedures and processes it has in
place to prove guidance for designated staff responsible for implementing the Legionella
Policy.
The process maps clearly define roles and responsibilities and confirms saha resolve in
preventing or minimising the risk from Legionella and commitment to have in place control
measures that adhere to the risk assessment and comply with the Health & Safety
Executive (HSE) Approved Code of Practice (ACOP) and guidance L8.
Saha Standard for Water Hygiene and Legionella Control
saha will undertake a water risk assessment in all areas for which saha is responsible and
will undertake servicing and remedial action per recommendations contained in water risk
assessment.
saha will undertake a formal risk assessment review every 2 years or sooner if there are
substantial changes to the system or use within a particular building
The review will consider the following situations and actions that may be required where
these changes have taken place;
•

There have been any changes to the water system or how it is used

•

There have been changes to the use of the building

•

New legionella risk management techniques or control measures have become
available which could be utilised

•

If test results indicate that current control measures are not effective

•

If there have been changes to key personnel which could affect the assessment

•

If a water hygiene incident has occurred
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Where the changes required are specialists, an external contractor will be employed to
advise.
Saha will undertake legionella tests across its range of property types on a risk assessed
basis
Saha will follow a temperature control regime
Water services should be operated at temperatures that prevent Legionella growth:
•
•
•

Hot water storage cylinders (calorifiers) should store water at 60°C or higher
Hot water should be distributed at 50°C or higher (thermostatic mixer valves need
to be fitted as close as possible to outlets, where a scald risk is identified).
Cold water should be stored and distributed below 20°C.

A System of Control will be prepared for each site and managed as per the minimum
standards required
The preferred means of controlling legionella in all saha’s properties is by storing hot
water above 60°C and distributing it at 50°C within one minute and storing cold water and
distributing it at less than 20°C within two minutes.
Various checks will be carried out to different water supply assets and detail of these
checks can found in the checklist
Saha Proposed 5-year Water Hygiene Strategy
Removal of infrequently used supply
By removing infrequently used showers, taps and any associated equipment that uses
water, saha will reduce any associated risks substantially. Saha will cut back as far as
possible to a common supply (e.g. to the recirculating pipework or the pipework supplying
a more frequently used upstream fitting) but preferably by removing the feeding ‘T’
Where removal or disconnection has not been undertaken saha will carry out weekly
flushing of these devices for several minutes can significantly reduce the risk of legionella
proliferation in the system. Once started, this procedure has to be sustained and logged,
as lapses can result in a critical increase in legionella at the outlet.
Any such dead legs should form part of a managed removal programme to reduce the
overall risk and the need for ongoing flushing and recording regimes
Removal of supply assets that can cause a higher risk profile
Saha recognises the risk that the blending of hot and cold water by TMV’s creates a
legionella risk and will avoid where possible and remove where not required.
Saha recognises that water tanks generate management and maintenance costs and will
consider options to change supply to direct supply where possible.
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As TMVs carry a significant inspection and cleaning and maintenance regime, it would be
prudent to risk assess whether the TMVs fitting is required, and if not, remove them from
the systems
Consideration should be given to removing infrequently used showers and taps and
where removed, the redundant supply pipework should be cut back, as close as possible,
to a common supply, e.g. to the recirculating pipework or the pipework supplying a more
frequently used upstream fitting.
Removal of storage assets that can cause a higher risk profile
Cold water storage tanks require constant testing and monitoring and ongoing
maintenance regimes and typically can take considerable time and effort to manage and
carry out.
Whist an assessment will be required to ascertain if cold water storage tanks can be
removed from the system, it is worth consideration as a long-term strategy to remove as
many tanks as possible.
By simply removing the tanks from the system and creating a direct connection to the
primary supply coming into the building will save considerable time and resource to
continue the required management of this function
Remote Monitoring
Upon recommendation by contractor or specialists, Saha will undertake option appraisal
to install wireless temperature measurement systems
New build (design and build) and Refurbishment
Saha will require the principle designer to consider management and maintenance costs
in their specifications for water services.
These process maps can be reviewed on the company specific process map database
under LG1 and LG2 and within this section of the document
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Legionella Process Map Management Function LG1
Audit and Compliance Officer generates list of properties with tenure, block and
asset information and passes to External Specialist Contractor for assessment.
Reviews WRA’s and assigns actions to Scheme Staff / AM’s. Saves WTA to I:drive
& forwards to CSC
Checks remedial actions have been completed and saves conformation to I:drive

Customer Service Centre uploads WRA and high-level data to
Service Pro. Assists contractors with access to properties

Specialist WRA Audit Contractor generates risk-based
programme of commercial and residential properties.
Undertakes WRA’s and sends findings vis email to Audit and
Compliance Officer email address

Scheme Staff completes assigned actions, updates Audit and
Compliance Officer when completed.

Asset Manager completes assigned actions / issues to
Specialist Contractors and updates Audit and Compliance
Officer when completed. Undertakes 6 monthly property
inspections, checking all actions have been completed.

Specialist WRA Remedials Contractor undertakes remedial
actions and invoices for work.

QA External Consultant samples H&S assessments and feeds
back to Health & Safety Compliance Manager

Health & Safety Compliance Manager to carry out regular
audits of process to ensure ongoing management compliance
function is adequate and feedback where improvements are
required.
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Legionella Ongoing Management Process Map Function LG2
Audit and Compliance Officer produces list of Landlord responsibilities and
passes to Property Administrator. Commissions Specialist Contractor to
undertake inspection regime and informs Customer Service Centre. Conducts
audit and emails Property Administrator to confirm completion of outstanding
remedial actions

Customer Service Centre assists Specialist Contractor with
access to properties

Specialist WRA Audit Contractor undertakes quarterly inspections
and updates Zetasafe with findings

Property Administrator chases Landlord for inspection certs and
uploads to Service Pro. Inspects Zetasafe, acknowledges task results
with follow up actions and alerts Asset Managers / Scheme Staff.
Generates monthly report of outstanding remedial actions and
circulates to Asset Manager

Scheme Staff undertakes monthly sentinel testing, where required.
Completes assigned actions and feeds back to Property
Administrator. Files copies of certificates on site.

Asset Manager undertakes 6 monthly site inspections to check all
actions are completed satisfactorily and that inspections are taking
place. Completes actions / raises WO to contractors and feeds back to
Property Administrator.

Specialist WRA Remedials Contractor undertakes remedial actions,
notifies Asset Manager when complete.

Health & Safety Compliance Manager to carry out audits of process
to ensure ongoing management compliance function is adequate and
feedback where improvements are required
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8.5 Electrical Safety Management Compliance
The aim of this policy statement and procedure is to:
•
•

Reduce the potential for electrical shock in the homes we managed and the
buildings in which our employees work
Meet statutory requirements relating to Electrical safety and Management

Policy Statement
saha has committed to operating and maintaining its electrical systems, plant and
equipment to a suitable level in order to minimise risks, accidents and injury from these
activities and systems.
This policy applies across all areas of the saha organisation, the services that it provides
and to all staff contracted to work in saha properties whether owned, rented, leased or
otherwise provided for saha related activities
The Electricity at Work Regulations 1989 carries a duty of care whilst at work, and applies
to the use of electrical supplies, services and equipment in the course of normal work
activities.
This policy, via process maps and standards detail the procedures and processes it has in
place to prove guidance for designated staff responsible for implementing electrical
compliance policy.
The process maps clearly define roles and responsibilities and confirms saha resolve in
preventing or minimising the risk from electrical shock and commitment to have in place
control measures that adhere to the risk assessment and comply with The Electricity at
Work Regulations 1989
saha Standard for Electrical Safety
saha will inspect all electrical installations at regular intervals to check whether they are in
a satisfactory condition for continued use. Such safety checks are commonly referred to
as 'periodic inspection and testing'.
saha will undertake a risk based EICR programme in areas where it carries a
maintenance responsibility including:
•
•
•

Communal and commercial areas
General needs
Supported accommodation

Contractors’ programmes will follow the order of the risk-based programme to complete
the test within the month when it is due. saha will prioritise EICRs of properties which
have failed an HHSRS inspection on electrical grounds and these may generate a change
to programme.
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The Contractor shall adhere to best practice as described in guides issued by the IET
(previously the IEE) and NICEIC in particular the IET Guidance Note 3 Inspection and
Testing.
In areas where saha has an interest in the property but no maintenance responsibility
(e.g. where saha has leased properties from a freeholder who has retained responsibility
or has passed maintenance responsibility to a managing agent), it will fo low a
programme to obtain a copy of the test certificate, from the freeholder/body with a
maintenance responsibility, and confirmation that all c1 and 2 items have been
completed.
No landlord Supply Provision
Where saha has a responsibility to undertake an EICR of a common area, but there is no
landlord supply, domestic properties will be tested as an interim measure and the property
will be included in a programme for landlord supply installation. Programme priority will
be given to common areas which require a fire detection system.
Cycle of Inspections
saha will follow good practice and legal requirements in its cycle of inspections as follows:
Residential – every 5 years (to comply with expected new requirements)
Supported accommodation –every 5 years
Communal –every 5 years
saha will continue to take the advice of the competent inspector as to any
recommendations when deciding upon intervals between inspecting and testing an
installation.
EICR will also take place:
•
•
•

At void
Following completion of notifiable works
Prior to boiler, kitchen or bathroom replacements

An EICR may also take place following:
•
•
•

Disrepair remediation
Insurance works
Reactive repairs

The inspection cycle will be reprogrammed by saha to take account of this EICR activity,
which will have taken place outside the risk-based programme.
Multiple Consumer Units
Tests of multiple consumer units must test 100% of circuits. Unsatisfactory certificates on
larger schemes are acceptable where there are material delays to the issue of satisfactory
certificates due to remedial work. In such cases, a minor works/installation certificate with
referenced serial number must follow which confirms a satisfactory status in the
comments box, on completion of work.
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Work Arising Following Periodic Inspections
saha have committed to the following repair standards:
Code 1 works must be undertaken immediately, or the circuit must be made safe.
Code 2 works should preferably be undertaken at the same time as code 1 but may be
delayed for up to 5 working days to take account of materials delivery.
Code 3 works, including rewire recommendations, which saha will collect and pass to
Asset and Investment colleagues for consideration as part of the programme for
planned works.
The following work will be undertaken at the time of EICR if required:
•
•

Installation of hard wired smoke alarm
Upgrade of consumer unit (e.g. where poor design links too many electrical
fittings to one trip switch)

PAT Testing Standard
Saha will arrange for a professional test, on an annual basis, of the appliances which it
makes or permits to be available at the workplace.
Appliances will include semi fixed appliances such as refrigerators hobs etc.
Saha will assist residents and tenants to do likewise, but at their own expense.
Items which fail the appliance test will be placed out of use
It is also our policy to test appliances which are semi fixed, i.e. refrigerators, hobs,
ovens etc at similar frequency.
Gifted and inherited ‘white’ goods
Saha does not gift any electrical or portable gas appliances to tenants and residents.
Saha also discourages ‘gifting’ between tenants and residents, however where gifting
occurs, and advises a professional check of the appliance before first use.
Where goods are left behind by vacating tenants, the Association arranges for a
professional check of the item(s) as part of the voids check procedure, before allowing
a new occupant to ‘inherit’.
Items which fail any of the tests are discarded.
Saha will aim to minimise the use of extension leads by the provision of sufficient
electrical power sockets.
Connection blocks will be tolerated for computer installations so long as the block is
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secured to the workstation and is used only for computer installations.
See testing regime table below:
Type of
Premises

Frequency
6 Months

Frequency
12 Months

Frequency
24 Months

HSSRS and
HMO

Hand Held
Equipment
Extension
leads and
plugs (6 -24
months)
dependant on
what is
connect to it

Portable and
Moveable
Equipment

Stationary
equipment and
information
technology
equipment

Hand Held
Equipment

Commercial
kitchens
Portable and
Handheld
equipment
Moveable,
Portable and
Handheld
equipment
falling into
Class 1

Stationary,
IT
and Moveable
equipment

Moveable
equipment
such as
extension
leads, and
portable
equipment

Offices and
Shops

Commercial

Public Use
Equipment

Frequency
48 Months

Class 1
equipment
including
stationary and
IT equipment
will be tested

Moveable,
Portable and
Handheld
equipment
falling into Class
2
Stationary and
IT equipment
such as
computers

Communication
saha will regularly feature the importance of electrical inspections in tenant newsletters
and on its website.
It will provide a copy of the most recent report that it has undertaken, in response to
requests from tenants.
saha Proposed 5-year Electrical Strategy
saha will commission an independent energy specialist to;
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•

Analyse your current energy usage and approach suppliers with details of your
future energy requirements

•

Design and implement a detailed buying strategy and plan

•

Assess the most suitable gas and electricity contracts available for your business
before recommending a new supplier, rate structure and contract term to you

•

Negotiate the new contract and terms on your behalf and ensure you are aware of
the terms and conditions

•

Obtain credit clearance for the contract to be approved.

Saha will undertake an eicr of premises at void and following completion of planned
works which have included electrical works
No Access
An electrical inspection (eicr) is a legal requirement for a void but there is no legal
requirement to undertake a programme of electrical inspections during the life of a
tenancy
However, good practice from the Electrical Safety Council recommends an inspection
every 5 year
It is reasonable to assume that our tenancy agreements include a clause regarding
access for inspections, and if access is not granted then Saha has ground to seek an
injunction from the courts to secure access
Saha consider this is a relatively expensive option for a service which is not a statutory
Whilst a legal service for injunctions relating to gas and disrepair is regularly provided to
for housing associations, there is little evidence of an injunctions for electrical inspection.
Saha has an obligation to gain access where it is aware of electrical disrepair, e.g. a
tenant who has advised of a necessary repair. Accessmust be secured in such cases.
•

If Saha is not aware of electrical faults, is attempting access for a routine
inspection, cannot gain access and an electrical incident takes place, then
Saha has not failed in its landlord responsibilities.

•

Gas safety inspections will provide access for electrical inspection but would
only bring limited benefits to Saha due to our high levels of electric heating.

•

NOSP (Notice of Seeking Possession) action is less expensive and Saha will
follow this after 5 years. If this is not successful then attempts for access
should continue and, if there is continuing no access, an injunction should be
served to ensure the property is inspected comfortably prior to the 10 years.

80

Issue Date: 15.05.18

Health & Safety Policy / Handbook

Report Production
Contractors will produce certification on site electronically or will make provision to do so
within 3 months, and will via agreement to hold by exception unsatisfactory certs of large
scheme
All certificates must be provided electronically to saha, with electronic signature. The
address of the certificate must match the address provided by saha.
One certificate is required for each domestic unit (i.e. the combination of all flats together
with adjacent communal area on one certificate is not permitted).
Circuits of all non-self-contained flats (including cluster flats) must be included on a
commercial certificate.
Self-contained flats within supported accommodation each require a domestic certificate
Contractors must check for asbestos status prior to intrusive works and contact saha if a
report is required.
Certificates must be supplied to saha generic email address: servicepro@saha.org.uk
Data Transfer
Naming convention of files (to be confirmed) will be:
•
•

For individual properties and single consumer units, block code or property
reference number_eicr_date of test:yyyy:mm:dd
For multiple consumer unit locations: block code or property reference
number_eicr_date of test:yyyy:mm:dd _asset tag no of xx (i.e. of the total number
of fuse boxes in the block)_ location (e.g. plant room

These process maps can be reviewed on the company specific process map database
under ELFIX1 and ELPAT1 and within this section of the document.
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Electrical Compliance (PAT Testing) Process Map Management Function PAT1
Audit and Compliance Officer updates Estate Pro with changes
to assets which feeds to Service Pro. Provides updated property
list to contractor with provisional asset list. Issue instruction to
Specialist Electrical Contractor to carry out the required
inspection.

Specialist Electrical Contractor arranges access, visits
property, tests appliances and updates asset list and send to
saha. Test all saha appliances with a plug in communal areas
and private areas. Also tests all residents appliances with a plug
in common areas. Complies invoice (noting total cost of work less
the agreed % due for invoice to saha).

Test Satisfactory

Specialist Electrical Contractor
Sends updated documents to
Service Pro

Customer Services adds updated
document to Service Pro

Test Unsatisfactory

Specialist Electrical Contractor
applies a fail label on the
appliance. Advises site-based
person who arranged access of
failure. Advises site-based person
who arranged access to remove
appliances from use. Sends
documents to Service Pro

Customer Services checks
appliances have been removed. Adds
updated documents to Service Pro

Health and Safety Compliance Officer to carry out regular
audits of process to ensure ongoing management compliance
function is adequate and feedback where improvements are
required
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Electricity Compliance (Fixed Electrical) Process Map Management Function
ELFIX1
Executive Technical Officer updates estate pro with changes to
assets which feeds to Service Pro

Audit and Compliance Officer to issue instruction to
Specialist Electrical Contractor to carry out the required
inspections, inform Property Administrator. Check code 1 and
2 actioned, code 3 are considered by capital works / Asset
Managers, retest date.

Property Administrator sends update list to Specialist
Electrical Contractor prior to contract review meetings

Customer Services Administrator adds certificate to Service
Pro and adds next due date and cc compliance inbox. Receives
notification of void and instructs Contractor to undertake EICR.
Update Service Pro add test date and change contractor to TSG
/ Sure.

Specialist Electrical Contractor Sure / TSG undertakes test
and remedial work within agreed limits and send satisfactory
certificate to Service Pro inbox.

Specialist Electrical Contractor undertake test and send
satisfactory certificate to Service Pro inbox.

Health and Safety Compliance Manager to carry out regular
audits of process to ensure ongoing management compliance
function is adequate and feedback where improvements are
required.
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Domestic EICR No Access Process Map
2 x No access by Contractor
1 x No access by saha

Property has Gas

Property does not have Gas

Link to Gas safety programme for
one year

Continued attempts

Access
gained

NOSP after 5 years

Access not
gained
Access
gained

Continued

Access not
gained

attempts
Continued
attempts

NOSP after 5
years

Injunction after 8

Continued

years

attempts

Access gained

Access not
gained
Continued
attempts
Injunction after 8
years
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8.6 Lifts and Hoist Management Compliance
The aim of this policy statement and procedure is to:
•
•

Reduce the potential of injury in the homes we managed and the buildings in
which our employees work
Meet statutory requirements relating to Lifts and lifting equipment and work
equipment regulations which apply to the lifting and lowering of a load or people.

Policy Statement
saha will have a maintenance contract in place to ensure servicing repair and breakdown
cover of passenger and goods lifts and hoists is in place.
saha will have a servicing maintenance contract with a less onerous reactive breakdown
and repair cover for stairlifts
saha will ensure that a competent person is engaged to fulfil this task, and this policy, via
process maps detail the procedures and processes it has in place to prove guidance for
designated staff responsible for implementing lift and hoist compliance policy.
Most of the above items are maintained by a lift contractor.
Stairlifts and other mechanical aids are maintained under a basic type contract which only
covers the cost of maintenance.
saha will employ an insurance company to carry out statutory LOLER inspections on all
the above.
saha will employ an external specialist contractor to provide professional guidance, when
sought, on all the above matters and to meet with the lift contractor and saha
management on a quarterly basis to discuss the performance of the lifts etc.
saha will:
•
•
•

Keep the machine room secure etc and saha will not undertake the release of
persons trapped in lift cars.
Caution needs to be exercised when carrying out the following tasks:
Moving heavy equipment, i.e. safes and office machinery due to weight and
dimensions.

Ongoing Strategy
saha capital works team will work with the external specialist consultant to consider
replacement / refurbishment and to compile a prioritised progamme of works with cost
estimates which include but are not limited to:
•

Control systems to provide an adequate degree of levelling at landings

•

Controls which are capable of being used by an unaccompanied disabled person

•

The fitting of human presence detectors on automatic doors
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•

Safety gears when initiated to provide controlled deceleration

•

a two-way 24-hour communication system in the event of breakdown

•

Elimination of any asbestos, particularly in braking systems

•

The fitting of a device to prevent uncontrolled upward movement of the car

•

Provision of emergency lighting.

•

protection of voids in the lift well

•

lighting in the lift well

•

safe access to machine room

•

provisions for the safe release of passengers

•

protection against the risk of crushing

•

protection against electric shock

•

controls to protect maintenance personnel when travelling on the car top.

These process maps can be reviewed on the company specific process map database
under LIFT1 and within this section of the document
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Lift Safety Compliance Process Map Management Function Lift1
Executive Technical Officer set up assets / remove assets on Estate Pro and
this feeds through to Service Pro and notifies Audit and Compliance Officer.

Audit and Compliance Officer inspects Service Pro and notify
Specialist Contractor and QA Consultant by email of changes as
they arise. Advise Director of Finance of changes to insurance
schedule. Approve quotation with advice from Lift QA Consultant, if
required.
Send copy of the report to Contractor for remedial action and
record, send to Customer Services Administrator for addition to
Service Pro

Customer Service Administrator pick up reports and add to UH
database

Specialist Lift Assessment Contractor add to their programme of
visits monthly (lifts) and quarterly (stairlifts).
Send visit reports to Service Pro inbox, undertake repairs as
required under the contract. Produce quote for items not covered in
the contract and send to Audit and Compliance Officer inbox.

Specialist QA Lift Consultant manage contract meetings, provide
specialist advice, review programme, performance and discusses
breakdowns etc.

Specialist Lift Remedials Contractor carries out any remedial
works required and confirms when completed to CSA. Prior to works
commencing Specialist Contractor must review Asbestos register for
proposed areas of work and refer to Asbestos Process Map ASP2
and ASP 3
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Lift Insurance (alliance) Inspect lifts 6 monthly and
annually for stairlifts, issues reported to Audit and
Compliance inbox

Director of Finance amends insurance policy with A lianz

Health and Safety Compliance Manager carries out
regular audits of process to ensure ongoing management
compliance function is adequate and feedback where
improvements are required.

8.7 Housing/Office H&S Standard
The Housing Health and Safety Rating System (HHSRS or the Rating System) is the
Government’s approach to the evaluation of the potential risks to health and safety from
any deficiencies identified in dwellings.
The underlying principle of the HHSRS is that – Any residential premises should provide a
safe and healthy environment for any potential occupier or visitor.
The assessment using the HHSRS is made based on the condition of the whole dwelling,
and for the purposes of the HHSRS, the assessment is solely about the risks to health
and safety.
Saha will undertake a survey of all property on a rolling 5 year programme for which it has
a maintenance responsibility and the survey will include a HHSRS assessment of
residential buildings.
Any category 1 hazards which are identified during the course of a survey will be
prioritised for repair.
Category 1 HHSRS repairs will remain openon the repair database until completed
Offices
Saha will control the H&S risks in our works places by:
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Annual H&S assessments of all directly managed common areas and supported
accommodation
Inhouse quality inspection of management of supported accommodation
Provision of checklists to inform and guide staff on health and safety operations
Communication channels for reporting H&S concerns and disseminating H&S
information

8.8 Aids and Adaptions
saha as an organisation is committed to meeting the needs of its tenants for
independence, privacy and dignity.
saha will cooperate with relevant organisations to provide an adaptations service that
meets tenants’ needs.
A budget is allocated for carrying out adaptation works each year and, in addition, grant
applications will be made for Disabled Facilities Grants from the local authority wherever
possible.
This ensures that the maximum possible number of adaptations can be carried out, and
ensure our processes are cost effective and represent value for money.
Minor Aids and Adaptations.
The association will cover the cost of min or A& A with a total cost of less than £500
Major Adaptations.
Saha will refer all A&A with a cost exceeding £500 for assessment by OT
Th association has produced a detailed documented procedure and process map for this
service and can be found on the internal portal under “Aids and Adaptions Procedures
(PRO 1003)

8.9 Construction Design and Management
The aim of this policy statement and procedure is to:
Ensure that construction works as defined by the CDM Regulations 2015 are carried out
to ensure compliance with the legislation from a Clients, Designers, and Contractors
perspective.
Policy Statement
This policy applies to all Construction carried out by saha as defined by the CDM 2015
Regulations.
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The overall aim of this policy is to ensure the safety of people in properties owned or
managed by the organisation and undertaking construction works on the associated
properties.
This policy, via a process map and standards detail the procedure and processes it has in
place to prove guidance for designated staff responsible for implementing the
requirements of the CDM 2015 Regulations.
Health & Safety File
The H&S Project file is received and stored by the Capital Works Manager electronically It
will follow Saha standard layout where possible and will include a search facility. Where
the Capital Manager has not instructed the work, The H&S project files are passed to the
Capital Manager for storage.
The Capital Works Manager will alert the Head of Repairs upon receipt of the file.
The Capital Works Manager will instruct the regional AM(s) to use the file to complete a
stock condition survey/update scs information.
saha will require the principle designer to confirm in writing that the H&S file does not
contain any material omissions, will require satisfaction that the format of the file is
accessible and will require a search facility
saha will withhold 50% of principle designer fees until the H&S is produced.
saha wi l work to require the provision of stock information in the H&S file in a format
which facilitates incorporation into its stock database
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CDM Compliance Process Map Client Management Duties CDM1
Project Concept

Is the project a specific construction project such as a New
Build, Refurbishment or Maintenance or does the project
have some construction parts to it?

Yes

No
Then CDM 2015 will not apply

Then CDM 2015 will apply

Is there more than one contractor involved on
the project?

Yes

No

Saha appoint a Principal
Designer and CDM Advisor

Single contractor to prepare a
Construction Phase Plan
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Design / Pre-Construction Phase

If project lasts more than 30
consecutive days or will have more
than 20 construction workers on site
simultaneously or will exceed a total
of 5oo person days, the PD/CDMA
will submit the F10 notification

Specialist CDM Consultant – PD/CDMA
advises client of CDM Duties.
PD produces clients brief and formulates the
pre-construction information plan (PCIP)

PD/CDMA advises project designers of their
duties under CDM and develops a design
strategy for the project together with a
design strategy process and issue to all
parties.

Contractors construction plan review
and approved by PD/CDMA

Construction Phase

PD/CDMA undertakes the site audits
to ensure construction phase site H&S
is of an acceptable standard

PD/CDMA coordinates reviews
ongoing design

throughout the project.

PD/CDMA coordinates H&S
project file with Architects,
Contractors and Design teams.

PD/CDMA completes the H&S
project file and issues copy for
storage to the capital works
manager within saha.

Health and Safety Compliance Manager to carry out audit of
process to ensure ongoing management compliance function is
adequate and feedback where improvements are required.
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8.10 Radon Exposure Management
Saha will adopt a proactive approach towards the potential of exposure to radon radiation
in the homes we managed and the buildings in which our employees work
Policy Statement
This policy applies to all properties that have the potential for Radon release owned or
managed by saha and to assist saha effectively control and manage their own
responsibilities.
Radon (more properly known as radon-222) is a natura ly occurring radioactive gas that
comes from uranium and occurs naturally in many rocks and soils. It can seep out of the
ground and build up in houses and indoor workplaces.
It is our policy to take a proactive approach towards controlling Radon exposure in our
premises.
Saha will identify whether the location of its stock is in a radon affected area with
reference to www. Uk radon.org
Saha will inspect areas in radon affected areas which have basements/voids under the
floor on a planned basis and using void periods to facilitate access. Where required, a
specialist will be employed to provide guidance and specify works.
No further steps are required for above ground workplace not located in radon Affected
Areas.
saha will ensure that only competent persons such as Radiation Protection Advisor,
Specialist Radon Removal Contractor and pre-selected external contractors are
commissioned to provide competent advice and complete necessary works, and that
radon survey entitling of measuring radon levels is completed for all properties identified
as at-risk locations
This policy, via process maps and standards detail the procedures and processes it has in
place to prove guidance for designated staff responsible for implementing a Radon
compliance policy.
These process maps can be reviewed on the company specific process map database
under RGPM1 and within this section of the document
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Radon Gas Process Map Task Function RGPM1
TBC to review if building requires Risk Assessment for
Radon

All below ground
workplaces in the UK

All workplace located in
Radon affected area

Risk assessment for Radon is required – TBC request
testing detectors from a validated Laboratory listed on HPA
website

TBC Conduct Radon survey to establish Radon levels in the
building

Above ground workplaces not
located in Radon affected area

Risk Assessment for
Radon is not
required. Capital
Project Manager to
pass details of works
to Property
Administrator for
input.

Property Administrator receives results of Radon testing and
transfer data to data loader, inform Capital Project Manager
and Asset Manager of remedials requirements

Radon levels below
400bq/m3

Radon levels above
400bq/m3

Asset Manager to consult with
Radiation Protection Advisor on how to
manage Radon Exposure

TBC instruct pre-selected external
contractor to implement appropriate
control of Radon levels in the building

Instruct a Radon
Specialist removal
(remediation) contractor
to remove Radon.

94

Issue Date: 15.05.18

Health & Safety Policy / Handbook

Specialist Radon Contractor
Assessment carry out necessary work
necessary to control Radon levels in
the building

Specialist Radon
Control Contractor
Radon Managed

Property Administrator to carry out
regular risk assessment reviews and
Radon levels remeasurements

Health & Safety Compliance Manager to carry out regular
audits of projects process to ensure ongoing compliance of
function is adequate and feedback where improvements
are required.

8.11 Lightning Protection Systems
Saha will identify buildings which are at risk of lightning damage using information from
the stock database, from asset managers and from contractors.
Saha will employ a specialist contractor to risk assess the building and recommend
measures which it should take to manage the risk. The specialist contractor will be a
member of The Association of Technical Lightning & Access Specialists (ATLAS)
Following the risk assessment and completion of any works required, Saha will inspect
the building and insta lation annually or as recommended by the specialist.
Saha will notify Saha’s insurance co-ordinator of the work which hasbeen undertaken.
It is the duty of saha to ensure this important risk-based approach is done
Lightning protection risk assessment is a very specialised task and therefore, saha will
carry out a site-specific risk assessment via an external specialist contractor to all their
buildings to ensure that they are managing this area of compliance effectively, and will
ensure that any specialist contractor that they engage for this service is a member of The
Association of Technical Lightning & Access Specialists (ATLAS)
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Lightning protection installations are required to be inspected on an annual basis and
again as this is a specialised task saha will ensure this is done via an external specialist
contractor

8.12 Playground Equipment and Surfaces
Saha will establish a programme of inspection, maintenance and repair and will hold
documentation which demonstrates that inspection has taken place.
The checks will be carried out annually by a fully certified external source and by internal
staff during the intervening period. Refer to the checklist which will set out the checks
which are made (and add them to this document).
They will be looking for a systematic approach to safety involving documented
assessments, inspection and maintenance programmes and staff training etc.
For use the following information states some of the equipment failures commonly found,
and the main hazards and safety requirements that should be in place.
Saha will identify hazards from its inspection regime and will undertake prompt action to
remove them.
The checks will be carried out on a Daily, Quarterly basis by internal staff, and annually
via a fully certified external resource
Records of all inspections will be maintained in a register, which will also contain:
•
•
•
•
•

A site plan
Full equipment details
Documentation of the planning and development of the site
Inspection and maintenance requirements and programmes
Details of responsibility for inspections and action on hazards

8.13 EPC (Energy Performance Certification) Compliance
The Energy Efficiency (Private Rented Property) (England and Wales) Regulations 2015
mean that, from April 2018, private non-domestic (and domestic) landlords must ensure
that properties they rent in England and Wales reach at least an EPC rating of E before
granting a tenancy to new or existing tenants
The Regulations apply to most, but not all, domestic private rented sector properties
in England and Wales. It covers the following tenancy types:
•

A tenancy which is a regulated tenancy for the purposes of the Rent Acts. In
effect, this will be a tenancy where there is a Rent Act protected statutory
tenancy (see further below regarding Rent Act tenancies and the
circumstances in which compliance with the Regulations will be needed)

•

Properties let on a tenancy which is an assured agricultural occupancy and
similar tenancies relating to agricultural dwellings
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Properties let under an assured tenancy including an assured shorthold
tenancy

If a property is legally required to have an EPC then and is potentially within the
scope of the Regulations. saha will ensure that they comply with the updated legislation
Saha does not have a programme of epc production on grounds of costs,
Saha will ensure that its relevant properties for occupation reach a minimum rating of e
before granting a tenancy. Relevant properties are (provide information in a table)
The Format of the EPCs must be suitable for the Elmhurst platform.
This will allow saha to upload the data from the certs just using the certificate number.
These process map can be reviewed on the company specific process map database
under EPC1 and within this section of the document
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EPC Compliance Process Map Management Function EPC1
Option 1 completion of
New Development or
Major Refurbishment

Developer to provide a
full EPC and will be
included within the
CDM Health & Safety
file for the development

Specialist Contractor
copy of certificate to be
storedon Landmark
system

Option 2 Installation
of a New Boiler

Option 3 premises
unoccupied or void

Contractor
commissions RDSAP
and issues to saha

Contractor check landmark
portal to confirm if EPC
exists or is required

Capital Works Manager
adds to Services Pro, no
need to provide a copy
to Tenants

Specialist Contractor a
copy to be sent to CSC
by developer to be
stored electronically

Allocations Team certificates sourced by Allocations Team
from I:drive or Landmark and pass to Housing Team for issue

Housing Staff issue to Tenant if required

Health & Safety Compliance Manager to carry out regular
audits of projects process to ensure ongoing compliance of
function is adequate and feedback where improvements are
required
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8.14 Estate Management
The effective management of communal areas is paramount to achieving an acceptable
standard of safety and resident satisfaction within their environment. Effective
management also reduces other potential risks to residents and to property and
communal areas.
The purpose of this procedure is to document the process for maintaining common parts
managing parking areas and improving our estate management. This includes informing
residents of their responsibilities, scheduled inspections, health and safety checks,
reporting procedures, environmental improvements, parking areas and permits and
review of the contracts and services provided. The procedure applies to all saha
properties that have shared or communal areas.
Saha will undertake a survey of all property on a rolling 5 year programme for which it has
a maintenance responsibility and the survey will include a HHSRS assessment of
residential buildings.
Any category 1 hazards which are identified during the course of a survey will be
prioritised for repair.
Category 1 HHSRS repairs will remain openon the repair database until completed
8.14.1 Tree Management
saha will include inspection of trees within its stock condition surveys which takes place
every 5 years. Saha will employ a tree specialist for advice if required.
This may arise where a tree has been identified, as having structural faults that are likely
to make it unstable; and is causing nuisance and requires treatment or requires planning
permission for treatment.
Estate inspections by housing staff will take place during intervening periods and housing
staff will alert asset management staff to any trees which are of concern.
8.14.2 Automatic Gates
saha will ensure, so far as is reasonably practicable, the design, provision and
maintenance of safe means of access to and egress from a place of work, and the design,
provision and maintenance of machinery are safe and without risk to health.
saha will achieve compliance with these requirements by adherence to the relevant
European standards, including those referenced in the legal compliance table.
A conformity assessment must be undertaken prior to their use, and a technical file
compiled, by a specialist in this field of assessment
Any information or instructions required on how to operate the gates safely will be made
available to the person(s) within saha who have responsibilities for this function
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When identifying hazards associated with electrically powered gates, consideration
should be given to, among other particulars, the following:
•
•
•

•

any points where persons may be injured by being crushed or becoming trapped;
the forces required for closing/opening the gates and the forces generated by a
gate when meeting a person or an obstacle;
hazards associated with the gates being activated automatically, or by another
person (for example, by a sensor under the road surface activating a gate when a
car drives over it, or by a remote button or key fob pressed by a third person);
possible ways in which safe operating systems (such as key-pad or key-fob
systems) could be defeated, by-passed or inappropriately operated, and place any
person at risk. This is particularly relevant where children, members of the public,
or persons not familiar with the safe use of any installation have access to
electrically powered gates and may not recognise a risk to their safety.

Wherever possible hazards should be eliminated but for hazards that cannot be
eliminated, measures which may help to reduce the risk include:
•
•
•
•
•

creating safety distances, e.g. ensuring adequate distance between the control
panel and the nearest danger point on the gate;
installing guards, e.g. a fixed guard to cover mechanical trap points such as guide
rollers or sprocket drives;
operating the gate in hold to run mode;
limiting the forces;
installing sensitive protective equipment such as pressure sensitive strips, safety
sensor flooring, and light barriers or infra-red detectors (photoelectric devices).

The design of gates will include capacity to reverse if they inadvertently hit someone or
something, and an emergency release mechanism in case someone gets trapped.
Where there are concerns about the safe operation of any electrically powered gate saha
will ensure that they examined by a competent person who is familiar with the
requirements of the Regulations and relevant European Directives and Standards.

100

Issue Date: 15.05.18

Health & Safety Policy / Handbook

8. Areas of Compliance - Personnel
8.15 Accidents and Incidents
Reporting and Investigating Accidents and Incidents at Work
The aim of this policy statement and procedure is to:
•
•

Reduce the potential for accidents in the homes we managed and the buildings in
which our employees work
Meet statutory requirements relating to The Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations 2013 (RIDDOR 2013)

Policy Statement
This policy applies to all employees and in some cases none employees within the saha
organisation and to assist saha effectively control and manage their own responsibilities
under The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013
(RIDDOR 2013)
HSE Definition -'The Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 2013 (RIDDOR), places a legal duty on: employers, self-employed people
and people in control of premises to report work-related deaths, major injuries or overseven-day injuries, work related diseases, and dangerous occurrences (near miss
accidents).
This policy, via process maps and standards detail the procedures and processes it has in
place to prove guidance for designated staff responsible for implementing and managing
the reporting of accidents and in turn the investigation of those accidents.
The process maps clearly define roles and responsibilities and confirms saha resolve in
preventing or minimising the risk from injuries associated within the workplace
These process maps can be reviewed on the company specific process map database
under RIDDR1 and RIDDINV1 and within this section of the document
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RIDDOR Process Map Task Function RIDDR1

Incidents
Non-reportable Incidents

Reportable Incidents

The deaths of any person if they arise from
a work-related accident, including an act of
physical violence to a worker
Specified injuries to workers

Over seven day incapacitation of a worker

Non-fatal accidents to non-workers (e.g.
members of public) when the person is
taken directly from the scene of the accident
to hospital for treatment
Occupational Diseases

Dangerous Occurrences
Gas Incidents

Competent person completes
HSE notification. Appropriate

Health & Safety Compliance
Manager to carry out regular audits of
projects process to ensure ongoing
compliance of function is adequate
and feedback where improvements
are required

Competent person completes accident book/ incident /
near miss record as appropriate

Competent person undertakes incident investigation
and identifies direct and underlying root causes

Competent Person ensures that remedial actions are
implemented and lessons learnt.
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Incident Investigation Process Map Task Function RIDDIN1
Event

Site Person ensures safety of personnel / first aid treatment is
provided as necessary

Secure the scene

Makes written record of observations, takes photographs and any
necessary measurements and samples

Identifies witnesses

Decides if the scene of the incident is safe

Reports the event to the Competent Person

Competent Person informs Appointed Site H&S Person about the
event and initiates appropriate investigation.

Appointed Site H&S Person interviews affected individuals and takes
statements

Interviews witnesses and take statements

Identifies direct and underlying root causes
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Concludes investigation and reports to the Competent Person.

Competent Person decides if the event is RIDDOR reportable
and reports if applicable

Competent Person ensures that remedial actions are
implemented, and lessons learnt

Health & Safety Compliance Manager to carry out regular
audits of projects process to ensure ongoing compliance of
function is adequate and feedback where improvements are
required

8.16 Hazard Detection and Near Misses
saha employees are encouraged to report any hazards or near misses to their line
manager, either verbally or in writing, to ensure a safe working environment can be
maintained.
Following notification of a hazard or a near miss, appropriate investigations will be
undertaken, and suitable controls identified and implemented to prevent them.

8.17 Dangerous Occurrences
In the event of a dangerous occurrence we will undertake the following steps:
•
•
•
•
•

ensure the area is cleared and made safe as a priority to ensure that no
persons are at risk of harm
complete the accident/incident investigation form
report under RIDDOR if required
review relevant risk assessments and implement any additional control
measures required to prevent reoccurrence
monitor controls to ensure they are suitable and sufficient

The process maps clearly define roles and responsibilities and confirms saha approach to
preventing or minimising the risk from injuries within the workplace
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These process maps can be reviewed on the company specific process map database
under RIDDR1 and RIDDINV1 and within section 8 of this document
Various positions within saha have been selected to hold responsibility for the delivery
and implementation of this Policy.

8.18 First Aid and Emergency Procedures
We will ensure that adequate first aid provisions are identified and made available
including:
•
•
•

the number of first aiders and appointed persons required at each location
what first aid equipment is needed
the emergency procedures that must be followed

All first aid personnel and equipment will be provided and maintained in accordance with
the Health and Safety (First Aid) Regulations 1981 (as amended) and Approved Code of
Practice L74, as a minimum standard.

8.19 First Aiders
All first aiders are either volunteers or employees who have been assessed and deemed
suitable to undertake the role. Consideration has been given to ensure that there is an
adequate number of first aiders available at all times at each location, including cover for
holidays and sickness which will be reviewed as part of the first aid risk assessment
process.
As a general rule the following will be applied:
•
•
•

Fewer than 25 staff members at an office location = at least 1 Appointed person
25 to 50 staff members at an office location = an Emergency First Aider
More than 50 staff members at an office location = at least one First Aider for
every 100 persons

Qualified first aiders and emergency first aiders will have undertaken appropriate training
in line with the Health and Safety Executive requirements and training is reviewed prior to
expiration.
Appointed persons will be given clear outlines of their role and responsibilities and will be
suitably trained to undertake their duties.
All first aiders will be made aware of the organisations emergency procedures for the
saha location they have responsibility for.

8.20 First Aid Equipment
First aid equipment is provided at each saha location and there are adequate supplies for
the hazards present. All first aid kits contain at least the minimum supplies as required by
law and as a minimum will include:
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individually wrapped sterile plasters (assorted sizes);
sterile eye pads;
individually wrapped triangular bandages, preferably sterile;
safety pins;
large sterile individually wrapped unmedicated wound dressings;
medium-sized sterile individually wrapped unmedicated wound dressings;
disposable gloves
First aid kits are also supplied in all company vehicles.

All first aid equipment and the details of the first aiders at each location will be clearly
identified with the appropriate signage around the premises. It is the responsibility of the
first aider to ensure that:
•
•
•

all first aid kits are maintained and replenished accordingly
all first aid supplies are within their use by date, where necessary
there are no unauthorised supplies are kept in the first aid kits, for example
creams, drugs etc.

8.21 Risk Assessments
saha is committed to ensuring the safety of employees, non-employees and those who
may be affected by our work activities. Through completing risk assessments, we identify
foreseeable hazards and the necessary controls that are required to eliminate or reduce
risks as far as reasonably practicable.
At saha we use a qualitative technique of risk assessment which relies upon the
judgement of a competent person (or Risk Assessor). All employees appointed to
undertake the role of Risk Assessor have been deemed competent and will receive the
relevant training where appropriate.
All of our risk assessments are documented, communicated to relevant employees and
regularly reviewed as per the requirements of the Management of Health and Safety at
Work Regulations 1999.
saha follows a standard Risk Assessment Template to enable employees and other
parties to easily understand completed assessments.
Where certain other pieces of legislation require specific risk assessments to be
completed, suchas Control of Substances Hazardous to Health (COSHH) and the
Manual Handling Operations Regulations 1992, we will conduct the relevant
assessments. Further information is contained in the relevant arrangements within further
sections of this policy and in the supporting guidance for those sections.

106

Issue Date: 15.05.18

Health & Safety Policy / Handbook

The cycle below illustrates our key steps for undertaking a risk assessment:
Hazard
Identification and
Evaluation

Monitor control
measures and
review
assessment
regularly

Assess the risks
arising from each
identified
hazard

Establish
preventative and
protective control
measures

Plan and
implement
control measures

8.22 Control of Premises
saha have a range of different type of premises including shops, offices, projects, and
general needs premises that are covered in terms of health and safety and compliance.
Our aim is to provide a safe environment for all our employees and everyone that
accesses our office locations.
8.22.1 Access and Egress
All access and egress routes in our range of premises are:
•

in a safe and well-maintained condition to prevent harm

•

kept free of obstruction and subject to good housekeeping rules

•

fitted with suitable handrails, floor covering, markings and lighting as required

•

segregated where appropriate to separate people and vehicles

•

clearly identify any restrictions (such as a “do not enter” sign for restricted
areas) or other relevant information

•

continually monitored to ensure the above points are adhered to
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8.22.2 Windows, Doors and Stairs
All windows, doors and stairs in our premises are:
•

of suitable construction for the premises

•

in a safe and well-maintained condition to prevent harm

•

kept free of obstruction and subject to good housekeeping rules

•

fitted with suitable safety devices, handrails, markings and lighting as required

•

clearly identified with any restrictions (such as a “fire door keep shut” signage
for fire doors) or other relevant information

•

continually monitored to ensure the above points are adhered to

8.22.3 Signage
Where identified by risk assessment or legislation we will ensure that all required signage
is:
•

placed in suitable areas and not obstructed

•

easily legible, including both pictogram and text

•

made of a suitable material and complies with the appropriate standards

8.22.4 Welfare
To comply with the Workplace (Health, Safety and Welfare) Regulations we have
assessed the welfare requirements for our premises and implemented the necessary
facilities and controls. Our assessment has taken into consideration:
•

toilets and sanitary conveniences

•

workplace temperature and ventilation

•

lighting

•

washing and drinking facilities

•

rest and break facilities

•

desks, seating and workplace areas

•

general workplace environment, layout and cleanliness

8.22.5 Smoking
saha do not allow any persons to smoke or use e-cigarette inside our premises or
company vehicles. This policy is clearly communicated to all persons and appropriate “No
Smoking” signage has been placed around the premises and in our vehicles.
Employees must not smoke in front of tenants or visitors.
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A designated smoking area, with suitable means of disposing of cigarettes, is provided for
smokers and is clearly identified and communicated.
8.22.6 Housekeeping and Maintenance
To reduce the risk of injury in our premises, saha ensure:
•

a high standard of housekeeping is maintained around the premises and is
monitored

•

employees are trained and instructed to keep a high standard of housekeeping
during their work activities, including the use of machinery

•

suitable cleaning arrangements are in place

•

effective cable management when conducting work activities in or away from
the premises

•

an effective maintenance schedule is in place and any maintenance/repairs are
carried out safely by competent persons

•

records of cleaning and maintenance activities are kept

8.22.7 Storage of Goods
We provide suitable storage facilities for the materials stored on our premises, as far as
reasonably practicable. All materials are clearly identifiable and stored in a way to reduce
manual handling as far as possible, as well as to aid housekeeping.
Hazardous substances or materials are stored in accordance with the requirements
contained in relevant legislation and regulation.
Flammable and explosive materials are stored away from sources of ignition.
Where required storage racking and facilities will be subject to regular inspections.
8.22.8 Control of Visitors
Any special arrangements required by visitors are ascertained, where practicable, before
arrival. This may include bringing vehicles or other machinery or substances onto site, or
personal needs such as coping with disability or language barriers.
All visitors must sign in to the visitor’s book.
We will provide all visitors with relevant information relating to our safety and emergency
procedures.
The person(s) from saha who the visitors are meeting will take responsibility of the visitors
in their care whilst they are on our premises.
If visitors require access to unauthorised, hazardous or controlled areas permission must
be obtained from a head of service prior to the visit taking place.
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8.22.9 Pedestrian and Traffic Segregation
Pedestrians and vehicles are segregated on our premises as far as reasonably
practicable to avoid risk of harm to persons and damage to the premises and vehicles.
A risk assessment will be conducted and monitored by a competent person to determine
suitable segregated routes and methods that are appropriate for our premises and
activities undertaken. Where segregation cannot practicably be implemented, control
measures will be identified and implemented to reduce the risks as far as practicable
These controls and segregated routes will be regularly monitored to ensure effectiveness
and suitability.
8.22.10 Waste Disposal
It is saha’s policy to identify waste which results from our work activities. Adequate waste
disposal measures will be implemented from the results of the risk assessment, including
the provision of suitable waste containers which will be emptied on a regular basis.
Saha will ensure that all waste is disposed of suitably and correctly. Hazardous waste,
including unknown substances, will only be removed by authorised contractors.
All waste disposal companies contracted to remove waste will be subject to competency
checks and must hold the appropriate certification from the local authority, and a hard
copy of all waste transfer notes will be kept for a minimum of 2 years.
Where waste can be recycled, saha will ensure that it is separated from general waste
and disposed of correctly.
All employees will be informed of our policy regarding waste disposal and the correct
waste disposal techniques that they must follow.

8.23 Food Handling
saha operate a comprehensive risk-based quality food safety management system based
on the principles of Hazard Analysis and Critical Control Point (HACCP). The HACCP
systems applies to all internal catering and food handling staff as well as outside
caterers/food nutrition course providers.
The HACCP system ensures that we take all reasonable precautions and exercise due
diligence in relation to food safety.
As part of our HACCP and quality system we will:
•

Ensure all staff are appropriately trained in food safety, nutrition and cookery skills
and have high standards of personal hygiene.

•

Ensure that all external Caterers and Food Nutritionist are appropriately trained.
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•

Buy only quality ingredients and products from approved suppliers and have
inspections in place to ensure food is received in good condition and in a hygienic
manner.

•

Use fresh, locally sourced foods from sustainable sources wherever possible.

•

Buy fish from well managed and sustainable stocks

•

Use free range eggs that meet the Freedom Food standard from the RSPCA
ensuring the welfare of animals and the British Lion Mark which is an assurance of
quality

•

Instruct suppliers that we do not accept foods which are known to contain GM
(genetically modified) foods, MRM (mechanically recovered meat), modified
proteins, and specified flavourings and colourings

•

Operate in clean, safe and hygienic premises and have systems in place to ensure
they are kept that way

•

Have procedures in place to control the use of allergens and the provision of
special diets

•

Ensure that there is satisfactory temperature control (according to statutory
requirements) and monitoring systems for food ingredients and products during
storage, preparation, cooking and display/service

•

Have systems in place for health screening and the reporting of staff illness to
prevent staff who are suffering from any infection or condition likely to cause food
poisoning working with our food

•

Set standards, monitor and audit compliance with those standards and take
effective action where there is non-compliance

8.24 Employee Safety
8.24.1 Training
It is our policy that all saha employees undertake appropriate training to ensure the safety
of themselves and others whilst at work, in line with the Health and Safety at Work Act
1974 (HASWA).
Induction training is given to all employees as a basic grounding, and from this additional
training is provided considering each employees position, work activities, working
environment and requirements under law.
All training will be delivered by competent persons, whether internal or external.
To ensure staff understand their responsibilities and the health and safety requirements of
our activities, a comprehensive training programme has been established. It is a mix of in
house training, external training and eLearning. Some of it is compulsory for all staff and
other training is set by your Manager.
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All members of staff are responsible for ensuring their training records on the HR self
service system is kept up to date.
Training records are continually updated and reviewed to ensure existing training is
appropriate and if any further training is required.
Training records will be reviewed:
•
•
•
•

on a regular basis
when there is a change to work activities
when new equipment/technology or ways of working are introduced, or existing
equipment or technology is changed
when a safe system of work is changed, or a new one introduced

8.24.2 Alcohol and Substance Misuse
saha prohibits the possession of or being under the influence of alcohol or illegal
substances whilst on our premises or in company vehicles. This policy applies to
employees, volunteers, relief workers, agency staff and fixed terms contractors who work
at saha locations. Under the influence means having taken any alcohol or drugs in any
quantity.
Employees are additionally prohibited from being in possession of or being under the
influence of alcohol or illegal substances when working away from our premises, during
working hours, including when driving for business purposes or as a passenger in
company vehicles.
Employees found to be under the influence of alcohol or illegal substances will be subject
to disciplinary procedures. Non-employees will be asked to leave the premises
immediately and relevant persons notified.
Where an employee has been issued with medicine by a medical professional that may
affect their ability to work safely, they must inform their manager immediately.
saha will support and help employees who may have a dependency on alcohol or other
substances by signposting to relevant organisations through the employee assistance
programme. Staff who are found to have dependency on alcohol or other substances may
be managed under the association’s managing attendance at work policy and procedures.
All of our employees are encouraged to report to their manager if they notice obvious
signs of alcohol or substance abuse in a colleague.
8.24.3 Violence
saha assesses the risks of violent incidents to determine the appropriate preventive
measures which we must introduce. Once introduced, the measures are subject to
monitor and review in order to gauge their effectiveness.
All employees will be informed that they must report all incidents of a potentially violent
nature to their Manager in order that the scale of the problem can be determined and the
employees at risk identified.
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Employees who have been subject to violent assault will, upon request, be provided with
independent and confidential counselling. Employees will be trained in techniques for
dealing with potentially violent situations if identified as being particularly at risk.
All violent incidents are recorded in line with the HSE guidelines.
saha is committed to creating a work environment free of harassment, bullying and
victimisation, where everyone coming onto the premises or having contact with its
employees is treated with dignity and respect. saha will not tolerate bullying, harassment
or victimisation of any kind. All allegations will be investigated and, if appropriate,
disciplinary action will be taken.
8.24.4 Lone Working
Where practicable it is the policy of saha to avoid lone working, where it is not practical to
avoid, saha will identify all employees who undertake lone working activities and provide
lone working devices. All lone working activities are risk assessed, taking into account:
•
•
•

tasks the employee will be undertaking
the environment the employee will be working in
the health of the employee who will be lone working

Identified control measures are implemented prior to lone working activities and monitored
to ensure they remain effective. All lone workers will be provided with a means of
communication and instructed on its use.
All employees will be suitably trained prior to lone working activities and are instructed in
the correct procedures to follow in the event of an emergency or potentially violent
situation.
8.24.5 Use of Mobile Phones
Mobile phones may be used by employees however this will be subject to work activities
and the necessity to be able to utilise a mobile phone in a safe manner. The organisation
will identify work activities and situations where it is not acceptable for mobile phones to
be used and communicate to employees and other relevant persons.
Employees are not permitted to use a mobile phone at any point whilst driving.
8.24.6 Young Persons
saha assesses the risks posed to a young person before they are permitted to start work.
Where residual risk remains that cannot be eliminated and has been controlled so far as
is reasonably practicable we will communicate this to the young person’s
parents/guardian and written consent will be obtained.
Young persons are not permitted to operate/drive plant equipment or work at height
where they may be exposed to a risk of a fall.
Refer to the saha intranet for the Young Workers risk assessment.
Suppliers must notify the Manager before allowing young persons to work on site.
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8.24.7 Home Workers
Employees who work from home may be required to complete a home worker risk
assessment that takes into account the following:
•
•
•

use of display screen equipment
the workspace
work activities

The assessment must be returned to saha for review and may facilitate specific control
measures to be implemented.
8.24.8 New and Expectant Mothers
saha employees must inform the organisation in writing when they know that they have become

pregnant. Following written confirmation, a competent person will undertake a New and
Expectant Mothers risk assessment to identify risks posed to mother and child resulting
from work activities.
Risks will be controlled as far as reasonably practicable and the employee informed of the
controls and any residual risk that remains. The assessment will be reviewed multiple
times throughout the pregnancy and following the return to work after maternity leave to
ensure the effectiveness of controls and to identify if further actions are required.
saha encourages all new and expectant mothers to inform the organisation of any
problems or concerns resulting from their work and our work activities.
Please refer to the Family Leave Policy and procedure and New and Expectant Mothers
and Maternity risk assessment on the staff intranet for further information.
8.24.9 Personal Protective Equipment (PPE)
Where the provision of personal protective equipment (PPE) is identified it will be
provided to employees without charge.
saha only identifies PPE as a valid control measure as a last resort, after all other
reasonable control measures have been implemented and a residual risk remains.
A PPE register is kept identifying what PPE has been issued to employees and its issue
date. Our employees have the responsibility to maintain and store their PPE correctly,
and inform saha if they lose their PPE or it is damaged.
Failure to wear/use PPE when required will lead to investigation of Disciplinary
procedures.
Refer to the saha intranet for the PPE Risk Assessment.
8.24.10 Disabled Workers
There are no health and safety regulations specific to disabled people only. The Health
and Safety at Work Act 1974 (HSWA) requires employers to protect all workers from the
risk of injury or harm at work, so far as is reasonably practicable. This includes those who
may be affected by their work activities. saha will not treat a disabled person unfavourably
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because of something connected with their disability. saha will ensure that as far as is
reasonable, a disabled worker has the same access to everything that is involved in doing
and keeping a job as a non-disabled person.
saha endeavours to manage any significant workplace risks, including putting control
measures in place to eliminate or reduce the risks. If saha becomes aware of an
employee who has a disability, we will review the risk assessment to make sure it covers
risks that might be present for that employee and if necessary introduce any reasonable
additional controls. saha will consult with the employee themselves and colleagues,
seeking opinions and ensuring they are involved in discussions which affect them.
8.24.11 Driving
saha recognises that to just comply with certain road traffic law requirements, e.g.
company vehicles have a valid MOT certificate, and that drivers hold a valid licence, is not
enough to ensure the safety of its employees, and others, when they are on the road.
saha recognises that it has a responsibility not only for the health and safety of staff
engaged in driving at work but also to other road users and members of the public. saha
will therefore comply with all driving related legislation and endeavour to adopt best
practice where practicable for those driving on business.
Where a risk has been identified in relation to staff driving whilst driving as part of their
day activities a risk assessment must be undertaken and the associated hazards, risks
and control measures implemented by the relevant saha employees and Managers.
saha staff must ensure that they follow existing road traffic laws and they inform their
Manager of any health-related problems that may affect their ability to drive.
8.24.12 Health Surveillance and Screening (Occupational Health)
Where health surveillance has been identified in regulation, risk assessments or COSHH
assessments saha will ensure that this is completed in line with the requirements and is
subject to regular review.
All new employees are required to complete a health screening questionnaire. Depending
on the information provided, further investigations may be carried out prior to the new
employee starting work.
On-going health surveillance will be provided to relevant company personnel based on
their individual circumstances and job specific roles.
8.24.13 Manual Handling
We want to eliminate or reduce the risk of manual handling injury as far as is reasonably
practicable. Where a work activity includes manual handling and is appropriate we will
ensure that an assessment has been carried out, taking into account the:
•
•
•
•

nature of the task
person’s ability to undertake the task
nature of the load
environment which the manual handling task will take place
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From the risk assessment, we will determine and implement the necessary control
measures as required.
All employees will be trained in the correct manual handling techniques as required and
will, receive relevant instruction and information before undertaking a manual handling
task.
Where a member of staff is deemed unable to perform manual handling activities based
on medical advice, reasonable arrangements will be considered to avoid injury or ill
health.
Refer to the staff intranet for the Manual Handling risk assessment.
8.24.14 Control of Substances Hazardous to Health (COSHH)
saha comply with the Control of Substances Hazardous to Health Regulations (COSHH)
to prevent harm from chemicals and hazardous substances as far as reasonably
practicable. This includes substances that are:
•
•
•
•

directly used in our work activities
generated from our work activities
naturally occurring
classed as biological agents

Where appropriate COSHH assessments will be carried out on hazardous substances
and all necessary control measures implemented in line with COSHH regulations.
COSHH assessments will be communicated to staff as appropriate.
All suppliers of materials are required to provide all relevant health and safety information,
such as safety data sheets (SDS), relating to their products to form the basis of the
COSHH assessment. All COSHH assessments are issued to relevant employees and
reviewed on an annual basis as a minimum.
Staff who are at risk of exposure will be trained in the correct use, handling and storage of
hazardous substances. First aiders will be given information about the recommended first
aid treatments for each substance used or created due to our work activities.
In some cases it may be necessary for saha to conduct health screening on employees.
Please refer to the arrangement on health surveillance and screening for further
information.
Refer to the saha intranet for the COSHH Assessment.
8.24.15 Body Fluids
Bloodborne viruses (BBVs) are viruses that some people carry in their blood and which
may cause severe disease in certain people and few or no symptoms in others. The virus
can spread to another person, whether the carrier of the virus is ill or not. It is recognised
that some saha staff carry out types of work where there may be contact with blood/body
fluids.
Under general duties the Health and Safety at Work etc Act 1974 and the Managing for
Health and Safety HG65, saha recognises it has a legal duty to protect the health of its
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employees and anyone else, for example the public, who may be affected by our work, or
who may be on our premises at any time.
Specific legislation on hazards that arise from working with biological agents such as
BBVs is contained in the Control of Substances Hazardous to Health Regulations 2002
(as amended).
Under COSHH, saha accepts it has a legal duty to assess the risk of infection for
employees and others affected by the work they carry out.
Under the requirements of the Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations 1995 (RIDDOR 2013), saha has a legal duty to report certain
incidents and dangerous occurrences to the relevant enforcing authority. Incidents such
as a puncture wound from a needle known to contain blood contaminated with a BBV
should be reported as a dangerous occurrence.
Types
The viruses listed below can also be found in body fluids other than blood, for example,
semen, vaginal secretions and breast milk. Other body fluids or materials such as urine,
faeces, saliva, sputum, sweat, tears and vomit carry a minimal risk of BBV infection,
unless they are contaminated with blood. Care should still be taken as the presence of
blood is not always obvious.
•
•
•

hepatitis B virus (HBV), hepatitis C virus and hepatitis D virus, which all cause
hepatitis, a disease of the liver;
human immunodeficiency virus (HIV) which causes acquired immune deficiency
syndrome (AIDS), affecting the immune system of the body.

It is very unlikely that staff will become infected through everyday social contact with
another worker who has a BBV. BBVs are mainly transmitted sexually or by direct
exposure to infected blood or other body fluids contaminated with infected blood.
Exposure and Contamination
In the workplace, direct exposure can happen through accidental contamination by a
sharp instrument, such as a needle or broken glass.
Infected blood may also spread through contamination of open wounds, skin abrasions,
skin damaged due to a condition such as eczema, or through splashes to the eyes, nose
or mouth.
Experience shows that the risk of BBV infection is low for the majority of occupations, as
direct contact with blood and body fluids does not occur regularly.
Much depends on the nature of the exposure. Not all exposures result in infection.
Arrangements
Where a risk has been identified, suitable precautions will be taken to protect employees’
health. The following steps will be taken to assess, record and review the risks:
1. Identify the hazards – where BBVs may be present
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2. Decide who might be harmed and how – which employees and others may be at
exposed to BBVs and how this might happen, for example through dealing with
accidents or handling contaminated items for cleaning or disposal
3. Assess how likely it is that BBVs could cause ill health and decide if existing
precautions are adequate or whether more should be done. Factors to consider
include:
a. the frequency and scale of contact with blood or other body fluids.
b. the number of different persons’ blood/body fluids with which contact is
made.
c. any existing information on injuries reported in the workplace.
d. the quality of control measures used.
Preventing or controlling the risk
In occupations where there is a risk of exposure to BBVs, the following safe systems of
work are in place to prevent or control risks appropriately, these controls are adapted at
local level to allow for local circumstances:
•
•
•
•
•
•
•
•
•
•
•

prohibit eating, drinking, smoking and the application of cosmetics in working
areaswhere there is a risk of contamination.
prevent puncture wounds, cuts and abrasions, especially in the presence of blood
and body fluids
when possible avoid use of, or exposure to, sharps such as needles, glass, metal
etc, or if unavoidable take care in handling and disposal.
consider the use of devices incorporating safety features, such as safer needle
devices and blunt- ended scissors.
cover all breaks in exposed skin by using waterproof dressings and suitable
gloves.
protect the eyes and mouth by using visor/goggles/safety spectacles and a mask,
where splashing is possible.
avoid contamination by using water-resistant protective clothing.
wear rubber boots or plastic disposable overshoes when the floor or ground is
likely to be contaminated.
use good basic hygiene practices, such as hand washing.
control contamination of surfaces by containment and using appropriate
decontamination procedures (see ‘Decontamination procedures’).
dispose of contaminated waste safely (see ‘Disposal of waste’).

Immunisation (vaccination) is available against HBV but not other BBVs. The need for a
worker to be immunised should be determined by the risk assessment at local level. It
should only be seen as a supplement to reinforce other control measures.
As an employer, we make vaccines available free of charge to employees if they are
needed. saha also keep a record of vaccinations.
Decontamination procedures
Under ideal laboratory conditions HIV can remain infectious in dried blood and liquid
blood for several weeks and HBV stays active for even longer. If materials become
contaminated with blood or other body fluids, there are several methods available for
decontamination. These procedures are designed to inactivate BBVs, mainly by using
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heat or chemical disinfection. saha uses a local code of practice for dealing with spillages
and other forms of contamination.
Disposal of waste
A risk assessment, as required by COSHH, is carried out on any waste generated.
Where certain waste is classified as clinical waste, its collection, storage and disposal is
subject to strict controls. Clinical waste includes waste consisting wholly or partly of blood
or other body fluids, swabs or dressings, syringes, needles or other sharp instruments,
which unless made safe may be hazardous to any person coming into contact with it.
Action after possible infection with a BBV
•
•
•
•
•
•

If you are contaminated with blood or other body fluids, take the following action
without delay:
wash splashes off your skin with soap and running water;
if your skin is broken, encourage the wound to bleed, do not suck the wound –
rinse thoroughly under running water;
wash out splashes in your eyes using tap water or an eye wash bottle, and your
nose or mouth with plenty of tap water – do not swallow the water;
record the source of contamination;
report the incident to your supervisor, line manager or health and safety adviser
and your occupational health department or medical adviser if there is one.

Prompt medical advice is important. The circumstances of the incident need to be
assessed and consideration given to any medical treatment required.
Treatment might be appropriate following infection with a BBV, but to be effective, it may
need to be started quickly. Staff who think they may have been infected with BBV are
advised to notify their line manager and contact the nearest Accident and Emergency
department for advice, without delay.
Infected with BBV
Staff infected with BBV should be able to work normally unless they become ill and are no
longer fit enough to do their job. If they do become ill, they will be managed using the
Managing Attendance at Work policy and procedures.
There is no legal obligation on employees to disclose they have a BBV or to take a
medical test for it. If an employee is known to have a BBV, this information will be treated
in the strictest confidence and will not be disclosed without the staff permission.
Refer to the staff intranet for the COSHH Assessment.

8.25 Work Activities
8.25.1 Work at Height
saha wants to avoid work at height wherever practicable, however on some occasions
this may not be a reasonable option and work at height may be required.
Where work at height is required, it will be assessed to determine the correct control
measures which need to be implemented to lower the risks as far as practicable.
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Only trained members of staff will be permitted to work at height, and can only do so
when:
•

the task, including the working environment and conditions, has been correctly
planned, organised and assessed

•

the required control measures have been implemented and have been deemed
suitable by a competent person

•

all work at height equipment has been suitably inspected

•

the correct level of supervision is available, where required

Members of staff will be trained in the relevant work at height activity as appropriate.
Refer to the staff intranet for the work at height risk assessment.

8.26 Work Equipment
8.26.1 Power Tools and Portable Appliances
It is our policy to use 110v or low voltage battery operated hand tools wherever
practicable. Where 240v hand tools are to be used they must be used in conjunction with
a residual current device (RCD).
Members of staff will be given suitable training and instruction as appropriate prior to
being permitted to use power tools. Members of staff must perform a visual check of
power tools prior to use and report any defects to their line manager.
All portable electrical appliances are inspected and portable appliance tested (PAT) on a
regular basis. The frequency of PAT testing is dependent on:
•
•
•

the frequency of use
environmental conditions
the persons using the equipment

8.26.2 Ladders and Step Ladders
The use of ladders and stepladders is only permitted for short term works where other
access methods are not practicable for use.
All members of staff are required to have completed appropriate training before being
permitted to use Ladders and Stepladders. Staff members are reminded that they must
follow the safe systems of work relating to the task at all times.
saha keeps a register of all ladders and stepladders and regularly inspect their condition.
Where a defect is identified, the ladder/stepladder will be removed from use immediately
and repaired/replaced.
All our ladders are:
•

Stored in a correct manner to avoid damage
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Subject to regular maintenance
Fit for purpose and free from defects

Refer to the staff intranet for the wort at height risk assessment.
8.26.3 Display Screen Equipment (DSE)
All members of staff who use display screen equipment (DSE) for a large part of their
working day are required to complete a DSE assessment.
All issues identified in the DSE risk assessments will be investigated by the ICT
department and the necessary control measures will be implemented to reduce the risk of
harm as far as is reasonably practicable.
saha will meet the cost of an eye test for employees who are classed as a “DSE User”.
Further to this, if an employee requires a pair of corrective lenses for the sole purpose of
using DSE equipment saha will meet the cost of a single basic pair of corrective glasses.
Refer to the staff intranet for the computer workstation assessment.
8.26.4 Guarding and Machine Safety
All machinery provided by saha will be properly guarded whilst in use in accordance with
the Provision and Use of Work Equipment Regulations (PUWER), manufacturer’s
guidance and the relevant British Standards. Our employees are required to ensure that
the guards provided are properly used and that any defects are reported immediately.
Employees are not permitted to use any machinery or equipment unless they have
received the appropriate training and hold the relevant qualification where required.
Employees are additionally restricted from removing any guards or fixed covers from
machinery or equipment unless they have been authorised to do so. Where practicable
saha will develop work systems to reduce the need of removing guards, such as when
cleaning.
All of our machinery and equipment is regularly maintained and checked to ensure it is in
a safe condition and fit for purpose in line with the Provision and Use of Work Equipment
Regulations and manufacturer’s guidance.
Only competent persons are permitted to perform maintenance and repairs on any of our
machinery and equipment, and all activity is kept in our service log. All machinery or
equipment found to be defective is taken out of operation immediately until either repaired
or replaced.
If enforcement action is taken such as a Prohibition Notice or Improvement Notice issued,
then the Manager to whom it is issued must comply with any immediate requirements and
notify the relevant persons, including Spectra Safety for further advice.
If as part of an investigation by the enforcing authorities, any of our employees are
required to make a statement or interview under caution, then saha’s appointed solicitor
will be present. Additionally, the solicitor will be present if any employee is required to
make a statement or interview under caution and the Police and Criminal Evidence Act
(PACE) as part of an investigation.
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Breaches of this policy
Any breaches of this policy may result in action being taken under the associations
disciplinary policy and procedures.

8.27 Control of Contractors
saha may require all contractors to be vetted by completing a sub-contractors
questionnaire prior to starting any activities for or on behalf of the association to
determine their competence. Completed questionnaires will be kept on file and repeated
as necessary.
A register will be maintained of approved suppliers, vendors and contractors that have
been vetted and have agreed to adhere to the minimum performance standards of saha.
Contractors will also be required to demonstrate that they have adequate insurance cover
and that they are complying with health and safety law. This may include sight of risk
assessment records, records of test for electrical equipment, method statements etc.
Any contractor who fails to adhere to the required minimum performance standards of
saha may be removed from the register of approved suppliers.
All contractors will be informed of the significant hazards that may be encountered, and in
return are required to inform saha of any risks associated with their activities.
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