
MODEL HEALTH AND SAFETY POLICY

SECTION A 

GENERAL STATEMENT OF POLICY

Our policy is to provide and maintain safe and healthy working conditions, equipment and systems of work for all our employees and to provide such information, training and supervision as they need for this purpose. We also accept our responsibility for the health and safety of other people who may be affected by our work activities. This policy applies to all employees of the practice.
The allocation of duties for safety matters and the particular arrangements that we will make to implement the policy are set out below.

This policy will be kept up to date, particularly as changes occur within the practice. To ensure this, the policy and the way in which it has operated will be reviewed every year.

Signed ……………………………………………………………………………………..practice owner

Date

COMMUNICATION

The practice owner regards communication between staff at the practice as an essential part of health and safety management. Consultation on health and safety matters will be facilitated by means of practice meetings every month or as often as is deemed necessary.

Co-operation between staff at all levels is essential. All staff are expected to co-operate and accept their duties under this health and safety policy. Disciplinary action may be taken against any employee who fails to follow safety rules or carry out duties under this policy.

RESPONSIBILITIES

1. Overall and final responsibility for health and safety matters within the practice lies with 

.....………….…………………………………………………………practice owner
2. Dr/Mr/Mrs/Ms ……………………………………………………………………. is responsible for this policy being carried out at the practice at …………………

………………………………………………………………………………………

Dr/Mr/Mrs/Ms……………………………………………………………………… will be responsible as his/her deputy.

3. The following are responsible for safety in particular areas:

(name)



infection control, including clinical waste

(name)
risk assessments including COSHH, manual handling, display screen equipment

4. All employees have the responsibility to co-operate with supervisors and managers to achieve a healthy and safe workplace and to take reasonable care of themselves and others.

5. An employee, supervisor or manager who notices a health or safety problem, which s/he is not able to put right, must tell the appropriate person named above.

6. Other people responsible for:

Safety training……………………………………………………………………………

Investigating accidents……………………………………………………………………

Monitoring maintenance of equipment  …………………………………………..

SECTION B

GENERAL ARRANGEMENTS

Local Health and Safety Executive:


address

telephone number

Contact(s):

Accidents

The qualified first-aider / appointed person for the practice is/ are [NAME(S)].

The first-aid box is located [WHERE] and a list of telephone numbers of doctors and hospitals available to the practice is kept [WHERE]. The first-aid box will be maintained by [NAME] who will ensure that it is adequately stocked at all times.

All accidents and hazardous incidents (such as spills of mercury) must be entered in the accident report book, which is kept [WHERE] and reported to [NAME] who will decide whether the accident or incident should be reported to the Health and Safety Executive under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995. Forms for this purpose are kept [WHERE]. 

All staff receive annual training in cardiopulmonary resuscitation (CPR). 

Display screen equipment

All users of display screen equipment (DSE) are given appropriate training on the health and safety aspects of this type of work. [NAME] conducts an assessment of all DSE workstations in the practice. Eye and eyesight tests are arranged on request and corrective eyewear, if required for use with DSE, is provided. A footrest and wrist pad is provided if required by the user.

Electrical safety

[NAME] conducts regular visual inspections on all portable electrical equipment at the practice. Records of these inspections is maintained and kept [WHERE]. A combined inspection and test of portable electrical equipment and the fixed supply is carried out every [THREE] years by [COMPANY]. Records of these inspections and tests are maintained and kept [WHERE].

Fire safety

General fire safety within the practice is the responsibility of  [NAME].

All staff in the practice have been informed of the action to be taken in the event of a fire, the evacuation procedure and the arrangements for calling the fire brigade.

Escape routes must be free from obstruction at all times and adequately signposted. Fire alarms and smoke detectors are tested weekly on [DAY] at [TIME]. Fire extinguishers are inspected annually by [COMPANY NAME].

If a smoke detector or fire alarm sounds, members of staff should raise awareness within the practice, report the fire (dial 999) and evacuate the building. Staff are only expected to tackle a fire if it poses no threat to their personal safety to do so. Fire drills are conducted [FREQUENCY] and a record kept [WHERE].

Manual handling operations

Where there is a risk of injury, manual handling operations must be avoided. Where they cannot be avoided, an assessment of the task should be undertaken taking into account the load, the working environment and the capability of the individual involved. Assistance should be requested from [NAME] or others within the practice.  

Personal protective equipment 

Personal protective equipment is provided in those circumstances where employees are exposed to risks to their health that cannot be controlled by other means. Comprehensive training on its use, maintenance and purpose is provided as appropriate. Where appropriate, the practice owner maintains such equipment in good working order.

Training

[NAME] is responsible for ensuring all staff receive adequate training to ensure safe working practices and procedures. Training includes advice on the use and maintenance of personal protective equipment appropriate to the task concerned and emergency contingency plans.

Visitors and contractors

All contractors and visitors to the practice (with the exception of patients) should be referred to [NAME] to ensure that they are made aware of the hazards present and what precautions might be required.

Work equipment

All equipment used in the practice is maintained in good working order and repair. Where appropriate, equipment is clearly marked with health and safety warnings and staff provided with adequate protection. Equipment maintenance is undertaken as recommended by the manufacturer.

Workplace inspections

[NAME] conducts regular inspections of the practice. A record of these inspections is kept [WHERE]. Staff are informed of the significant findings as soon as is reasonably practicable or at the monthly staff meetings, whichever is appropriate.

SECTION C

HAZARDS

Hazardous substances

A number of hazardous substances are used in the day to day activities of the practice. These must be handled with care to avoid skin and eye contact, inhalation or ingestion. Assessments of the hazardous substances used are kept [WHERE]. Staff should familiarise themselves with the hazards associated with each substance and the recommended means of control. 

Infection control

The practice infection control policy is displayed in each surgery – it must be adhered to at all times. If any aspect is not clear, please ask [NAME] who is responsible for infection control within the practice.

Training in the following areas will be provided for all staff:

· personal protection

· procedures for the cleaning,storage of instruments

· segregation and safe disposal of clinical waste

· cleaning and decontamination of work surfaces and equipment

· decontamination of laboratory items prior to dispatch

· decontamination of instruments and equipment prior to service or repair.

Diagnostic Drugs
Diagnostic drugs are stored in the appropriate areas[WHERE]. The [CUPBOARD/ DRAWER/CABINET/FIDGE] should be kept locked at all times., Details of the diagnostic drug, dose and batch number should also be entered in the patient’s records.

Waste disposal

All waste generated at the practice is segregated into hazardous [or special], clinical and non-clinical waste for appropriate disposal. Waste is collected in appropriate containers and stored [WHERE] to await collection for disposal. Particular attention is given to the safe disposal of sharps waste and designated containers are provided for this purpose. Records of disposal are kept [WHERE].


