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1. References: 

• Health and Safety and Work Act 1974 

• Moving and Handling Procedure 

• Environmental Policy 

• Fire Prevention 
 

2. Scope:  

• Staff 

• All contractors 
 

3. Policy Statement:  
  

4. Overview: 
 

Compliance with, and establishing a robust health and safety framework, is a legal requirement. 

EnViva Complex Care is committed to the welfare of all staff, clients and other stakeholders. 

Individuals have a responsibility to adhere to this document and highlight areas of concern to their 

manager. 
 

This Policy summarises the Board’s position with regards to the health and safety of its staff, 

visitors, contractors and clients.  Health and safety are everyone’s business and everyone’s 

responsibility.  This policy lays out some specific responsibilities of key personnel.  In summary the 

Board requires that the following standards are met: - 

 

• Compliance with the Health and Safety at Work Act 1974 and all other relevant statutory 

provisions. 

• Compliance with any other guidance relevant to business. 

• Where the company has control or influence, the provision and maintenance of structure, 

fabric, plant, equipment and of a working environment that is safe and without risk to health, to 

include all means of access and egress. 

• The protection of staff and other persons from foreseeable work hazards. 

• The design, operation and maintenance of safe systems and methods of work based on risk 

assessment. 

• The provision to staff and others of information, instruction, training and supervision, 

relevant and appropriate to company business. 

• The provision of adequate welfare facilities. 

• Arrangements in place for consultation on health, safety and welfare issues between the 

company staff groups and other interested parties. 
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5. The Policy: 
 

5.1  ROLES AND RESPONSIBILITIES 
 

The Chief Executive is the Board member with clear and overall responsibility for Health and Safety 

ensuring that: 

• A safety management system is established 

• Financial resources are allocated 
 
Departmental Heads must ensure that: - 

• So far as is reasonably practicable, compliance with this policy framework 

• Risk assessments are prepared 
• The safety management system is enacted 
• The prioritised action plan from risk assessments is enacted within their areas of responsibility 

• Human resources are allocated to key tasks 

• Best practice is adopted to ensure the objectives of this policy are met 
• The health, safety and welfare of staff in their area is paramount 
• They support, adopt and enforce this policy. 
• Suitably qualified and competent staff are appointed 

• Staff are, where necessary, supervised. 

• Risk assessments are carried out, kept under review and communicated to those at risk 
• Environmental area inspections are routinely carried out and action taken to remedy 

shortcomings 

• Area health and safety procedures are in place, and are reviewed 

• New staff receive induction training at the first available opportunity 
• Provision and recording of health and safety training to meet the needs of staff 

• Staff are consulted on information or activity likely to affect their work 
• All accidents, incidents, and near misses are recorded and where necessary investigated.  
• Co-operation with the audit arrangements of the company 
• Safe working policies, procedures and good housekeeping are monitored 
• Records are maintained in a retrievable format 
• Any health or safety problems which cannot be resolved locally on a timescale appropriate to 

the risk are referred to the Operations Director without delay. 
• Any personal protective equipment (PPE) needed is carefully selected, monitored, maintained 

and replaced when defective. 
 

Departmental Heads are defined as: - 

• Operations Director 

• Registered Manager 
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• Finance Director 
 

Staff 
 

All staff have a duty to make themselves familiar with and carry out their responsibilities in accordance 

with this policy. 
 

This includes: 

• Observing all Health and Safety rules, company policies and guidelines 
• Following instructions given by their Managers 

• Reporting promptly to their Managers, all accidents near misses and damage, whether or not 
injury has occurred 

• Reporting promptly, to their immediate superior, all hazards of which they are aware 
• Co-operating with the Company to enable it to carry out statutory duties imposed on them in 

respect of Health and Safety whilst at work 

• Attending mandatory training 

• Not to interfere with, or misuse any equipment or materials provided in the interest of a healthy 
and safe environment at work 

 

5.2 COMPETENT ADVICE 
 

The Operations Director is appointed as the central point for health, safety or welfare related 

advice. They are supported by others: - 

• Risk assessors 

• HR Officer 

• Director of Operations 

• External consultants 

• (External) legal experts 

• Occupational Health 
 

5.3 SPECIFIC RESPONSIBILITIES 
 

The Operations Director is the custodian of this policy document on behalf of the company.  The 

Registered Manager/Operations Director is responsible for: 

 

• Co-ordinating day to day issues relating to the fabric of the head office building and in particular 
where health, safety or welfare is a factor 

• Undertaking regular inspections of common areas not directly under the control of the company 
such as lobbies, stairways, fire escape routes and car parks etc. and ensuring that any 
shortcomings identified are rectified by the organisation in control 

• Holding relevant staff training records 
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• Making reports to the Health and Safety Executive where ‘RIDDOR’ regulations apply. 

• Being the point of competent advice of moving and handling issues 

• Reporting to the Care Quality Commission 

• Ensuring each care package is established with due regard for client and carer health and 
safety 

• Advise operations team on all aspects of Health and Safety 
 

5.4.   ARRANGEMENTS  

 

Communication & Information 

 

• All managers have access to a supply of guidance on specific health, safety or welfare issues 

for their own use or for the staff for whom they are responsible. 

• All staff are given access to the policies and procedures on our website as part of the 

company induction presentation. 

• Risk assessments are communicated to staff at meetings paying attention to identified 

control measures and the means to enable them. 

• The company operates an out of hour’s on-call system reached by telephone, to answer the 

concerns of staff. 

 

   Co-operation 
 

The Company has established communication channels with its customers and with any other 

organisation with which it has a working relationship to ensure that the maximum opportunity exists 

to share information between them. This co-operation extends to exchange of policy, exchange of 

data for inclusion in relevant accident reporting systems. 

Consultation 
 

The forum for consultation at area level is the regular supervision and staff meetings, and at senior 

management meetings. These meetings have health, safety and welfare as an agenda item. Where 

there is a change in activity proposed or there is a change proposed to control risk, the change is 

discussed in a two-way process and an agreed position is reached before any implementation.  The 

meetings are also used to openly discuss data such as accident statistics, policy, trends, etc and to 

promote common awareness. 

Competence 
 

The company ensures that the staff it engages are suitable for and sufficiently trained to perform 

tasks for which they were engaged.  
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Arrangements include: - 

• Operating an effective recruitment and placement procedure with the aim of ensuring the 
relevant knowledge, experience and competence to perform the work task 

• Ensuring that successful applicants understand the English language in both the spoken 
and written formats 

• Operating an induction training scheme whereby staff receive one to one induction 
training ahead of work commencing 

• Providing initial and updated information, instruction and training 

• Encouraging staff development 
 

Training 
 

The aims of training programmes are: - 
 

• To show staff how to work in a safe and healthy manner 

• To assist management to arrange and organise effective work tasks 

• To minimise workplace accidents and incidents, delays in work and damage to property 

• To ensure a safe and healthy working environment 

• To ensure compliance with all relevant health and safety legislation 
 

Induction training for new staff includes health and safety presentations to familiarise them with 

basic safety procedures as soon as practicable after they commence employment. 

Training is an ongoing commitment and is mandatory. 

 

Assessment and Monitoring 
 

Assessments are prepared by a person competent to do so. Assessments are recorded in hard copy 

and on our internal computer system. They are communicated to those persons identified as at risk 

identifying the established control measures and are available at or near the point of risk. 

On each occasion that the Company takes on a new Customer or the circumstances of an existing 

Customer change, a designated Risk Assessor from the office team makes an assessment at the 

initial visit to the Customer of any hazard potential likely to affect a staff member. 

Where this is not possible for practical reasons an experienced staff member makes a visual 

assessment followed up by the Risk Assessor at the first available opportunity – this must be 

completed within 48 hours of service delivery commencing. 
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These Customer assessments are available to all carers likely to visit the Customer as well as partner 

organisations involved in the support of customers – a copy is maintained in the customer’s file. 

The corporate risk assessments include hazards likely to affect all staff regardless of area. Where 

necessary these are modified on an area basis to reflect locally prevailing or increased risk. 

The company operates a principle of safer handling of Customers, such tasks being mechanised 

under normal conditions or referred to the Ambulance Service under emergency conditions. 

Accident Reporting 
 

All accidents, incidents, near miss situations in a Customer’s home or en-route to a client or whilst at 

work are reported using the company Incident Reporting Procedure. 

Reports are filed on designated computer system and investigated by the office.  Forms are held in 

a retrievable format for at least six years. 
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