M3.23 Managing Health and Safety at Work
Review of Health and Safety Roles and Responsibilities

Cambridge Dictionary defines health and safety as “a set of rules intended to protect people from illness or injury caused by their work.”

http://dictionary.cambridge.org/dictionary/business-english/health-and-safety

Identify two pieces of legislation relating to health, safety and welfare relevant to your workplace
The two pieces of legislation which I am going to identify is COSHH and Health and Safety at Work.
COSHH – The meaning of the word COSHH is Control of Substances Hazardous to Health. From 2002 COSHH has been a statutory regulation which means that all workplaces must have one in place. For every substance used a COSHH data sheet must be accompanied, this will have a vast amount of information ranging from the contents to the health risks. (I have attached an example of a Durham County Council COSHH data sheet see appendix 1).
Hazardous substances can cause serious injury, illness or could even be fatal, COSHH laws require employers to control substances that are hazardous to health, this can be prevented and also to protect employees by finding out what the health hazards are, deciding how to prevent any harm to health by using a risk assessment. Employers can also provide control measures such as personal protective equipment for example rubber gloves to reduce any risks of health and making sure they are used at all times. The maintenance of the control measures must be in good working order, this is very important because if the equipment used to prevent harm to health is damaged or faulty this could be potentially very dangerous for the person(s) using the substance.
One of the most important measures to prevent any incident is to provide information and training to employees.

* To educate them on what they are using.
* What they are using it for.
* The health risks involved.
* First Aid advice if the substance is inhaled, ingested, spilt on skin or injected into eye.

Other control measures that can be considered when monitoring COSHH is:
* Elimination – Elimination of substances that are not necessary or surplus to requirement.
* Substitution – Substitution of a substance to eliminate or reduce risks.

Health and Safety at Work – “The Health and Safety at Work Act 1974 is the primary piece of legislation covering occupational health and safety in Great Britain.”

http://www.hse.gov.uk/legislation/hswa.htm

Employers have a duty under the law to ensure the health and safety and welfare of their employees at work. The duties must include the following:

* Making the workplace safe and without risks to health. This can be done by carrying out risk assessments for the tasks that employees are to undertake and also any substances they are to use.
* Ensuring plant and machinery are safe and that safe systems of work are set out and followed. This basically means the plant and machinery are not faulty and are also serviced on a regular basis; an example of this in the leisure centre is making sure PAT testing is done every year on all electrical appliances.
* Ensuring articles and substances are moved, stored and used safely. Chemicals should be locked away with correct signage in place to warn people that there are hazardous substances in the area.
* Providing adequate welfare facilities. Employers are under law to provide rest areas for staff when they take their break. This could include cooking facilities such as a microwave and kettle as well as a staff toilet and washroom.
* Giving the employees the information, instruction, training and supervision necessary for health and safety. Employees need the relevant information and guidance when carrying out their relevant duties. An example of this in the leisure centre is when cleaning a piece of equipment they need to be instructed on the following:

* How to clean the equipment
* What substances to use
* Supervision to make sure the task is carried out safely
* The potential risks involved
* Providing of PPE if needed
* What to do in an emergency

Explain two duties the law imposes on you, as a manager, and on your team in relation to Health and Safety

One of the duties of law imposed on managers is to provide PPE (personal protective equipment). PPE includes equipment such as safety footwear, hard hats, high visibility waistcoats, goggles, life jackets, respirators and safety harnesses. In relation to the leisure centre the PPE that is provided for staff to carry out their specified tasks are goggles, rubber gloves and wellington boots with steel toe-caps. Goggles are provided for staff to wear when for instance cleaning the shower areas using hazardous chemicals; this prevents the risk of any chemicals entering the eye area. Rubber gloves are provided when again using chemicals for cleaning, an example of this is when you are cleaning the toilet areas, for the employee’s own protection from unhygienic rubber gloves are worn to avoid coming into contact with germs. If a chemical is spilt onto the hands the rubber gloves act as a protective piece of equipment to avoid any irritants getting on the skin. Wellington boots are provided when working outside of the leisure centre when for example clearing snow away from designated salting routes.

Another duty which the law imposes on managers is to provide training for their staff on how to carry out tasks safely. This could either be on what chemicals to use when cleaning, how to lift equipment using the correct technique or using a ladder in the correct manner. All of these methods can be taught and usually there are courses for the employee to attend. In the leisure centre, managers devise a training matrix to ensure all of the methods have been instructed and that the staff are confident of the correct procedure (see appendix 2).
In the leisure centre, the staff carry out a lot of tasks and for their own safety, managers must carry out a risk assessment for each task. This is explained to the staff and they must sign to agree that they are aware of the potential risks involved.

Employees also have a duty to attend these training courses to ensure their own safety, it is very important that these courses are attended so that when it comes to carry out the tasks that they have been set, they can undertake them with confidence and also reassurance that they have been made safe. Employees must also follow procedure, an example of this is when they are cleaning the floor, correct signage such as a wet floor sign must be in residence to inform staff and customers that there is a slip risk.

Employees also have a duty of care to report incidents, if a customer informs them that a piece of gym equipment is faulty, they must then inform their line manager who can place the equipment out of order and arrange for it to be fixed. If an employee does not report this incident it is putting another person in danger.

Outline your responsibility as a manager contained in your organisation’s Health and Safety Policy or Environmental Protection Policy

All line managers and supervisors are responsible for managing health and safety in their area of responsibility. In particular they will ensure that:

* their service area health and safety systems and procedures are implemented and understood within their establishment, section, unit, or team. Managers are required to put procedures in place such as normal operating procedures (NOPs). These are step by step guides that employees can follow to make sure that the tasks are being carried out safely and effectively (see appendix 3 for an example NOP).

* where duties are to be delegated, suitable and sufficient information, instruction or training is identified and delivered. Again managers are required to offer the necessary training and instruction on how to carry out tasks safely. This could either mean providing some in-house training for the employees.

* systems are in place to monitor the application and effectiveness of the health and safety procedures and related documents. Health and safety policies and procedures should be reviewed at least once per year to ensure the duties in there are still safe and that if there are any amendments that need to be made they can be updated in the policies and procedures file.

* they take an active and visible part in communicating and encouraging a positive attitude to health and safety. By demonstrating a positive attitude towards health and safety, a manager can have a positive effect on his workforce. If he is seemed to be ignorant towards health and safety it may have a ‘knock-on’ effect to his employees.

Explain what is meant by “a competent person” in your workplace in the context of health and safety

A Competent Person, or Persons, is required to be appointed by every employer to advise on health and safety. This is a mandatory UK legal duty upon all employers.
This means an employer must appoint someone competent to provide sound health and safety advice.
An employer who has not made an appointment of a suitable person to fulfil the competent person role is in breach of a statutory duty under health and safety legislation and therefore becomes liable for criminal prosecution.
The appointed person may be an internal appointment such as in the Council there is a specific role for a Health and Safety officer who is deemed a competent person as he or she has good knowledge and understanding of the role. In the leisure centre, the operations managers are basically in charge of the day-to-day running of the building, they are the main key holders of the centre and are responsible for everyone and everything inside. They are responsible for the health and safety aspects of the leisure centre, making sure alarms are in working order as well as emergency lights and fire doors.

Identify two ways you can provide health and safety information, instruction and training to your team

In the leisure centre, the Health and Safety information can be found on the staff notice board (see appendix 3). This is the Health and Safety law which shows what is expected of an employer and also an employee. This piece of information shows employees who are the health and safety representatives and also their contact details.
There are very strict health and safety rules to adhere to when at work, these are set out in bullet point form so they are easy to follow. For employees the following rules must be followed:

* Taking reasonable care for your own health and safety and that of others who may be affected by what you do or not do.
An example of this is following correct procedure for health and safety, if the employee is setting up equipment, to check the risk assessment for the task and follow each step correctly and safely.
* Co-operating with your employer on health and safety.
An example of this rule is to be fully committed to maintaining a high regard of health and safety.
* Correctly using work items provided by your employer, including personal protective equipment, in accordance with training or instructions.
Personal protective equipment which is supplied by their employer must be worn at times of need and also if the equipment is damaged, to report this to their employer to obtain a replacement.

* Not interfering with or misusing anything provided for your health, safety or welfare.
Health and safety is very important in the workplace and when items are provided by an employer, an employee must not tamper with it. An example of this is not wearing the correct equipment provided.

When new employees start working at the leisure centre, they have an induction. They are shown all of the safety aspects of the job, they are also given a health and safety manual and a copy of the corporate health and safety policy. The employees sign a form to say they have been inducted, have received the manual, health and safety policy and are fully confident with the health and safety regulations in the workplace (see appendix 4). Employers also have a training matrix file so they can see how many of their employees have had the relevant training. In-house training courses such as manual handling and ladder training are part of the training matrix; these two are vital pieces of training and experience that leisure assistants need to operate in the centre.

Identify the expertise available in your organisation to help and advise you regarding issues of health and safety and environmental protection

A Health and Safety Officer is responsible for monitoring a company's compliance with health and safety law and providing advice to both companies and employers on the work environment. This will involve both desk based monitoring as well as company visits.
The health and safety officer for Durham County Council is Michael Gill. He is specially trained to monitor compliance with Health and Safety Law. As well as compliance monitoring he is also expected to provide advice and promote health and safety awareness in the workplace. This may include advice on legal as well as technical issues.
The health and safety officer will on a day-to-day basis liaise with company management to ensure that employees' safety is being considered within the work environment, providing advice on how to comply with legislation and maintaining records of companies' compliance. Besides the advisory function, the health and safety officer is also responsible for enforcing compliance if a company exhibits flagrant disregard for legislation. This can involve legislative enforcement or, in a worst-case-scenario, closing down the centre.
When making a company visit health and safety officers are responsible for recording information and may make use of specialist equipment to do so. The overall role is to make sure that there is nothing that will or potentially could jeopardise the health of the employees the leisure centre. Evidence collected may include monitoring of noise or pollution, making sure that equipment is safe and machine guards are in place where necessary.

Conduct a simple risk assessment in your workplace and explain one practical accident prevention and control measure that could be implemented.

(see appendix 5)
From the risk assessment shown in appendix 5 the activity taking place for the risk assessment to be carried out is Spot Cleaning. The accident preventions are stated in the current controls box on the form. One of the most important accident prevention measures that is in place is the use of signage when cleaning in public areas. Leisure Centres have a lot of members of the public attending and one of the key roles of the job is to provide a safe environment for them. Informing them of hazards such as wet floors is vital as it could prevent someone slipping and more than likely injuring themselves.

Explain the importance of environmental responsibility for your organisation and what action you could take to enable the organisation to fulfil its environmental responsibility

Durham County Council is a huge organisation with thousands of employees. The need to save energy is vital for the environment and if every employee contributed it would make a huge difference. Energy saving such as switching off lights and computers when they are not being used are currently being promoted. Recycling has a huge impact on the environment and it has become more popular due to the council waste management team collecting recycling every fortnight in the County Durham area. There are opportunities in the council to become ‘Eco-Champions’, The eco-champion network is made up of members of staff who help identify waste and inefficiency across the council.
Retrofitting council buildings, investing in energy efficiency improvements and installing solar heat or electricity generating systems, are hugely valuable to the council over the long-term. 
But financial savings and reductions in emissions can be achieved immediately through low cost measures. Activities such as turning off unused equipment, sharing business miles and increasing our recycling levels, can all have an immediate impact on the rising cost of energy and the council’s carbon emissions. http://intranet/Pages/Eco-champions.aspx
There are events which the council are involved in such as the ‘Big Spring Clean 2013’, The Big Spring Clean is an annual campaign in County Durham and Darlington to help local communities take action in making their neighbourhoods cleaner, greener places to live. This year's campaign will run between 18 March and 12 May 2013. People can take part by either organising a litter pick where they live, or joining a litter pick that is already taking place. The Big Spring Clean contributes to County Durham's priority of making the county 'altogether greener'. It also supports Keep Britain Tidy's 'Love where you live' campaign. The aim is to involve as many community groups and individuals as possible to clean up their local community by taking part in litter picks during the campaign. 
In relation to the Leisure centre there are many ways to help the environment:
* Turning off gym machines on at the end of the evening
* Turning off light switches when rooms are not being used
* Recycling paper, ink cartridges and plastics
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