Association of Council Secretaries and Solicitors

Health and Safety Policy Statement

This is the Health and Safety Policy Statement of the Association of Council Secretaries and Solicitors.

Our statement of general policy is:

	· to provide adequate control of the health and safety risks arising from our work activities

	· to provide and maintain safe plant and equipment

	· to ensure safe handling and use of substances

	· to provide information, instruction and supervision as appropriate for employees

	· to ensure all employees are competent to do their tasks, and to give them adequate training;

	· to prevent accidents and cases of work-related ill health;

	· to maintain safe and healthy working conditions

	· to review and revise this policy annually (or when a major change in the activities of the Association occurs)


1. Responsibilities 

Overall and final responsibility for health and safety is that of the Company
Day to day responsibility for ensuring this policy is put into practice is delegated to the Policy and Development Officer.

To ensure health and safety standards are maintained/improved The Policy and Development Officer is responsible for health and safety matters at 27 Westville Road, Ilkley, West Yorkshire or such other location from which the Policy and Development Officer works from time to time.

The Policy and Development Officer must take reasonable care of his own health and safety

2. Health And Safety   Risks Arising From Our Work Activities

Risk assessments will be undertaken by the policy and Development Officer who will approve action required to remove/control risks and will be responsible for ensuring the action required is implemented and will check that the implemented actions have removed/reduced the risks.
Assessments will be reviewed every year or when the work activity changes, whichever is soonest.

3. Consultation with Employees

The Policy and Development Officer has approved this Policy Document and has the right to raise concerns with the President and or the Council at any time.

4. Safe Plant and Equipment

The Policy and Development Officer will be responsible for the computers and printers purchased by him on behalf of the Association and for their maintenance and safety. All other equipment used by him is owned by him and is his responsibility.

Any computers or printers purchased will be of good quality, meet health and safety standards and are sourced from reputable retail outlets. The Policy and Development Officer is responsible for ensuring these are set up properly and safely. Particular care is required to set up VDUs and keyboards in comfortable positions.

5. Safe Handling and Use of Substances

Stationery items are not a hazard when used normally.
The Policy and Development Officer is responsible for using any IT consumables entirely in accord with manufacturer’s instructions and for safely disposing of any such consumables.

6. Information Instruction and Supervision

A copy of the HSE Guidance for Homeworking has been supplied to the Policy and Development Officer.

7. Competency for Tasks and Training

In appointing employees the Association will require evidence of sound experience and competence in use of office equipment.

The Association will consider positively any requests for additional training in health and safety requirements from its employees.

8. Accidents, First Aid and Work Related Ill Health

Each employee is required to maintain a record of all accidents and to bring any accident to the attention of the Council.

Each employee is required to bring to the attention of the Council any instances or suspected instances of work related ill health.

9. Monitoring

The Policy and Development Officer shall report annually to the Board on health and safety matters affecting the Association’s employees.

The Policy and Development Officer is responsible for:

· Investigating accidents and work related causes of sickness absences.

· Acting on investigation findings to prevent a recurrence.

10. Emergency procedures

The Policy and Development Officer is responsible for emergency procedures and checks at his own premises.
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