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[Your Charity Name] or logo 
Health and Safety Policy
1. Policy Statement
[Your Charity Name] is committed to providing a safe and healthy working and service environment for all employees, volunteers, trustees, service users, contractors, and visitors. We take our responsibilities under the Health and Safety at Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999, and the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) seriously.
This policy sets out our approach to health and safety management and outlines the responsibilities of everyone involved in the organisation. We aim to promote a positive health and safety culture, reduce accidents and incidents, and meet all legal requirements.
2. Scope
This policy applies to:
· All staff, whether full-time, part-time, temporary or permanent
· Volunteers and trustees
· Contractors and consultants
· Visitors and service users, where applicable
It covers all [Charity Name] activities, including those that take place off-site (e.g. community events, home visits, and training sessions).
3. Our Commitments
We will:
· Provide safe and healthy working conditions
· Prevent accidents and work-related ill health
· Ensure the safe use, handling, storage, and transport of materials and equipment
· Provide appropriate training and supervision
· Regularly assess risks and take steps to reduce or remove them
· Consult with staff and volunteers on health and safety matters
· Monitor and review health and safety performance and policies regularly
4. Responsibilities
· Board of Trustees
· Ensure compliance with health and safety laws
· Approve and review this policy annually
· Allocate appropriate resources for health and safety
· Health and Safety Lead (Named person or position)
· Implement and monitor this policy on a day-to-day basis
· Conduct and review risk assessments
· Maintain accident and incident records
· Ensure RIDDOR reporting where necessary
· Ensure staff and volunteers receive training and support
· Liaise with external agencies when required
· Employees and Volunteers
· Take reasonable care of their own health and safety
· Cooperate with procedures and instructions
· Not misuse or interfere with anything provided for health and safety
· Report accidents, hazards, and near misses promptly
5. Risk Assessment
· Risk assessments will be carried out for:
· Regular activities
· New or one-off events
· Premises and equipment
· Lone working and off-site activities
· Vulnerable individuals (e.g. children, people with disabilities)
· Risk assessments will be reviewed:
· At least annually
· When work activities change
· After any incident or near miss
· A template is provided in Appendix A.
6. Training and Supervision
We will provide:
· Health and safety inductions for new staff and volunteers
· Specific training for roles involving higher risk (e.g. manual handling, first aid)
· Ongoing supervision and support
· Clear information about responsibilities and procedures
7. First Aid
We will:
· Appoint first aiders or appointed persons where necessary
· Provide and maintain fully stocked first aid kits
· Ensure staff and volunteers know where kits are located
· Record all accidents and first aid treatments
8. Fire Safety
We will:
· Carry out fire risk assessments
· Provide fire safety equipment (e.g. extinguishers, alarms, signage)
· Carry out regular fire drills where applicable
· Ensure all staff and volunteers know evacuation procedures
· Keep exits clear and accessible at all times
9. Lone Working and Personal Safety
Where staff or volunteers work alone or off-site (e.g. home visits), we will:
· Assess risks and provide safety guidance
· Maintain check-in systems or buddy arrangements
· Ensure mobile phones or emergency contacts are available
10. Stress and Wellbeing
We recognise the impact of stress and mental health on wellbeing and safety. We will:
· Encourage open communication and support
· Signpost to mental health services where needed
· Review workloads and offer flexible working where possible
11. Reporting and Recording
All accidents, near misses, and dangerous occurrences must be reported using the form in Appendix B.
The Health and Safety Lead will:
· Maintain an accident book
· Investigate incidents and take necessary action
· Report notifiable incidents to the Health and Safety Executive (HSE) under RIDDOR
· RIDDOR reportable events include:
· Deaths
· Major injuries (e.g. fractures, amputations)
· Injuries leading to more than 7 days off work
· Certain occupational diseases
· Dangerous occurrences (e.g. equipment failures, fire)
· Injuries to the public requiring hospital treatment
RIDDOR reports can be submitted at:
🔗 https://www.hse.gov.uk/riddor/
Or by calling: 0345 300 9923
12. Monitoring and Review
This policy will be:
· Reviewed annually by the Board of Trustees
· Updated following incidents, legal changes, or organisational changes
· Made available to all staff, volunteers, and relevant third parties
Policy approved by: ___________________________
Position: ____________________________________
Date: _______________________________________
Next review date: _____________________________



Appendix A: Risk Assessment Template
	Activity / Area
	Hazard
	Who Might Be Harmed?
	Existing Controls
	Risk Rating (Low/Med/High
	Action Needed
	Responsible Person
	Review Date

	
	
	
	
	
	
	
	


Use this template to assess risks related to premises, events, or regular activities. Keep completed assessments on file.

	
	
	
	
	
	
	
	
	



Appendix B: Accident / Incident Report Form
[Your Charity Name] – Accident / Incident Report Form
1. General Details
Date of Incident: _______________________
Time: ___________________
Location: ____________________________________________
Name of Person Affected: __________________________________________
Role: ☐ Staff  ☐ Volunteer  ☐ Visitor  ☐ Service User  ☐ Contractor
Contact Details (if non-staff): _____________________________________

2. Description of Incident
Describe what happened, including the activity being carried out, any equipment involved, and the cause if known:




3. Injuries or Damage
☐ No injury or damage
☐ Injury – describe: _____________________________________________
☐ Property damage – describe: ___________________________________
Was first aid administered? ☐ Yes ☐ No
If yes, by whom? __________________________
Was the injured person taken to hospital? ☐ Yes ☐ No
If yes, how? (e.g. ambulance, own transport) ___________________________

4. Witnesses (if any)
Name(s): ______________________________________________________
Contact(s): ____________________________________________________

5. Immediate Action Taken
What was done immediately after the incident? (e.g. area closed off, equipment removed)


6. Follow-Up Action Needed
☐ None
☐ Further investigation
☐ Update risk assessment
☐ Inform HSE (RIDDOR)
☐ Staff training needed
Other: ___________________________________________________________

7. Completed by
Name: ___________________________
Role: ____________________________
Signature: ________________________
Date: ____________________________

8. For Office Use Only
Was this incident reportable under RIDDOR? ☐ Yes ☐ No
Reported by: _______________________
Date reported: ______________________
Actions Taken:




Please modify this template to better fit your organisation's structure and specific needs.


