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Health & Safety Policy  

Purpose 
This policy outlines the organisation’s commitment to providing a safe environment for staff, 
volunteers, beneficiaries, and visitors. It ensures compliance with the Health and Safety at 
Work Act 1974 and other relevant UK legislation. 

Scope 
Applies to all staff, trustees, volunteers, contractors, and anyone affected by organisational 
activities. 

Principles 
• Identify and manage risks associated with activities and premises 
• Protect the health and safety of employees, volunteers, and the public 
• Comply with UK health and safety legislation and guidance 
• Promote awareness and training for all personnel 

 
Key Responsibilities 
• Trustees: Overall responsibility for health and safety 
• Managers: Implement procedures and monitor compliance 
• Staff and Volunteers: Follow safety procedures and report hazards 

 
Risk Management 
• Conduct regular risk assessments for activities and premises 
• Implement control measures to reduce risks 
• Review assessments annually or after significant changes 

 
Inspection Checklist (Office Areas) 
Common hazards to check: 
-Uneven or slippery floors 
- Trailing wires and damaged electrical equipment 
- Obstructed walkways and fire exits 
- Access to fire extinguishers and alarms 
- Emergency signage and escape routes 
- Storage hazards (e.g., overloaded cabinets) 
- Accumulation of waste 
- Structural issues (e.g., loose tiles) 
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Best Practice Actions 
- Maintain clear fire escape routes 
- Test alarms and fire extinguishers regularly 
- Provide health and safety training for staff and volunteers 
- Keep records of inspections and actions taken 

Compliance 
Follow guidance from: 
- https://www.hse.gov.uk/voluntary/index.htm  
- Fire Safety Regulations 
- Manual Handling and Workplace Safety standards 

Implementation Checklist 
- Complete risk assessments for all activities 
- Schedule regular premises inspections 
- Train staff and volunteers on health and safety 
- Maintain accident and incident reporting systems 
- Review and update policy annually 

Risk Assessment Template 
| Hazard | Risk Level | Action Required | Responsible Person | Completion Date | 
|--------|-----------|-----------------|----------------------|------------------| 
| Example: Trailing wires | Medium | Remove wires and secure cables | Facilities Manager | 
DD/MM/YYYY | 

Useful UK Resources 
- HSE Guidance for Voluntary Organisations: https://www.hse.gov.uk/voluntary/index.htm  
- GOV.UK Health and Safety: https://www.gov.uk/topic/health-and-safety  

Detailed Inspection Checklist 
Hazard Notes Tick Box 
Uneven or slippery floors  [ ] 
Trailing wires and cables  [ ] 
Damaged plugs or 
electrical equipment 

 [ ] 

Obstructed walkways 
and fire exits 

 [ ] 

Access to fire 
extinguishers and alarms 
obstructed 

 [ ] 

Emergency exits not 
signed or escape routes 
unclear 

 [ ] 
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Flammables stored near 
ignition sources 

 [ ] 

Accumulation of waste or 
rubbish 

 [ ] 

Unsafe or unstable 
furniture 

 [ ] 

Overloaded or unstable 
filing cabinets 

 [ ] 

Untidy or congested 
storage areas 

 [ ] 

Structural issues (e.g., 
loose tiles, cracked 
walls) 

 [ ] 

Detailed Implementation Checklist 
Action Responsible Person Completion Date 
Complete risk 
assessments for all 
activities 

  

Schedule regular 
premises inspections 

  

Train staff and volunteers 
on health and safety 

  

Maintain accident and 
incident reporting 
systems 

  

Test alarms and fire 
extinguishers regularly 

  

Ensure safe disposal of 
hazardous materials 

  

Review and update policy 
annually 
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