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Working Together, Ludlow 
 
 

1. Health & Safety Policy Statement 
 
As Trustees of Working Together we fully recognise our collective responsibility for providing, so 
far as is reasonably practicable, a safe and healthy environment for all of our employees, 
members, contractors, visitors, volunteers, customers (including parents) and others (hereafter 
referred to as the Charity Community) who could be affected by our activities.  In our role as 
employer we attach high priority to ensuring that all the operations within the Working 
Together environment, both educational and support, are delivered in an appropriate manner. 
The Trustees are committed to promoting the welfare of all in our community so that effective 
learning can take place.  
 
We fulfil our responsibility as Trustees of Working Together by appointing Trustees with 
responsibility for overseeing health and safety.  Day-to-day responsibility for the operation of 
health and safety at Working Together is vested with the Chief Officer.  However, as Trustees, 
we have specified that Working Together should adopt the following framework for managing 
health and safety:  
 

• The Trustees will form a committee to oversee health and safety and will liaise with the 
Chief Officer at least quarterly and receive copies of all relevant paperwork. 

• A member of this committee will visit Working Together in operation at least twice a year 
to hear feedback on any issues and provide support to the Chief Officer. 

• A report on health and safety covering: statistics on accidents to the Charity Community, 
staff training, fire drills, and all new or revised policies and procedures is reported 
annually at a Full Committee meeting, together with any other issues on health and 
safety that the committee chairman wishes to bring to the Board's attention.  

• Working Together will carry out an annual fire risk assessment on operations, which will 
be regularly reviewed for progress on completion of items in the action plan, Major 
changes are reported to the Board of Trustees. 

• Whilst the building does not belong to Working Together, the Chief Officer liaises as 
required with the landlord including for such matters as building, fire safety, legionella 
checks, testing of shared electrical equipment/infrastructure and the general state of the 
building, and reports on actions required with recommended timescales.  The progress of 
implementation is monitored by the nominated Health and Safety Trustee. 

• Working Together has a comprehensive policy in place for the training and induction of 
new staff and volunteers in health and safety related issues which includes basic 'manual 
handling training'.  Health and safety training that is related to an individual member of 
staff's functions are provided in addition to the 'standard' induction training.  First aid 
training is provided to any member of staff as required. 

 
All members of staff and volunteers are responsible for taking reasonable care of their own 
safety and that of the charity community, customers and contractors.  They are responsible for 
co-operating with the Chief Officer in order to enable the Trustees to comply with health and 
safety duties. Finally, all members of the charity community are responsible for reporting any 
significant risks or issues to the Chief Officer.  
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All employees and volunteers are briefed on where copies of this statement can be obtained on 
the Working Together’s website.  They are advised as and when it is reviewed, added to or 
modified. Details of the organisation and arrangements for carrying out the policy are to be 
found in parts two and three of this document.  
  
                       
Signed  ________________________________________        
   
 
Date   ________________________________________ 
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2. Organisation of Health & Safety  
 
 
Organisation 
 
This part of the Policy deals with the organisation, planning, implementation, operational 
monitoring and management review of the Policy.  It also covers the development of general 
policy and how we train our employees (and others) to carry out our activities.  An organogram 
has been prepared to assist in the understanding of the health and safety structure within 
Working Together which is shown at the end of this section. 
 
Board of Trustees ("The Board") 
 
The Board has overall collective responsibility for health and safety for Working Together.    It 
has a responsibility to ensure that health and safety issues are considered and addressed and 
that the Policy is implemented throughout all Working Together’s activities. They will also make 
adequate resources available so far as is reasonably practicable, to enable legal obligations in 
respect of health and safety to be met. Where appropriate, advice from a Competent Person is 
sought to advise Working Together and tasks are delegated to suitable employees in order to 
assist the Board in carrying out its duties. 
 
H&S Committee 
 
The H&S Committee will assist the Board in directing the overall management and development 
of the Policy, defining the aims of the Policy and communicating the responsibilities associated 
with the management of health and safety within Working Together. The H&S Committee will 
also report to the Board on health and safety performance and assist the Board in implementing 
changes in the Policy which the Board have approved. 
 
The Chief Officer will have day to day management responsibility for ensuring that, so far as is 
reasonably practicable, arrangements are in place for: 
 

• Safety and security within the WT area 

• Fire safety within the WT area 

• The safety of electrical appliances within the WT area 

• Emergencies within the WT area  

• Staff induction 
 
The following remain the responsibility of the landlord: 
 

• Overall electrical safety, gas safety (landlord) water quality (landlord) 

• Asbestos (landlord) 

• Emergencies outside of the WT area  
 
The Chief Officer will also act as the Working Together Safety Co-ordinator, whose duties will 
include: 
 

• advising the H&S Committee on maintenance requirements 

• co-ordinating advice from specialist safety advisors and producing associated action 
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plans 

• monitoring health and safety within Working Together and raising concerns with the 
Board 

• organising and attending the Working Together Board Meetings 
 
Other Working Together staff and volunteers 
 
Other Working Together staff and volunteers will ensure, so far as is reasonably practicable, the 
health and safety of those affected by activities under their control.  They are responsible for 
maintaining up to date risk assessments for areas under their control.  
 

• Sewing/Makers 

• Writing Club 

• Café 

• Youth Club 

• Diversity Club 

• Cooking 

• Covid-19 

• Gardening 

• Trips and Visits 

• Sports Clubs 

• Transport 
 
The Chief Officer will be responsible for identifying, organising (and maintaining records of) 
training that is relevant to their area of control. 
 
Estates  
 
The Chief Officer will implement the following in so far as they relate to WT area: 
 

• WT area security 

• Prevention of unsupervised access by members to potentially dangerous areas (in co-
operation with others as appropriate) 

• Registration and control of visitors 

• WT area site traffic movements 

• Testing arrangements, maintenance and records, including fire and electrical 
appliances,  

• Good standards of housekeeping within the WT area   

• Control of hazardous substances for WT operations  
 

The Working Together Health and Safety Committee 
 
The Committee meets once a quarter and is chaired by a Trustee. The committee is made up of 
3 Trustees and the Chief Officer. 
 
The role of the Committee is to: 
 

• discuss matters concerning health and safety, including any changes to regulations; 

• monitor the effectiveness of health and safety within Working Together; 
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• review accidents and near misses, and discuss preventative measures; 

• review risk assessments; 

• discuss H&S training requirements; 

• review the H&S Policy and update it as necessary; 

• assist in the development of safety rules and safe systems of work; 

• encourage suggestions and reporting of defects by all members of staff and volunteers.  
 
First Aiders 
 
First Aiders will be nominated to do the following: 
 

• Maintaining an accident book and reporting to the Chief Officer any notifiable accidents 
to the Health & Safety Executive 

• Keeping statistics and providing data for the compilation of accident statistics. 

•  Arranging for medical help if required (and informing their parents/carers) 

• Checking that all first aid boxes and eye wash stations are replenished 
 
Other Staff 
 
The co‑operation of all the charity community is essential to the success of the Policy and 
Working Together requests that they should notify the Chief Officer of any hazards to health 
and safety which they notice and of any suggestion they wish to make regarding health and 
safety. The charity community is required to: 
 

• follow the Policy; 

• take reasonable care for the health and safety of themselves and others who may be 
affected 

• follow requirements imposed on Working Together or any other person under health 
and safety law and co-operate fully so as to enable the duties upon them to be 
performed 

• carry out all reasonable instructions given by managers / senior staff 

• make proper use of anything provided in the interests of their health and safety such 
as protective equipment.  

• comply with any reasonable request made by any of the persons named above in 
relation to the fulfilment of their duties. 

 
 
 
 
 
 
   
 
 
 

 

Board of Trustees 

Health and Safety 
Committee 

Chief Officer 

Whole charity community – staff, 
members, Trustees, visitors, volunteers, 

carers, contractors working on site 
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3. The Health & Safety Arrangements 
 
 
GENERAL 
 
The individual arrangements, i.e. procedures and codes of practice, can be found in: 
 

• The Staff Handbook which is made available to all staff online 

• Activity risk assessments 

• Individual Contact Sheets identifying risks for individual members, completed when a 
member joins Working Together, which are constantly updated and maintained   

• Control of Substances Hazardous to Health (COSHH) and manual handling assessments 
relevant to that area. 

 

FUNCTION 
 
The primary purposes of the organisation described at 2. above are to facilitate the 
identification of hazards that may cause harm, to assess the risk associated with those hazards 
and to establish mechanisms to remove or minimise the risk. 

 
Hazard Identification 
 
Health and safety hazards or potential hazards are identified in the following ways: 
 

• Part of the day to day role of the Chief Officer is to monitor and be aware of health and 
safety issues at Working Together.  

• The 6-monthly health and safety walkabout by one or more members of the committee 
with the Chief Officer which will includes: 
 

o Safety and security 
o Fire safety 
o Electrical safety 
o Emergencies 
o Staff induction 
o A review of accident records 
o Identify Hazards 
o Identify where additional risk assessments are required 
o Identify where amendments/alterations to existing risk assessments are required 
o Identify where gaps/shortfalls exist in documentation e.g. a manual handling 

assessment. 
 

There is a standard template to refer to in carrying out such a walkabout. 
 
Risk Assessment – see separate document  
 
Working Together recognises that procedures are necessary in order to comply with the 
Management of Health and Safety at Work Regulations 1999 and in particular the requirement 
to assess all risks to the charity community, visitors and contractors on Working Together 
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premises. These procedures are within a separate document and kept with the risk assessments 
of Working Together.  
 
See the Risk Assessment Policy for further information. 
 
KEY PROCEDURES 
 
Safeguarding 

 
Safeguarding is central to the health, safety and welfare of members. The key policies and 
procedures for child protection at Working Together are set out in Working Together’s 
safeguarding policies.  All Working Together staff are subject to the employment checks set out 
in Regulations. Contractors and volunteers/visitors who have only brief, supervised contact with 
members and visit on an infrequent or irregular basis will not undergo the full range of 
employment/staff checks.  Elements of the recruitment process are appropriate where 
contractors and volunteers are more frequent or regular visitors.  A proportionate approach is 
taken.  Occasional contractors and visitors are required to sign in and are supervised for the 
entirety of their visit.  This is the default procedure that will apply where the full range of 
employment checks are inappropriate or incomplete. 
 
Anti-bullying  
 
Details of Working Together’s policy against bullying are contained in the Anti-bullying Policy 
available on Working Together’s website. 
 
Emergency Plans 
 
Separate procedures are in place for Evacuation and Lockdown 
 
The plan is agreed by the Board of Trustees.  Copies of the Emergency Plan are available in the 
Chief Officer’s office.   
 
Summarised actions are displayed within the building. 
 
Fire 
 
The Chief Officer will ensure that suitable and sufficient fire procedures and documents are 
maintained and that the requirements of the Regulatory Reform (Fire Safety) Order 2005 are 
met.  In particular, Working Together will maintain an up to date Fire Risk Assessment and 
ensure that the charity community are familiar with its main findings and the procedures to be 
adopted in the event of a fire.   
 
The Chief Officer will familiarise themselves with the content of the fire risk assessment for the 
whole building as held by the landlord. 
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First Aid 
 
Working Together ensures that there is an adequate provision of appropriate first aid at all 
times and that where individuals have been injured there are suitable mechanisms in place to 
provide remedial treatment. 
 
The number of certificated first aiders will not, at any time, be less than the number required by 
law.  At the discretion of the Trustees other staff are given such training in first aid 
techniques as is required to give them a basic, minimum level of competence.   
 
Supplies of first aid materials are held at various locations throughout Working Together.  These 
locations are determined by the Chief Officer.  They are prominently marked, and all staff are 
advised of their position.  The materials are checked regularly, and any deficiencies made good 
without delay. 
 
A record is made of each occasion any member of the charity community or other person 
receives first aid treatment either on Working Together premises or as part of a Working 
Together-related activity.  Copies of the First Aid Policy and protocols are included in the Staff 
Handbook. 
 
RIDDOR 
 
Most incidents that happen in Working Together or on Working Together trips do not need to 
be reported to the HSE. If a member of the charity community is injured in an incident and 
remains at Working Together, is taken home or is simply absent from Working Together for a 
number of days, the incident is not reportable. 
 
Injuries to members and visitors who are involved in an accident at Working Together or an 
activity organised by Working Together may be reportable under RIDDOR. 
  
Administration of Medicines 
 
Working Together does not administer medicines. Members and their support workers are 
responsible for all medication and ensuring the safe storage of medicines whilst on WT premise 
or WT organised events. 
 
Infection Control  
 
Working Together ensures that it prevents the spread of infection by maintaining a clean 
environment and practising good standards of personal hygiene.  The Chief Officer is 
responsible for the implementation and review of this guidance. 
 
Good hygiene practice is followed by all those involved with: 
 

• General cleaning 

• Cleaning of blood and body fluid spillages 

• Clinical waste 

• Laundry 

• Use of personal protective equipment 
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Fire Safety 
 
Working Together and the Landlord ensure that risks from fire are identified and that 
arrangements are in place to control those risks, to enable Working Together to comply with its 
duties under the Regulatory Reform (Fire Safety) Order 2005 and other specific guidance. 
 
Working Together, in conjunction with the Landlord has in place procedures for: 
 

• carrying out fire risk assessments 

• preventing fires; 

• evacuation in the event of a fire; 

• maintaining and checking all fire detection, alarm and fighting systems. 
 

The Chief Officer has responsibility for maintaining and ensuring the local implementation of the 
Working Together fire procedures; Copies of location maps are brought to the attention of the 
charity community, and others who may be affected, and are displayed on notice boards. 
 
Asbestos 
 
If asbestos is present it is the responsibility of the Landlord to inform the tenant:  
 
The landlord will: 
 

• ensure that foreseeable working activities where individuals have the potential to come 
into contact with asbestos are identified. 
 

• ensure that suitable and sufficient risk assessments are in place where significant risks 
have been identified. 

• ensure that suitable control measures are put in place to protect the health, safety and 
welfare of those who may be affected by any undertaking. 

 
Competent Advice Provision 
 
Working Together ensures that there is an adequate provision of competent advice for activities 
and ensures that those with management responsibility are able to obtain advice for areas 
within their control. 
 
Security, Access Control, Workplace Safety and Lone Working  
 
Our policy for the security and workplace safety at Working Together is primarily to provide a 
safe and secure environment in which our members can learn, our staff and volunteers can 
work and our visitors can freely come and go. Its second objective is to protect our buildings and 
grounds, together with the equipment belonging to Working Together and the personal 
possessions of everyone in our charity community.  The protocol for Lone working can be found 
in the Lone Working Policy and in the Staff Handbook.  
 
Contractor Management  
 
Working Together will make all reasonable effort to: 
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• Assure that safety standards are complied with by contractors in order to assure the 
health and safety of the Charity Community. 

 
Control of Substances Hazardous to Health 
 
The members of the Working Together Community when using substances hazardous to health 
comply with the requirements of the material safety data sheet applicable to the substance they 
are handling.  These sheets are held ?  
 
By following these requirements  
 

• foreseeable work activities using / generating hazardous substances are identified. 

• suitable and sufficient risk assessments are in place where significant risks have been 
identified. 

• suitable control measures are put in place to protect the health, safety and welfare of 
those who may be affected by activities at Working Together. 

 
Display Screen Equipment 
 
Working Together assures that those who regularly use display screen equipment to carry out 
their job at Working Together are identified 
 

• so that a suitable assessment may be undertaken. 

• so far as is reasonably practicable, the health and safety of users is not adversely 
affected by the use of Display Screen Equipment ("DSE") 

• where required, ancillary equipment is provided. 
 
Trips 
 
At Working Together, we believe that visits and trips are an essential component of our service 
offering.  It gives our members unique opportunities to develop their resourcefulness and 
initiative and to spend time together in an informal environment.  Each trip is different.  Some 
are directly related to the WT activities, some are designed to promote social awareness, or to 
enhance physical skills, self-reliance and team working.  Others will extend their knowledge of the 
world.  The common factor is that they all make an essential contribution to the members 
development and education in the broadest sense of the word. 
 
Working Together recognises that trips, visits and outdoor education challenges and activities 
involve members in varying degrees of risk as well as physical challenges. Working Together 
aims to develop in members increased skills and confidence when faced with the physical 
challenges of learning outdoor activities. Working Together acknowledges that trips, visits and 
outdoor activities are not without risk, but by adhering to this policy and with careful planning, 
Working Together endeavours to sensibly manage these risks.   
  
Electrical Safety 
 
Working Together complies with the requirements of the Electricity at Work Regulations and in 
particular assures that: 
 

• Action is taken on the discovering of defects; 
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• Systems are in place for the inspection and repair of electrical installations and 
equipment; 

• Inspection and test certificates are held as required. 
  
Emergency Situations 
 
This Health and Safety Policy document assures that Working Together can respond as 
effectively as possible to an emergency situation taking into account all the measures included 
within this Policy. 
 
Gas Safety 
 
Remains the responsibility of the landlord 
 
General Workplace Safety 
 
Working Together places great importance on the working environment that it provides and 
similarly it is the responsibility of employees and members to respect the environment and treat 
it accordingly. 
 
Following the Health and Safety policy assures that statutory requirements are met regarding 
the provision of a satisfactory working environment and, so far as reasonably practicable, the 
continued well-being of employees and members is attained.  
 
 
Hot Works 
 
Hot works are only undertaken with the permission of the landlord and then only after 
appropriate safety procedures have been agreed. 
  
Pandemic 
 
Working Together will follow government guidance in responding to a pandemic. For any new 
virus it is unlikely that there would be immunity to it or that there would be a vaccine available. 
Health Protection Agency ("HPA") advice forms the basis of any guidance.    
Following such guidance ensures that: 
 

• the health of members and staff is appropriately considered, and action is implemented 
during a pandemic 

• appropriate procedures are in place for managing such an incident 

• suitable communication is maintained during an incident 
 
Infection Control 
 
Working Together prevents the spread of infection as much as is reasonably possible by: 
 

• Maintaining a clean environment 

• Encouraging high standards of hygiene 
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Lightning Protection 
 
Lightning protection remains the responsibility of the landlord  
 
Manual Handling 
 
All those in the Working Together community who undertake manual handling activities receive 
appropriate training either at Induction or as necessary. 
 
Working Together endeavours to assure that: 
 

• the need for manual handling is minimised, as far as is reasonably practicable. 

• only individuals who have received training in manual handling undertake such activities 

• where manual handling is undertaken it is conducted so that the risk of injury is reduced 
as far as is reasonably practicable.  

New and Expectant Mothers 

Working Together has procedures in place which assure that:  
 

• those employees who are new & expectant mothers are identified. 

• a risk assessment of their work activities is undertaken. 

• suitable arrangements are in place to protect the health, safety and welfare of such 
individuals. 

 
Noise 
 
Working Together has procedures in place which assure that as far as is reasonably practicable 
the Working Together community is not exposed to noise levels above the 2nd action level as 
defined in the Noise at Work Regulations 2005. 
 

• Foreseeable working activities where individuals have the potential to come into contact 
with significant noise levels are identified. 

• Suitable and sufficient risk assessments are in place where significant risks have been 
identified. 

• Suitable control measures are put in place to protect the health, safety and welfare of 
those who may be affected by Working Together activities. 

 
 
Occupational Health 
 
Working Together places great importance on the well-being of its staff by: 
 

• meeting statutory requirements  

• identifying and controlling health risks so far as is reasonably practicable 
 
Safety Instruction and Training 
 
Health and Safety training is provided by Working Together so that: 
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• all employees (including temporary workers) are adequately trained to carry out their 
role in a safe and healthy manner. 

• health & safety training requirements at all levels within Working Together are identified 
and reviewed. 

• any statutory training requirements for specific activities are met. 
 
Slips and trips 
 
Slip accidents happen for a number of reasons.  Types of flooring, footwear, cleaning regimes, 
contamination and people can all contribute to the risk.  Trips are generally caused by 
obstructions in walkways or uneven surfaces. 
 
The Chief Officer and members of staff will endeavour to ensure that such risks are kept to a 
minimum, but everyone has a responsibility to act if they see a danger. 
 
 
Smoking 
 
Working Together is non-smoking environment. 
 
The Chief Officer is responsible for the implementation of this policy. 
Smoking is prohibited on Working Together premises as specified in the Smoke-free (Premises 
and Enforcement) Regulations. 
The prohibition of smoking will apply during Working Together related activities which are 
undertaken outside Working Together premises. 
 
 
Stress Management  
 
Stress is defined as "the adverse reaction people have to excessive pressure or other types of 
demand placed on them".   
 

Working Together assures that: 
 

• work is appropriately designed, organised and managed. 

• the HSE management standards are considered 

• there are appropriate support mechanisms in place to assist individuals where stress 
related issues have been identified. 

 
 
Sun Protection  
 
This guidance is applicable to all employees and members of the Working Together. 

Following this policy ensures that: 

• Employees and members are protected from the harmful effects of the sun; 

• Working Together encourage good health in line with the national healthy programme 

Supervision of Members and Volunteers 
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• Members are appropriately supervised during Working Together activities. 

• Consideration is given to the supervision on arrival and departure from Working Together 
 

Transport Policy 
 
Working Together is committed to the delivery of its obligations under Health and Safety 
legislation with regards to any transportation of members that is provided as part of Working 
Together activities. Working Together also recognises there are specific risks to employees / 
volunteers who are driving on behalf of Working Together which should be managed.  

Following both the Transportation of Members Policy and the Driving Policy ensures that: 

• The arrival and departure of members from Working Together is managed safely 

• Any transport provided as part of Working Together activities is managed safely 

• Any driving undertaken on behalf of Working Together is managed safely. 
 
 

Vibrations 
  

Working Together does not expose any of its Community to vibration levels at or above the 
exposure values as defined in the Control of Vibration at Work Regulations 2005. 

  
 Visitors’ Procedure 

 
Occasional contractors and visitors are required to sign in and are supervised for the entirety of 
their visit.  This is the default procedure that will apply where the full range of employment 
checks are inappropriate or incomplete.   
 
Water Quality (including Legionella) 
 
Water quality remains the responsibility of the landlord. 
 
Working at Height 
 
Working Together complies with the requirements of the Work at Height Regulations and in 
particular assures that: 
 

• All work at height is properly planned and organised 

• Those involved in work at height are competent 

• The risks from work at height are assessed and appropriate work equipment is selected 
and used 

• The risks from fragile surfaces are properly controlled 

• Equipment for work at height is properly inspected and maintained 
 
Violence to Staff and Volunteers 
 
We define work-related violence as: any incident in which an employee or volunteer is abused, 
threatened or assaulted in circumstances arising out of the course of his/her employment  
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All employees and volunteers have the right to be treated with consideration, dignity and 
respect. 

All staff and volunteers have personal responsibility for their own behaviour.  Staff and 
volunteers have a responsibility to act in a way that does not incite or increase the likelihood of 
violence. Any staff member or volunteer found to be encouraging or inciting violence may be 
subject to disciplinary action.  

Actions to take following an incident can be found in the Staff Handbook 

Young persons 

The H&S Young Persons regulations came into operation in 1997 and, by definition, a young 
person is one under 18 years of age. In the event of a young worker being employed by Working 
Together or coming to Working Together for work experience, they will take account of their lack 
of experience, absence of awareness of potential risks and possible immaturity when assessing 
potential hazards in their new environment.  

A risk assessment must be carried out and take into account the need to prohibit the young 
person doing certain work or taking on certain responsibilities.  

This does not include work necessary for their training which is correctly supervised. Parents or 
those in loco parentis should be informed of the outcome of the risk assessment and the control 
measures introduced.  

In the event of a gap student being under the age of 18 at the beginning of their employment, 
an assessment will be carried out, and their activities will be supervised as necessary. 

 

Reviewed – January 2021   Next review –  January 2022 


