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	This is the statement of general policy and arrangements for:  Roadwater Post Office & Community Shop    

	Roadwater Village Community Shop Committee

	have overall and final responsibility for health and safety

	Sarah Wetheridge and Steve Eggar

	have day-to-day responsibility for ensuring this policy is put into practice 

	Statement of general policy

	Responsibility of: Name/Title
	Action/Arrangements (What are you going to do?)



	Prevent accidents and cases of work-related ill health by managing the health and safety risks in the workplace
	Sarah W & Steve E

	Daily, Weekly and Monthly Checks with regular reviews of risk assessment.


	Provide clear instructions and information, and adequate training, to ensure employees are competent to do their work 
	Sarah W & Steve E

	Policy documents accessible to all staff and volunteers. Health and safety at work poster displayed. Training and advise given to staff and volunteers (6/12/2018)

	Engage and consult with employees on day-to-day health and safety conditions
	Sarah W and will nominate a person when absent.
	Staff and volunteers aware they can contact if concerns arise so action can be taken promptly.

	Implement emergency procedures – evacuation in case of fire or other significant incident. You can find help with your fire risk assessment at: https://www.gov.uk/workplace-fire-safety-your-responsibilities 
	Staff/Volunteers on duty.
	Publish a fire safety plan detailing arrangement in the event of an incident and brief to all Staff and Volunteers.
 

	Maintain safe and healthy working conditions, provide and maintain plant, equipment and machinery, and ensure safe storage/use of substances
	Sarah W, Steve E and Andrew Benson
	Staff make daily checks and report to Sarah, Steve or Andrew issues, including accidents immediately so action can be taken to maintain safe environment. The issue and action will be recorded on?
Opening and closing daily checklist and in accident book.


	Signed: * (Employer) 
	     
	Date:
	     


  You should review your policy if you think it might no longer be valid, eg if circumstances change.

  If you have fewer than five employees, you don’t have to write down your policy.
	Health and safety law poster is displayed at (location)
	Between Kitchen and Back Store Room

	First-aid box is located:


	Kitchen


	Accident book is located:
	In office on shelf above small safe



   Accidents and ill health at work reported under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) http://www.hse.gov.uk/riddor
  To get an interactive version of this template go to http://www.hse.gov.uk/risk/risk-assessment-and-policy-template.doc
  Combined risk assessment and policy template published by the Health and Safety Executive 08/14
   All employers must conduct a risk assessment. If you have fewer than five employees you don't have to write anything down.
We have started off the risk assessment for you by including a sample entry for a common hazard to illustrate what is expected (the sample entry is taken from an office-based business).                                  Look at how this might apply to your business, continue by identifying the hazards that are the real priorities in your case and complete the table to suit.                                                                                You can print and save this template so you can easily review and update the information as and when required. You may find our example risk assessments a useful guide (http://www.hse.gov.uk/risk/casestudies). Simply choose the example closest to your business. 

   Company name:  Roadwater Post Office & Community Shop                                    


Date of risk assessment:  19/11/2018 

	What are the hazards?


	Who might be harmed and how?


	What are you already doing?


	Do you need to do anything else to control this risk?


	Action by who?


	Action by when?


	Done



	Slips, trips & falls
	Staff and visitors may be injured if they trip over objects or slip on spillages.
	· Staff and volunteers clean as the go.

· Wet floor signs always used.

· Shop floor is only mopped when quiet at end of day and sign used.

·  All areas well lit.
· Door mat at entrance in wet weather.

· Floor surface regularly checked and recorded on weekly checklist.

· Around the till we have many cables that are constantly moved and if not managed correctly can create a hazard.

· Prevent trailing leads or cables.

· Staff keep work areas clear e.g. no boxes left in walkways, deliveries stored immediately.

· Staff and volunteers where sensible shoes.
	· Staff to keep an eye on any areas that may create wet slippery floors i.e. near door in wet weather, near fridges and freezers.
· Remind staff stocking shelves not to leave boxes in aisles, if suddenly called to till.

· Reminders to staff and volunteers on keeping kitchen clean and tidy e.g. on spills.
· Cables around till and under counter will be constantly checked by staff and volunteers during the day to make sure they are not creating any hazard.

· Priority given to check cables of Electricity/ Paystation box if it is moved.

	All staff, supervisor to monitor

Manager


	From now on

19/11/2018

	

	Manual Handling

	Staff may suffer strains or bruising to backs and elsewhere, from handling heavy/ bulky objects.
	· Training/refresh on manual handling to be delivered 06/12/18

· All staff know to assess weight and size and capability before they move anything.
· All staff and volunteers are trained to lift properly.

· A trolley is available for moving stock or newspapers and staff and volunteers are trained to use it safely.
· Corridors are kept clear.
· Newspaper returns bundles kept to manageable sizes.
	· Remind staff to check deliveries weight on box or by moving edge to decide if able to pick up or need trolley or to unpack and move in smaller groups and weight.
· If item assessed bulky a trolley or two people may be required.
· Regular checks to make sure that high shelves are not used for heavy goods.
	All staff, supervisor to monitor

Manager


	From now on

19/11/2018

	

	Violence and threatening behaviour
	Staff may suffer assaults, threats and

abuse from members of the public.
	· Staff trained not to resist a robbery.
· CCTV installed and clearly visible.

· Panic alarm located out of sight of customers near the till.
· Staff provide good polite service and are told not to confront customers.
· Staff report incidents of abuse etc. and manager discusses with them (on a no-blame basis!).
· Staff know that they should contact others if concerned about any customers behaviour requesting support.
· Staff and volunteers advised to move into an CCTV area if possible so person captured.
	· Regular talks to staff and volunteers about coping with disputes e.g. shoplifting, bills being wrong and age restricted sales.
	All staff, supervisor to monitor

Manager


	From now on

19/11/2018

	

	Working at height, putting stock on top shelving or taking off, displays
	Falls from any height can cause bruising and fractures
	· Strong stepladder in good condition, provided.
· Staff shown by lead staff how to use stepladder safely e.g. not to overreach, not to work on uneven floor etc.
· Staff wear sensible shoes.
	· Remind staff to always use stepladder when working at height and not stand on chairs.

· Manager to regularly check condition of stepladder. 


	Sarah W
	06/12/2018
	

	
	
	· 
	· New stepladder required.
	Steve E
	21/12/2018
	


	Contact with bleach and other cleaning chemicals
	Staff doing cleaning risk skin irritation or eye damage from direct contact with cleaning chemicals. Vapour may cause breathing problems.
	· Mops, brushes and strong rubber gloves are provided and used.
· Staff and volunteers shown how to use cleaning products safely e.g. follow instructions on label, dilute properly and never transfer to an unmarked container.
	· Chemicals brought and used are alternative mild types where possible.
	Sarah W
	21/12/2018
	

	
	
	· 
	· Staff and volunteers reminded to check for dry, red or itchy skin on their hands and report if issues.
	Sarah W
	21/12/2018
	

	
	
	· 
	· Staff and volunteers reminded to wash gloves before taking them off carefully and storing in clean place.
	Sarah W
	21/12/2018
	

	Electrical
	Staff could get electrical shocks or burns from faulty electrics, including portable electrical equipment –

heaters, fans etc.
	· Staff trained to spot and report to manager any defective plugs, discoloured sockets, damaged cable and on/off switches, and to take any defective equipment out of use.
·  Staff know where the fuse box is and how to safely turn the electricity off in an emergency.
· Qualified electrician does safety check of building electrics every five years.
· Qualified electrician does PAT test on all electrical equipment every year.
	· Sarah, Steve or Andrew to do visual check of plugs, sockets, cables and on/off switches a minimum of every three months.
	Sarah W
	
	

	Working with flowers, fruit and vegetables


	Some plants are well known to cause skin disorders e.g. narcissus and tulips,

chrysanthemums, euphorbias, primulas, pine

Fruit and vegetables celery, parsnips, pimentos and chillies, citrus fruit (particularly limes) potatoes (with wet handling)
	· Hand washing facilities always available Wear protective gloves if possible. Single use preferred in kitchen above big freezer. Throw away gloves each time you take them off.
· Skin creams are important for skin protection and help in washing contamination off the skin. After work creams help to replace skin oils.
	· Sarah to check staff and volunteers handling fruit, veg and flowers check skin for dryness or soreness every six months. If effects appear checks made that proper use of skin creams and protective equipment happening.
· If dermatitis appears individual to seek medical advice. Tell Doctor work could be a cause.

	Sarah W
	21/12/2018
	

	
	
	· 
	· Sarah to show workers HSE information sheet and check they understand it.
	Sarah W
	21/12/2018
	

	
	
	
	
	
	
	


You should review your risk assessment if you think it might no longer be valid (eg following an accident in the workplace or if there are any significant changes to hazards, such as new work equipment or work activities)
For information specific to your industry please go to http://www.hse.gov.uk.

For further information and to view our example risk assessments go to http://www.hse.gov.uk/risk/casestudies/  
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