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General Health and Safety Policy TEMPLATE

THIS IS ONLY A SAMPLE.
CUSTOMISATION REQUIRED.

Provided by: R K Henshall

Legal disclaimer to users of this sample policy:
The content of this sample policy is of general interest only and not intended to apply to specific circumstances. It does not
purport to be a comprehensive analysis of all matters relevant to its subject matter. It does not address all potential compliance
issues with UK, EU or any other regulations. The content should not, therefore, be regarded as constituting legal advice and not
be relied upon as such. It should not be used, adopted or modified without competent legal advice or legal opinion. In relation to
any particular problem which they may have, readers are advised to seek specific advice. Further, the law may have changed
since first publication and the reader is cautioned accordingly.
Contains public sector information published by the Health and Safety Executive and licensed under the Open Government
Licence 1.0.
© 2013 Zywave, Inc. All rights reserved.
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Statement of General Policy
, including all directors and executives, is committed to ensuring the health and safety of all employees and
providing a safe environment to any other persons on premises. We are committed to maintaining safe and
healthy working conditions through control of the health and safety risks arising from our work activities, the
provision and maintenance of safe plant and equipment, the safe handling and use of substances, and steps to
prevent accidents and cases of work-related ill health.
Employees will be safeguarded through training, provision of appropriate work surroundings, and procedures that
foster protection of health and safety. All work conducted by ’s employees will take into account the intent of this
policy. No duty, no matter what its perceived result, will be deemed more important than employee health and
safety.
This policy applies to all employees. It is non-contractual and, for the avoidance of doubt, does not form part of
any employee’s contract of employment.
In accordance with our health and safety duties, subscribes to the following:
1. To prevent accidents and cases of work-related ill health and provide adequate control of health and safety
risks arising from work activities. will assess risks to health and safety and identify ways to overcome them.
2. To provide and maintain a safe and healthy place of work and means of entering and leaving the premises
safely, including implementing emergency procedures for evacuation in case of fire or other significant
incidents.
3. To provide employees with adequate information, training, instruction and supervision in safe working
methods and procedures.
4. To provide and maintain safe plant, equipment and machinery, and to ensure the safe storage / use of
substances. All plant, equipment and machinery will have the necessary safety devices installed and
appropriate protective clothing will be provided.
5. To comply with all safety and health regulations which apply to the course and scope of operations. This
includes providing adequate resources to implement this policy.
6. To promote co-operation between employees to ensure safe and healthy conditions and systems of work
through discussion and effective joint consultation [and the establishment of a health and safety committee,
safety representatives and accident investigations where applicable].
7. To monitor and review health and safety performance, working environment and conditions to ensure that
programme objectives are achieved.
8. ADD ANY ADDITIONAL STATEMENTS HERE
9. ADD ANY ADDITIONAL STATEMENTS HERE
10. ADD ANY ADDITIONAL STATEMENTS HERE
Everyone at must be involved and committed to safety. This must be a team effort. Together, we can prevent
accidents and injuries. Together, we can keep each other safe and healthy in the work that provides our livelihood.
Any health and safety concerns should be reported to the Principal Health and Safety Officer or your supervisor.

Signature

Date
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Workplace Violence
Prevention Policy
Prepared by: R K Henshall

Location:_____________
Effective Date: ______________
Revision Number: 0

Purpose
does not tolerate workplace violence. We define workplace violence as actions or words that
endanger or harm another employee or result in other employee reasonably believing to be
in danger. Such actions include but are not limited to:
 Verbal or physical harassment
 Verbal or physical threats
 Assaults or other violence
 Any other behaviour that causes others to feel unsafe
(e.g., bullying, sexual harassment, etc.)
Scope
Company policy requires an immediate response to all reports of violence. All threatening
incidents will be investigated and documented by the employee relations department. If
appropriate, the company may provide counselling services or referrals for employees.
The following disciplinary actions may also be taken:
 Oral reprimand
 Written reprimand
 Suspension
 Termination
 If appropriate, criminal action
 False accusations will not be tolerated and may also result in disciplinary action.
Responsibility
It is the responsibility of all employees to report all threatening behaviour to management
immediately. The goal of this policy is to promote the safety and well-being of all people in
our workplace. All incidents are to be reported within the first 24 hours and should be
backed up with detailed information. Employees should keep a record of all incidents and
relevant documents.
Management, supervisors and all safety personnel are responsible for the observation of
personnel and identification of potential workplace violence exposures. All matters reported
and/or identified are to be fully investigated. Findings will be presented to management and
an action plan will be developed to minimise and eliminate the potential threat.
All parties involved will receive a fair and impartial hearing and their dignity and privacy will
be protected. No information will be shared to outside parties not involved in the case,
unless police intervention is needed.
Procedures
Evaluation of Security Procedures
A physical security survey will be conducted at least once a year. As our company continues
to grow and expand, so does potential violence exposure. Reassess all facets of the work
environment to include secure entrances, public access, lavatory facilities, car parks, work
stations and closed-circuit surveillance cameras.
Incident Response Team
The following individuals are named in the event to respond to a potential threat or live
situation. The Incident Response Team will coordinate all facets of the response including
the initial response in emergency situations, contacting of local authorities and intervention
of the subject and victim.
(Insert name of individual #1 – phone number)
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Training of Management and Employee Groups
Initial training to management and employees is to consist of the introduction of this policy,
scope and responsibilities. Review reporting procedures and expectations with employees.
Management will provide incident forms and detailed procedures for front-line supervisors to
follow. Retraining will be conducted annually.
Evaluation and Intervention
In order to assess this risk, the following suggested questions should be inquired of
individuals familiar with the offender’s behaviour, both prior to and after any alleged threat
or action. Refer to Appendix A for the Individual Assessment Form.
Risk Assessment
Note: Perpetrators of workplace violence can be both men and women; however, for the
purposes of the questions to be asked, he is used to refer to the offender. They include:
 Why has the offender threatened, made comments which have been perceived by
others as threatening, or has taken this action at this particular time? What is
happening in his or her life that has prompted this?
 What has been said to others, i.e. friends, colleagues, co-workers, etc., regarding what
is troubling him?
 How does the offender view himself in relation to everyone else?
 Does he feel he has been wronged in some way?
 Does he accept responsibility for his own actions?
 How does the offender cope with disappointment, loss, or failure?
 Does he blame others for his failures?
 How does the offender interact with co-workers?
 Does he feel he is being treated fairly by the company?
 Does he have problems with supervisors or management?
 Is he concerned with job practices and responsibilities?
 Has he received unfavourable performance reviews or been reprimanded by
management?
 Is he experiencing personal problems such as divorce, death in the family, health
problems or other personal losses or issues?
 Is he experiencing financial problems, high personal debt or bankruptcy?
 Is there evidence of substance abuse or mental illness/depression?
 Has he shown an interest in violence through movies, games, books or magazines?
 Is he preoccupied with violent themes, interested in publicised violent events, or
fascinated with weapons?
 Has the offender identified a specific target and communicated with others his thoughts
or plans for violence?
 Is he obsessed with others or engaged in any stalking or surveillance activity?
 Has the offender spoken of homicide or suicide?
 Does he have a past criminal history or history of past violent behaviour?
 Does the offender have a plan for what he would do?
 Does the plan make sense? Is it reasonable and is it specific?
 Does the offender have the means, knowledge and wherewithal, to carry out his plan?
Assessment Review and Action
Upon completion of the assessment, review results with Management. Options are to be
considered in terms of intervention. If a threat is imminent, local authorities should be
immediately contacted.
Consider job rotation, change in reporting manager, or other work environment change to
reduce or eliminate the source of conflict.
This is a sample document provided by R K Henshall
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Full documentation of the perceived or real threat must be well maintained. If an incident
occurs, complete the appropriate job site investigation and witness statement forms.
Communication
Communicate course of action with all Management, victim and subject in question. Clearly
define the course of action this policy lays forth in terms of discipline.
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Creating a Strong Safety
Culture
Developing a strong safety culture has the single
greatest impact on accident reduction of any
workplace practice. Developing a safety culture should
be a top priority for the managers and supervisors at
your organisation.

their perceptions of safety and its importance based on
the attitude their employer projects.

Safety Culture

Forced Culture: A company with a forced safety culture
uses bribes and threats to motivate employees to keep

A safety culture consists of shared beliefs, practices
and mind-sets that exist at an organisation, and form
an atmosphere of attitudes that shape behaviour in a
positive way. An organisation’s safety culture is a direct
result of the following factors:


Management and employee norms, assumptions
and beliefs



Management and employee attitudes



Values, myths and stories



Policies and procedures



Supervisor priorities, responsibilities and
accountability



Production and bottom line pressure rather than
quality issues



Actions or lack thereof to correct unsafe
behaviours



Employee training and motivation



Employee involvement and buy-in in the process

A company’s safety culture is a direct reflection of the
organisation’s overarching culture and the people who
work in it. As a result, most employees will generate

The following are the four most common types of
safety cultures:

A company’s safety culture is a direct
reflection of its overall company
culture and the people who work in
it.
safety top of mind. Health and safety officers at these
organisations are seen as police-like figures because of
their constant need to enforce codes and rules. In
addition, employees view these individuals as solely in
existence to catch them doing unsafe acts and to
punish them. In these cultures, the employees’ fear of
being punished is so overwhelming that their
performance lacks, creating an un-enjoyable work
environment.
Protective Culture: A company with a protective safety
culture prescribes a substantial amount of rules and
regulations onto their employees. If an employee were
to violate one of the rules, this may prompt
management to create more rules. This ultimately
creates confusion, as there are too many regulating
factors in place.
Involved Culture: A company with an involved safety
culture provides an abundance of safety training for

Provided by R K Henshall
The content of this Risk Insights is of general interest and is not intended to apply to specific circumstances. It does not purport to be a comprehensive analysis of all matters relevant to its subject
matter. The content should not, therefore, be regarded as constituting legal advice and not be relied upon as such. In relation to any particular problem which they may have, readers are advised to
seek specific advice. Further, the law may have changed since first publication and the reader is cautioned accordingly. © 2009-2010, 2012-2013 Zywave, Inc. All rights reserved.
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Creating a Strong Safety Culture
employees, with the exception of top management
officials. Though morale is higher at organisations with
involved cultures because safety officers are not
constantly policing employee actions, they also run the
risk of not being as safe as they could potentially be.
Management should be integrated into the safety
culture to make it flourish.



Implement a process that holds management
accountable for visibly being involved, setting the
proper example, and leading a positive change for
safety and health.



Management should be available during worker
orientation and introduction sessions.

Integral Culture: A company with an integral safety
culture also provides an abundance of safety training
for employees and they are attended by individuals at
all levels. In these organisations, safety officers have
budgets and authority, and enforce rules when
appropriate.



The organisation should demonstrate a
commitment to employee health and safety by
implementing safe work practices and prescribing
the mentality that unsafe actions are not
tolerated.



Make health and safety part of workplace
communications.



Encourage workers to report health and safety
concerns that they encounter and respond to their
concerns in a timely fashion. Also provide multiple
paths for employees to bring suggestions,
concerns and problems forward.



Develop a system for tracking and ensuring the
timeliness of hazard corrections.



Ensure that the organisation has a system for
reporting near-miss accidents, injuries and the
need for first aid.



Promote safety training sessions and host
emergency response training.



Maintain safety equipment and ensure that it is
worn properly by employees.



Revise incentives and disciplinary systems to
accommodate safety and health concerns.

In a strong, successful safety culture (the Integral
Culture model), everyone feels responsible for safety
and pursues it on a daily basis by going beyond the
“call of duty” to identify unsafe conditions and
behaviours, and to intervene to correct them. In
addition, co-workers look out for one another and
point out unsafe behaviours to each other. As a result,
a company with a strong safety culture typically
experiences little at-risk behaviour, and consequently
experiences lower accident rates, lower turn-over
rates, lower absenteeism and higher productivity.

Promoting a Safety Culture at Your Company




Develop a site safety vision including key policies,
goals, measures, and strategic and operational
plans.
Implement a “buddy system” in which experienced
individuals are paired up with newer workers. The
experienced workers can serve as role models for
newer workers and can demonstrate proper safe
work procedures.



Encourage all employees to watch out for others.
In doing so, develop safety responsibilities for all
levels of the organisation.



Align management and supervisors by establishing
a shared vision of safety and health goals, and
objectives rather than production.

Creating an effective safety culture is an integral part
of your loss control efforts. Contact R K Henshall today
for more assistance with all your employee safety
needs.
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Employee Safety Survey
The purpose of this survey is to bring safety issues to the attention of your supervisors
and the Human Resources Department to ensure your safety. Safety is ’s number one
priority. It should be yours too. Here is your chance to express your concerns
regarding your safe work environment.

I.

Training
Have you been properly trained in the operation and maintenance of
machinery?
Are you aware of the necessary steps to safely perform inspection and
maintenance tasks? Is more training needed?

Comments:

II.

Machines
Are all machines properly guarded with safety guards in good working
order?

Are you aware of the potential accidents that could occur with equipment
or machines?
Comments:

III.

Procedures
Have proper lifting and material handling techniques been explained to
you?

Are the procedures in place to handle chemicals safely?

This is a sample document provided by R K Henshall
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Workplace Health and Safety Guide

Employers’ Liability Insurance

Provided by:
R K Henshall
www.rkhenshall.com

The content of this guide is of general interest only and not intended to apply to specific circumstances. It does
not purport to be a comprehensive analysis of all matters relevant to its subject matter. It does not address all
potential compliance issues with UK, EU, or any other regulations. The content should not, therefore, be
regarded as constituting legal advice and not be relied upon as such. It should not be used, adopted or modified
without competent legal advice or legal opinion. In relation to any particular problem which they may have,
readers are advised to seek specific advice. Further, the law may have changed since first publication and the
reader is cautioned accordingly. Design © 2012 Zywave, Inc. All rights reserved.
Contains public sector information published by the Health and Safety Executive and licensed under the Open
Government Licence v1.0.
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Employers’ Liability Insurance
The majority of employers in the UK are required to purchase employers’ liability insurance
to cover against liability for injury or disease to their employees arising from employment.

England, Scotland and Wales

Employers’ Liability (Compulsory Insurance) Act 1969

Northern Ireland

Employer’s Liability (Defective Equipment and Compulsory
Insurance)(Northern Ireland) Order 1972

If employees are injured or become ill in the workplace and believe that the employer is
responsible, they may try to claim compensation. This Act ensures that employers have a
minimum level of insurance cover against such claims.

Who Must Have Employers’ Liability Insurance?
Every employer must have employers’ liability cover unless they fall within one of the
following exceptions:
1. Companies where the owner is the only employee
2. Family businesses where all employees are closely related to you
-

Closely related means husband, wife, civil partner, father, mother,
grandfather/mother, stepfather/mother, son, daughter,
grandson/daughter, stepson/daughter, brother, sister or halfbrother/sister

-

Exception does not apply if family business is incorporated as a limited
company

3. Most public organisations including government departments and agencies,
local authorities, police authorities and nationalised industries
4. Health service bodies, including NHS trusts, health authorities and primary care
trusts
5. Some organisations financed through public funds, such as passenger transport
executives or magistrates’ courts committees
Employers only need to have employers’ liability insurance for people who are employed
under a contract of service or apprenticeship. This is judged by the nature of the relationship
and the nature and degree of control that one has over the work someone does. Several
factors include whether they work exclusively for the employer, supply their own equipment
or is clearly in business for their own personal benefit.

Employers’ Liability Insurance Requirements
Each employer must be insured for a minimum of £5 million. However, this does not mean
employers should not take out a bigger policy. Every employer should look at their risks and
liabilities to decide whether they need additional cover.

This is a sample document provided by R K Henshall
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Once an employer purchases employers’ liability cover, they will receive a certificate of
insurance from the insurer. This certificate must clearly state the minimum level of cover
provided and the companies covered by the policy. Employers must the display a copy of the
certificate in a place where employees can easily read it or display the certificate
electronically. Employers displaying the certificate electronically need to educate their
employees on where and how to find the certificate.
Employers must purchase employers’ liability cover through an authorised insurer, meaning
an individual or company working under the Financial Services and Markets Act 2000. The
Financial Services Authority (FSA) maintains a register of authorised insurers that can be
found at: http://www.fsa.gov.uk/Pages/register/index.shtml.

Conditions
Each employers’ liability policy will have an agreement between the employer and insurer
about circumstances in which the insurer will pay compensation. However, in no
circumstances can an insurer refuse to pay compensation purely because you, as the
employer, failed to:

-

provide reasonable protection for your employees against injury or disease;

-

keep specified records or cannot provide the insurer with information from those
records;

-

do something they told you not to do (for example, said it was your fault);

-

do something they told you to do (for example, report the incident); or

-

meet any legal requirement connected with protection of your employees.

Despite these protections, if the insurer feels that the employer did not meet the legal
responsibilities for the health and safety of their employees, the policy may allow the insurer
to sue the employer for the cost of compensation.

Penalties
Compliance with employers’ liability insurance is governed by the Health and Safety
Executive (HSE) and the Health and Safety Executive for Northern Ireland (HSENI). Inspectors
periodically check that each employer has the minimum cover of £5 million. Employers can
be fined up to £2,500 for each day that an employer is without suitable insurance and up to
a £1,000 fine if the employer does not display the certificate of insurance or refuses to make
it available to HSE inspectors.
For more information, see: www.hse.gov.uk/simple-health-safety/get.htm.
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Be safe and healthy on the job at with these helpful tips provided by R K
Henshall

Protect Yourself from Slips, Trips and Falls
Helpful tips for keeping you on your feet
Wet floors, spills and excess clutter
can mean disaster for employees
in all kinds of different work
settings, causing many every year
to suffer lost pay and serious pain.
Injuries caused by slips, trips and
falls range from sprained or
strained muscles and joints, to
broken bones and head injury.
There are several precautions you
should take to ensure your safety
and the safety of your co-workers.
Floors
 Keep floors clean and dry at all
times. Wet floors present a slip
hazard and can promote the
growth of infection-causing
microbes like mould, fungi and
bacteria.
 Remove all objects and clutter
from aisles, exits and
passageways.
 In the event that grease or oil
spills on the kitchen floor, clean
the mess immediately and alert
your co-workers of the problem
before they accidentally fall.
 Use floor or ceiling electrical
plugs for power to avoid
running a cable down a long
hallway.
 Display warning signs to alert
others of a wet floor.
 Use floor mats while surfaces
are drying after cleaning to
provide traction.
 Clean up spills immediately.



In areas prone to slipping
(toilet and shower areas), use
a no-skid wax product to clean.
 While washing the floor, wear
protective footgear to prevent
falling.
 Keep an eye out for uneven
floors, and fix them or notify
someone who can
immediately.
Other Recommendations
 Use ladders to reach high
objects instead of standing on
small stools or boxes.
 Stretch out bulging carpets to
prevent trips and falls.
 Use handrails while walking
down stairs to prevent slipping
when walking too fast.
 Repair broken light fixtures and
replace bulbs for adequate
visibility.

Preventing Pain
Slips, trips and falls are very
common in the workplace.
However, many of the
accidents that cause these
injuries are preventable.

Always Stay Alert
Adopt a see it, sort it mentality. If
you notice any situation that you
think could present a slipping,
tripping or falling hazard for you or
a co-worker, act immediately to
remedy it or notify your supervisor.
You could be saving an
unsuspecting victim lost pay and
serious pain.

This flyer is for informational purposes only and is not intended
as medical or legal advice.
© 2010, 2012 Zywave, Inc. All rights reserved.
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Safety Matters
Talking Points for

R K Henshall: Your workplace safety partner

Safety Meeting Basics
 Already know the day’s topic?
Don’t tune out as you may have
something valuable to add.
 If you have an idea for a safety
topic, chances are others will find
it of interest too. We encourage
you to share the details with your
supervisor or the safety
committee.
 Have a question, like how to lift
safely or read a Safety Data
Sheet (SDS)? Don’t keep it to
yourself - there are no dumb
questions when it comes to
safety.
 Don’t know all of our safety
policies? You can find more
information on area noticeboards
or from a human resources
representative.
 Want to nominate someone for a
safety award? Contact your
supervisor or safety committee
with the details.

One of the most effective ways to
promote a safe working environment
is to get involved in company safety
meetings. Since safety is our top
priority, we’ve gathered some tips to
help you make the most out of our
company safety meetings.
Why Safety Meetings
These informal, brief meetings allow
you the opportunity to stay up to date
on potential workplace hazards and
safe workplace practices, such as
machinery use, tool handling,
equipment use, and safety-minded
attitudes — basically anything that
may contribute to accidents or
illnesses in your workplace.
Meeting Basics
 Attending safety meetings is
mandatory. Be aware of what
days we hold meetings, and plan
accordingly.
 Always sign our safety meeting
log – recordkeeping is an
important part of our safety and
compliance programme.
 Be an active participant. Some of
the best safety ideas come from
workers just like you because
you often know best what and
where the dangers are.
 During safety meetings, if you
have something to add, don’t
hesitate to speak up.
 Notice that spills aren’t being
cleaned up properly or someone
didn’t follow lockout/tagout
procedures? We want to know so
that we can cover the topic at a
future safety meeting, and
everyone can benefit.

Regardless of
your job title,
safety is
everyone’s
responsibility.
See you at the
next safety
meeting!

Regardless of your job title, working
safely is everyone’s responsibility at .
See you at the next safety meeting!

THIS FLYER IS FOR GENERAL
INFORMATIONAL PURPOSES ONLY, AND IS
NOT INTENDED AS MEDICAL OR LEGAL
ADVICE. © 2007 - 2012 ZYWAVE, INC. ALL
RIGHTS RESERVED.
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SAFETY MEETINGS:

ACCIDENT INVESTIGATIONS:

Some of our best ideas comes from
workers like you!

Why are they important?

Regardless of your position at or your length of
employment here, safety meetings are one of the best
ways to obtain quick, useful information about
preventing accidents and injuries. In addition, you will
benefit from being able to relay any safety and health
concerns or improvement ideas that you may have to
your supervisor and fellow employees.
To get the most out of employee safety meetings,
remember these useful suggestions:

Be an active listener even if you are familiar
with the topic. You may learn something new or be
reminded of a safety practice that you had
forgotten.

Be an active participant and share your
experiences with others. This will help to educate
your fellow employees and may also help to
identify potential hazards.
Workers who suffer disabling injuries can lose out on
significant earning potential. Plus, their families can
suffer too as a result of the stress and conflict suffered
in conjunction with the incident. Spare yourself and
your family the hardship by taking advantage of safety
meetings!

Workplace accidents can be traumatising for all
those involved. However, by conducting an accident
investigation, you will be able to recognise hazards
and improve working conditions. Don’t be fooled…
they are not designed to place blame or fault, so it is
important that you cooperate to ensure that a similar
accident does not occur from now on.
If you see an accident, note everything that occurred
and the conditions that were present before the
incident. Then, ask yourself:


Where was I working in conjunction with the
accident site? What about other employees?



What was I doing at the time?



What was the injured person doing and where
were they located?



What equipment was being used?



What sequence of events occurred?

When questioned, give a truthful account of the
elements of the event, as you saw them. Do not omit
information to protect others. This will not assist in
determining the cause of the accident or prevent
future problems.

Safety meetings not only reduce the risk of
injury, they also reduce insurance costs
because the chance of injury lessens. Now
that’s a win-win scenario for everyone!
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