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1. Introduction. 
Rainbows Bereavement Support GB wishes to ensure that all office and workplace environments are both managed and used in a manner that is conducive to the safety of all employees and other parties who may have cause to work/visit the Resource Centre, for whatever reason. 

There are several laws relating to the office environment. 

In general, an office, as is any work environment, is covered by the Health and Safety at Work etc. Act 1974: more specific detail is contained in the Workplace (Health, Safety and Welfare) Regulations 1992, which specify standards for the general office environment, including issues such as temperature, seating, space and lighting levels.

 Other legislations applicable to offices are the Management of Health and Safety at Work Regulations, First Aid at Work Regulations, Manual Handling Operations Regulations, Display Screen Equipment Regulations, Electricity at Work Regulations and The Regulatory Reform (Fire Safety) Order. All H&S legislation is part of statute law, and breaches of the laws and regulations are criminal offences under the umbrella of the Health and Safety at Work etc. Act 1974. Penalties for breaches of H&S legislation can now be very severe.
2. Purpose. 
This procedure applies to all employees of Rainbows Bereavement Support GB including partner agencies, visitors, contactors, agency and sub-contracted staff. 

All employees and other persons are expected to have due regard for their own health and safety and that of their colleagues and other persons. 
3.  General Housekeeping 
Poor housekeeping is a common cause of accidents especially slips, trips and falls and fires in the workplace. In order to ensure that satisfactory standards of housekeeping are achieved the following arrangements are be adhered to by all employees: 

· Check that the workplace is free from hazards at the beginning and end of each day; 

· Always put office equipment away immediately after use;

· Clear up any spillages or spills etc. immediately as per local procedures; 

( Report to your Line Manager any loose carpet or any damaged floor coverings; 


( Do not allow objects to protrude into walkways; 

( Ensure that waste materials are properly stored and are removed on a regular basis;

 ( Ensure that special arrangements are made for the removal of unusual or extra-large items;

 ( Do not store office equipment anywhere other than in designated areas; 

 ( Ensure that your work area is kept tidy at all times; 

 ( Trailing leads will be avoided wherever possible or otherwise ramped or protected to avoid potential tripping hazards; 

 ( The bottom drawers of filing cabinets should be filled first and, in the absence of safety devices to prevent it toppling, only one drawer at a time should be opened to avoid the risk of toppling;

 ( Defects such as broken chairs, faulty drawers, trailing cables etc. should be reported immediately to your line manager; 

( Chairs - routinely inspect chairs for condition, do not use chairs for climbing – a stepping stool or step ladder only should be used.
4. Electrical Risks 
Electrical accidents can have very serious consequences. 

To help prevent them, remember these three basic rules:

· Always check electrical equipment visually before use and report faulty or damaged equipment; do not attempt to use it;

· Do not try to repair faulty equipment; Leave it to a competent person;

· Ensure annual PAT testing is carried out 
5. A suitable person must be appointed to take responsibility for first aid provision and maintenance of the first aid box under the Health and Safety (First Aid) Regulations 1981 (as amended. As a minimum, a low-risk workplace such as a small office should have a first-aid box and a person appointed to take charge of first-aid arrangements) 

First Aid box located in Room 2 

Eye Wash Box located Packing Room 
6. Fire safety training and records will be kept on file in office 
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