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1. INTRODUCTION

At Knowles Associates we recognise the importance of high standards of safety for our employees, visitors and assets.  These standards can only be achieved if everybody co-operates and accepts their role in achieving them. This handout has been prepared to provide guidance on how to do this. Although much of the guidance is straight forward, it is important that you take time to read it and apply it when carrying out daily tasks.  Please keep this handout handy for easy reference.

Remember, breaches of Health & Safety legislation can result in prosecution - both of the company and any responsible individual employee

2. GENERAL STATEMENT

The company (Knowles Associates) recognises its duties under the Health and Safety at Work Act 1974 and its responsibilities under the Management of Health and Safety at Work Regulations 1992 and the Workplace (Health, Safety and Welfare) regulations 1992, to ensure so far as it is reasonably practicable the health, safety and welfare of its employees and any other persons who may be affected by the company’s operations.

All employees have a responsibility and a duty to co-operate with the company and each other to establish and maintain safe and healthy working conditions.

Visitors to the premises are expected to comply with all relevant safety procedures and not to expose themselves or anyone else to risks.

This Health and Safety Policy shall be bought to the notice of all employees and   instruction in the emergency fire procedures will be given to each employee.  It will be reviewed and revised as necessary

3. SAFETY ORGANISATION

The arrangements for the effective planning, organisation, control, monitoring and review of Health and safety are the responsibility of the Managing Director, designated Health and Safety Officer and Department Managers.  Attainment of the aims and objectives of the Health and Safety Policy is achieved through delegation of authority to appropriate levels of management

All staff are responsible for:

Ensuring their own Health and Safety and that of their colleagues, visitors and the public as far as is reasonably practicable

Co-operating with the Company to achieve the aims and objectives of the Safety Policy.

Staff shall:

Familiarise themselves with the Company Safety Policy and any circulars/handouts.

Observe the safety instructions and notices issued by the company.

Be aware of all appropriate safety equipment provided and its proper use.

Report all Health and Safety incidents to their Manager/Supervisor.

4. INSTRUCTION AND GUIDANCE FOR STAFF - WHAT TO DO  

· Accident reporting - A written record must be made of all accidents/dangerous occurrences using the Accident book provided

· Accidents/First Aid - Do not ignore any accident/injury.  Small injuries can become serious if infected or neglected.  If you suffer any injury, report this immediately to any First Aider and to your Supervisor/Manager. Make sure that you are aware of the location of the accident book and First Aid box.

· Cleanliness - Untidy storage/working areas and offices cause accidents and are a fire risk,

· Areas must be kept clean and tidy.   Rubbish should be placed in the bins provided and will be emptied.  Any additional or unused waste will be removed.

· Floors, walkways, staircases and corridors must be kept clear at all times.  This is particularly important on fire escape routes and adjacent to fire extinguishers.

· Workstations and equipment should be laid out to avoid trailing leads.

· Filing cabinets should not be overloaded.  Heavy items must be stored at the bottom to prevent the cabinet from falling over.  Never leave draws open.

· Keep working areas clean.  Any spillage’s or dirt should be cleaned immediately.  

· Electricity - Never tamper with any electrical equipment or wiring.  Report any obvious or suspected defects to your Manager/Supervisor.   Switch off the equipment and do not attempt to find or mend the fault yourself.

· Equipment - Report faulty equipment to your manager, never try to repair it yourself.  Switch off electrical equipment when not n use and at the end of each day.  Never use office equipment unless you have been taught how to do so, otherwise ask for assistance.

· Remember the importance of cleanliness and tidiness.

· Rubbish and litter are fuel for fire and must be disposed of frequently.

· Keep doorways, passageways and escape routes clear at all times and ensure that fire extinguishers are not hidden.

· Never smoke in any areas other than those designated to allow smoking.

· Fire Safety - Fire is perhaps the most destructive hazard and you must be especially aware of the dangers and what to do in the event of a fire.

· Many fires are caused by electrical faults, reminding us of the importance of regularly checking plugs and appliances.

· Emergency Drill - Make sure that you are aware of the fire drill including what to do and where you should assemble.  Fire drill/assembly points will be displayed.

In the event of a fire or emergency you should:

· Inform all employees
· Evacuate the building

· Notify the fire brigade

· Assemble at the allocated assembly points
· Do not re-enter the building or leave your assembly point unless authorised to do so

· Fire extinguishers are provided at specific locations within the company premises.  All staff should be aware of the location and operation of fire extinguishers.  Fire safety equipment will be regularly checked.

· Smoking - In the interests of the health of non-smoking staff and of fire prevention.  There is a designated smoking area within the company premises and smoking is restricted to these areas only.
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