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Policy Audit Tool

To be completed and attached to any document which guides practice when submitted to the appropriate committee for consideration and approval.

	PLEASE GIVE STATUS OF POLICY:     REVISED

	1.
	Details of Policy
	

	1.1

	Title of Policy:
	Health and Safety Policy

	1.2
	Sponsor 
	Linda Tully, CCG Company Secretary/Head of Corporate Governance

	1.3
	Author:
	Ruth Nutbrown, Corporate Support Manager, West and South Yorkshire and Bassetlaw CSU

	1.4
	Lead Committee
	Governance Sub-committee

	1.5
	Reason for policy:
	To ensure safe systems of work are in place

	1.5
	Who does the policy affect?
	All staff working within or on behalf of NHS Sheffield CCG

	1.6
	Are the National Guidelines/Codes of Practices etc issued?
	Yes

	1.7
	Has an Equality Impact Assessment been carried out?
	Yes

	2.
	Information Collation
	

	2.1
	Where was Policy information obtained from?
	Health and Safety Executive

	3.
	Policy Management
	

	3.1
	Is there a requirement for a new or revised management structure for the implementation of the Policy?
	None required

	3.2
	If YES attach a copy to this form.
	

	3.3
	If NO explain why.
	Already in nplace

	4.
	Consultation Process
	

	4.1
	Was there external/internal consultation?
	Yes

	4.2
	List groups/persons involved
	Joint Staff Consultative Forum



	4.3
	Have external/internal comments been included?
	Yes

	4.4
	If external/internal comments have not been included, state why.
	N/A

	5.
	Implementation
	

	5.1
	How and to whom will the policy be distributed?

	Policy will be available via the intranet web page.  Details will be circulated as part of weekly briefing.

	5.2
	If there are implementation requirements such as training please detail.
	Statutory and mandatory training programme already in place.

	5.3
	What is the cost of implementation and how will this be funded
	Funded via SLA with CSU

	6.
	Monitoring
	

	6.2
	How will this be monitored
	Health and Safety Group and Governance Sub-committee

	6.3
	Frequency of Monitoring
	Quarterly



Health and Safety Policy
Setting the scene
NHS Sheffield Clinical Commissioning Group (CCG) comprises of 88 GP practices and is fully authorized as the statutory organisation with responsibility for commissioning many of the healthcare services for our local population of approximately 560,000 people.
The CCG employs approximately 100 staff who are based at 722 Prince of Wales Road, Sheffield,  the organisation also provides a base to a number of staff working alongside the CCG. A risk assessment has been undertaken and the premises are identified as low risk.

Context 

This is the Health and Safety Policy and framework document for NHS Sheffield CCG.  This has replaced previous Health and Safety policies and has changed format in line with the Government’s initiative to reduce the burden of health and safety on small and medium sized enterprises.  This policy is supplemented by procedural documents to inform staff and others ‘how to do’ e.g. Incident reporting procedure.  

All documents are available on the health and safety website.
Individual Responsibility
Employees have a duty to exercise personal responsibility and to do everything reasonably possible to prevent injury to themselves and others, including attending health and safety training appropriate to role.   Employees must report any concerns regarding health and safety to their line manager at the earliest opportunity.  
Line managers will ensure that staff are clear about the extent of their duties with regard to themselves and others.

	 This is the statement of general policy and arrangements for: 
	Sheffield Clinical Commissioning Group 

	Overall and final responsibility for health and safety is that of:
	Accountable Officer 

	Day-to-day responsibility for ensuring this policy is put into practice is delegated to: 
	CCG Company Secretary responsible for policy supported by CMIOSH – Competent Person for policy implement

	STATEMENT OF GENERAL POLICY


	RESPONSIBILITY OF: Title
	ACTION/ARRANGEMENTS (CSU)


	To prevent accidents and cases of work-related ill health and provide adequate control of health and safety risks arising from work activities.
	CCG Company Secretary, supported by CSU CMIOSH, competent person 
	Health and Safety Premises Inspection completed annually  Findings reported to the Governance Sub-Committee.  Action plan from the inspection developed and monitored by Governance Sub- committee.  Ad hoc risk assessments completed as required as situations arise. (Risk assessments reviewed every year or earlier if working habits or conditions change or change of legislation.)

Incident reporting and management system in place – flowchart is shown as appendix 1

Legislative risk assessments completed for compliance with COSHH, DSE, Moving and Handling etc. as required

	To provide adequate training to ensure employees are competent to do their work.
	CCG Company  Secretary supported by CMIOSH, competent person, and HR Manager
	Mandatory and statutory training plan in place for all staff including agency/bank staff.  Any contractors on site are managed by the building management company or via a facilities management contract.  

	To engage and consult with employees on day-to-day health and safety conditions and provide advice and supervision on occupational health.  
	CCG Company Secretary supported CMIOSH, competent person, HR Manager, and staff side representative.
	Staff routinely consulted on health and safety matters as they arise but also formally consulted at regular health and safety performance review meetings or sooner if required.  Health and Safety web page available via NHS Sheffield CCG intranet which is updated regularly.

	To implement emergency procedures – evacuation in case of fire or other significant incident.
	CCG Company Secretary, supported by CMIOSH, competent person
	Fire policy being developed.  Escape routes well signed and kept clear at all times. Evacuation plans are tested from time to time and updated as necessary.

Annual Fire Risk Assessment completed.

	To maintain safe and healthy working conditions, provide and maintain plant, equipment and machinery, and ensure safe storage/use of substances.
	CCG Company Secretary, supported by CMIOSH, competent person 
	Toilets, washing facilities and drinking water provided by Landlord’s Agent – Lambert Smith Hampton

System in place for routine inspections and testing of equipment and machinery and for ensuring that action is promptly taken to address any defects. 
Occupational Health specialist advice is in place.

DSE assessments conducted by line managers where appropriate.

	To ensure physical security measures are in place including security of premises, buildings, assets and objects.  To provide adequate control of security risks arising from work activities.
	CCG Company Secretary, supported by ASMS.
	Security inspection is incorporated into the Health and Safety Premises Inspection completed annually.  Action plan from the inspection developed and monitored by Governance Sub- committee.  Ad hoc risk assessments completed as required as situations arise. (Risk assessments reviewed every year or earlier if working habits or conditions change or change of legislation.)

Incident reporting and management system in place

	To ensure as far as is reasonably practicable the security of staff whilst at work, including lone working and risks relating to work related violence and aggression.
	CCG Company Secretary supported by ASMS.
	Linking into physical security above.  Generic risk assessment for lone working completed, to be disseminated to lone working staff.  CCG security risk assessment advises the expectation of work related violence and aggression is low.   Some meeting rooms do have panic alarms fitted.

	Security of staff’s and visitors personal belongings including cars, keys, and other personal belongings  
	Individual staff member/visitor
	Staff and visitors are responsible for their own personal belongings whilst at work, the organisation accepts no liability for loss or damage to personal property whilst at work.


	Information security is covered by the relevant information Governance policies.
	
	Please refer to:  Information Sharing Policy, Information Security Policy, Remote Working and Portable Devices Policy, Records Management Policy, Information Quality Assurance Policy, Internet Acceptable Use Policy, Information Governance Framework.

	Health and safety poster is displayed:  
	On the notice board, open plan office area, opposite the Reflection Room.   Policy available on Intranet

	First-aid box and accident book are located:
Accidents and ill health at work reported under RIDDOR: 
	First aid boxes are signed and located on each floor.  First aiders are deployed in line with the first aid risk assessment.  An incident reporting system is in place, linking into RIDDOR

	Signed: (Employer) 

	Date:
	

	Subject to review, monitoring and revision by: 
	CCG Company Secretary 
	Every: 
	 12 
	months or sooner if work activity changes


Appendix 1 - Incident Flow Chart
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This policy document and Health and Safety advice and support for NHS Sheffield CCG has been provided by the West and South Yorkshire and Bassetlaw Commissioning Support Service Health and Safety Team.
Ruth Nutbrown CMIOSH 07917 155137 ruth.nutbrown@nhs.net 
Incident Occurs





Incident is dealt with,  e.g. first aid etc.





Incident report is completed via datix incident reporting system 





Line/senior manager is informed





Person involved in incident completes reflective practice as appropriate 





Incident is sent via datix for manager input and review 





Learning is developed, or NFA and incident is closed 





Incident reports presented to Governance Sub-committee 
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