
AIRPORT ANGELS
HEALTH AND SAFETY POLICY
GENERAL STATEMENT OF INTENT
Airport Angels is highly committed to providing safe and healthy working conditions.  Airport Angels is also committed to ensuring that work activities are conducted safely so that no harm to others (clients, employees, members of the public and contractors) occurs.  It is our belief that good health and safety performance is of equal importance as productivity and quality and adequate resources will be made available by the directors to support this belief.
Airport Angels have a legal and moral obligation to ensure that all of their clients, contractors and employees are provided with the highest possible standards of health and safety in the work place.
Airport Angels recognises that any policy is only as effective as the ability and skill of those who operate it.  To ensure that the policies are implemented effectively, information, instruction, training and appropriate supervision of employees will be provided from induction and on an ongoing basis throughout their period of employment with the company. It is the responsibility of Airport Angels’ Employees to ensure that they adhere to all the principles outlined in the health and safety documents, that they as far as possible maintain high standards of health and safety in the work place and report any concerns they may have to the health and safety advisor.  Everyone must ensure that, so far as is reasonably practicable, no harm to others (clients, fellow employees, contractors or other members of the public) results from their acts or omissions.
To ensure that Health and Safety is integral to the business Airport Angels will regularly review their policies and procedures and consult with their employees on matters regarding health and safety
FIRST AID
Within the airport environment and due to the nature of our work, Airport Angels staff are required to contact the appropriate persons at the airport to deal with any incident.  
The contact numbers are:
All accidents must be reported – see form for further details.
ACCIDENT/INCIDENT REPORTING AND INVESTIGATION
All accidents/incidents should be reported to Siobhan Gardner-Laye using the Airport Angels Accident Form (HS01). Data from the forms should be stored in a manner compliant with the Data Protection Act. Staff recording accidents should forward the paperwork onto the office immediately.

In the event of an accident the first priority is to ensure the safety of others, then to raise help. .  Once the situation has been stabilised (eg ambulance arrived) then as many facts about the incident/accident should be recorded.  Things to consider when ascertaining the facts surrounding an incident include:-

The scene:-

The sooner the scene of the accident/incident is visited the more useful then the information will be.  Make a note of things that are right as well as wrong. Transient conditions such as fumes or wet floors should be noted.  Photos and drawings can be extremely useful.

The People:-

Who was involved? 

Were there any witnesses? 

Get as many statements as possible.

Documents:-

Similar principles apply for incident reporting. An incident can be something such as a fire evacuation false alarm where no accident occurred but learning’s can be taken from the event to improve the health and safety awareness and actions within the business.

After all accidents and incidents, the circumstances will be reviewed by the directors for understanding of the direct causes of the accident/incident and any underlying causes and therefore any learning’s that can be taken forward and implemented.

Accident statistics will be reviewed annually (at a minimum) within the business by the company directors and shared with employees. 

A copy of the form will be kept for at least 3 years at the office.
NEAR MISS REPORTING

Near misses are an invaluable source of information to prevent accidents occurring as the only difference between a near miss and an accident is luck.

Therefore within the company near misses will be treated as incidents and reported accordingly (see Accident/Incident section) on form HS13 – Near Miss Reporting.  This form should be completed by all employees in circumstances where they feel only luck prevented something they witnessed or experienced from being an accident. It should be completed with as much information as possible and returned to Siobhan Gardner-Laye to allow an effective investigation and management review to take place. 

Some examples of near misses in our work environments are:-

· Cables left trailing across walkways with no warning in place

· Someone slipping but no injury resulted from it

· An electrical appliance with a worn or damaged lead which still works ok but could cause electric shock

By being aware of these issues and tackling them where practicable before an accident occurs we believe the safety performance the business will be maximised.
MATERNITY ISSUES
After receiving written notification of the employees pregnancy (as per the requirements of the team handbook) and expected due date a risk assessment will be completed by their line manager to assess their work tasks and activities and surrounding environment.  Particular attention within the risk assessment will be paid to the following areas as these are issues which are particularly relevant to the expectant mother:-

· Manual Handling

· Control of Substances Hazardous to Health (it is essential that the expectant mother is not exposed to any materials which may be harmful to her or her unborn child)

· Work pattern and hours

· High temperatures

· High noise levels

ELECTRICAL TESTING

The Electricity at Work Regulations 1989 applies wherever work is being done that might expose persons to risk of injury from any one of the following five dangers (Hazards) below:-

Electric Burns

Electric Shock

Electric Arcing

Fires caused by electricity

Explosions caused by electricity

This can be remembered as B SAFE.
The Airport Angels office naturally contains electrical devices such as computers, printers etc. The electrical installation when the office was built in 2007 was performed by a competent certified electrician and the installation has been tested for electrical safety and a certificate issued.  All portable appliances in the office are portable appliance tested (PAT) by an authorised qualified tester.  The table of tested items is attached along with their retest dates.  Any new items should be tested before use where practicable.  Tested items are identifiable by an in date test sticker on the appliance.  
INFORMATION, INSTRUCTION & SUPERVISION
Training and adequate instruction, supervision underpin our safety at work.  All office based employees shall be suitably trained from induction by their line manager and throughout their employment to ensure competence in their roles.  Airport Staff will undergo a thorough induction and training programme within the airport. This will be followed by time spent shadowing trained staff carrying out services at the airport
Training needs will be reviewed on an ongoing basis by the company directors to ensure the high standards of competence are maintained and that all qualifications and memberships are maintained.  
Should any staff member have a training need which has not currently been identified then this should be brought to the attention of their line manager to be addressed.  
CHILD PROTECTION 
Airport Angels has a child protection policy in place which forms part of all of our employee’s information manuals.  It must be adhered to at all times.
All Airport Angels Employees prior to employment are subjected to an Enhanced DBS check to minimise the risk of child protection issues within the business.  No-one will be employed if they receive an unsatisfactory check. Records of the CRB check number will be retained in the employee files.
FIRE SAFETY: (including OFFICE EVACUATION PROCEDURE)
In the event of fire in the office no employee should attempt to tackle the blaze and put themselves in danger.  The office shall be immediately vacated and the fire brigade called. At that point the director on site will establish that no-one is left inside the office.  Should it not be possible to escape via the doors, the windows are fully opening. 
The office heater should always be kept away from chairs or other furniture and situated so it is not near anything which could fall on it and ignite if left long enough.  At the end of the working day the heater should be checked so as to ensure it is not left on.  
The office fire risk assessment sheet will be completed and kept up to date by CDH Recruitment – office owner. 
For staff in the airport the Evacuation Procedure (including Fire Arrangements) according to that particular airport should be followed. 
MANUAL HANDLING 
More than a quarter of all reportable injuries are associated with manual handling - which is basically any task that requires movement of a load by pulling, pushing, lifting, stooping, carrying or handling whilst seated.  
Airport Angels staff are not insured or required to assist passengers or coach drivers with luggage. This is made very clear in the staff handbook and should be adhered to at all time.

SLIPS, TRIPS & FALLS 
Over a third of all major injuries reported each year are caused as a result of a trip or slip. 
For the office factors taken into consideration are:-

· Puddles/spills of substances

· Trailing cables

· Rugs/mats
· Rubbish/congestion on floor space

· Poor lighting

· Slippery surfaces

· Changes of floor level/slopes

· Suitability of footwear

All risk assessments will be filed in the H&S file.
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