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SECTION A

GENERAL STATEMENT OF POLICY

Our policy is to provide and maintain safe and healthy working conditions for everyone involved with LATCH, trainees, placements, volunteers, self-builders, staff, management or others using our buildings or facilities. LATCH also undertake to provide such information, training and supervision people need for this purpose and where necessary will seek the assistance of competent consultants to help us perform these duties. We also accept responsibility for the Health and Safety of other people who may be affected by our activities. 

The people responsible for safety matters and the arrangements needed to work in a safe and healthy manner will be set out in this Health and Safety Policy.

This policy will be publicised through inclusion in the staff induction process, relevant sections will be referred to in the tenant handbook and contractors, volunteers, and visitor etc will be informed by Latch staff about relevant sections of this policy.

This policy is based on the Health and Safety at Work Act 1974, which protects everyone affected by an organisation’s work activities, and the Management of Health and Safety at Work Regulations 1999 which requires the assessment and control of risk. This policy will be kept up to date, in line with legislative changes and changes to the nature and size of Latch activities. To make sure this happens, the policy and the way in which it has been operated will be reviewed every year. This document was last reviewed and updated in September 2008. 

Any questions relating to health and safety at LATCH should in the first instance be directed to a member of the LATCH Co-ordinator James Hartley or members of the staff: R. Morton, D. Greaves, J. Gruettner, J. Holden, S. Stapleton, N. Akhtar, M. Shevlin, D. Chaplin who can be contacted via the LATCH office at the address above.

Signed

, Chair

                                       Co-ordinator
Date

…

SECTION B

DUTIES AND RESPONSIBILITIES

1. The Management Committee have overall responsibility for health and safety 

At LATCH. The Chair of the Management committee is Steve Taylor and he can be contacted via the LATCH office.

2. The designated Health and Safety officer at Latch Ltd is James Hartley. Day to day responsibility for health and safety at the office and at whichever 

Site we are working at is the responsibility of the LATCH staff team; R. Morton,  J. Hartley, D. Greaves J. Gruettner and J. Holden,  Simone Stapleton and Nasreen Akhtar, Mags Shevlin, Dan Chaplin who can also be contacted via the office. 

3. Everyone working at LATCH and all those using our facilities has a responsibility to co-operate with LATCH staff and anyone working in a supervisory capacity to achieve a safe and healthy workplace and to take reasonable care of themselves and others. 

4. Whenever anyone notices a Health and Safety problem, which they are not able to put right themselves, they must tell a member of the LATCH staff team straightaway.

5. The LATCH staff team are also responsible for:- 

· Health and Safety Induction

· Health and Safety  training

· Carrying out Health and Safety inspections

· Investigating accidents

· Monitoring maintenance of tools and equipment

· Risk assessments

Placements, trainees, volunteers and self-builders may be asked to undertake any of the above duties under the supervision of a member of the LATCH staff team.

SECTION C

ARRANGEMENTS

1. Working Methods

Latch’s activities are co-ordinated from our main office at 176 Chapeltown Road, Chapeltown, Leeds LS7 4HP. Our design, renovation, construction and maintenance activities take place at a number of sites owned or managed by LATCH within the Leeds inner-city area. This document is the general Health and Safety Policy of the organisation, more specific details of how LATCH manages Health and Safety on sites can be found in Latch’s ‘Projects Health and Safety Policy Document’ and in project specific Health and Safety documentation. No work should be done on any site under Latch’s jurisdiction whether by LATCH members or outside contractors without the prior authorisation of a member of the LATCH staff team who will be responsible for ensuring the appropriate co-ordination of Health and Safety at that site or appointing an appropriately qualified consultant to carry out such duties. Each project will be treated as a separate entity and appropriate plans for the management of Health and Safety during that project will be made afresh. Health and Safety at the Latch offices will be managed in accordance with the procedures set out below.
2. Fire and Emergency Procedures
a) Office premises

Latch Ltd will ensure that all premises where staff is employed are provided with adequate means of escape in case of fire.   Regular fire drills will be conducted in accordance with regulations.
b) Tenants premises
The procedures should be appropriate to the type of scheme and size of
unit and there should be a balance between ensuring that people live in an
ordinary domestic environment and are adequately protected against the
danger of fire.

· Residents should be made aware of fire prevention and evacuation
procedures when they are moved in. Shared housing should have
written fire notices prominently displayed.

· Residents should be made aware of the out of hours emergency
procedures.

· All fire exits and escape routes should be clearly marked, well lit
and never used for storage

· Emergency lighting where provided and fire detection equipment
should be regularly maintained.

· Fire doors should never be wedged open.

· The frequency of fire drills should be appropriate to the type of
scheme.

· Electrical faults and faulty appliances are a major cause of fire.
Sockets should never be overloaded. Faulty appliances, blackened
sockets, frayed wires and broken plugs should be made inoperable
immediately they are identified and repaired by a competent person
as quickly as possible.

· Smoking too is major cause of fire and all tenants, residents and
staff members should be aware of the dangers of:

- Unattended ash trays;

- Smoking in bed;

- emptying ash trays without checking that stubs are properly
extinguished.

· The furniture and furnishings (Fire) (Safety) Regulations 1988 (as
amended 1989) set levels of fire resistance for domestic upholstered
furniture, furnishings and other products containing upholstery appropriate to all shared schemes. A summary of these is attached.

- Escape Routes. Anyone using any LATCH property for whatever purpose shall have responsibility for ensuring that fire escape routes remain clear form blockage or obstruction. If you are unable to move the obstruction to a safe place yourself you should inform a member of the LATCH staff team as soon as it is possible to do so. Escape routes will be clearly marked and in the event of a fire you should evacuate the building by the nearest marked route and assemble at the Fire Assembly Point. 

- Assembly Points. In the event of a fire once the building or site has been evacuated and the alarm raised people should congregate at the designated Fire Assembly Point so that everyone can be accounted for. The location of the Fire Assembly Point will be clearly posted in the building or site where LATCH business or other activities are carried out. 

-Fire Extinguishers. Extinguishers located at Latch’s offices are checked in accordance with requirements by the staff team and inspected annually by an appropriately qualified contractor and their findings recorded in the Safety Testing file. Extinguishers in Latch managed properties will be checked yearly by the relevant contractor.
-Fire Alarms. Will be inspected twice yearly  by an appropriately qualified contractor and their findings recorded in the Safety Testing log kept on site. Modification, alterations etc will be notified to Latch by the contractor and appropriate action will be instigated. Confirmation of contractual arrangements will be recorded in the Safety Testing File.
-Smoke detectors. Will be checked quarterly by the staff team and their findings recorded in the Safety Testing file. 

-Fire Blankets. Will be checked yearly the staff team and their findings recorded in the Safety Testing file.
3. Houses in Multiple Occupation, (HMO)

Latch currently manages two HMO and with regard to Health and Safety manages these properties in line with Management of Houses in Multiple Occupation Regulations 1990 and Leeds City Council Regulations.

These regulations relate to:

· Categories of HMO

· Standards of fitness

· Space standards

· Amenity requirements

· Design standards

· Fire safety

· Occupancy control

· Overcrowding

· Management regulations

For further details see appendix 1: Houses in Multiple Occupation.

4. First Aid Provision and Accident Reporting
The First Aid procedures at Latch follow the regulations in the health and Safety (First Aid) Regulations 1981.

At the office and during site based activities the Latch staff will be responsible for maintaining:

a) Accident/incident report forms are kept in each of the First Aid Boxes in the Latch site vehicles and are to be taken on to site by staff when undertaking site work. In addition forms are kept in the office Accident Book folder. The office accident book is located on the shelve in the front office on the top floor. All accidents, however minor that cause an individual to have to stop working for a period should be recorded in the official accident book B1510 under the supervision of a member of the LATCH staff team or a suitably competent person designated by a member of the LATCH staff team.

b)  A first aid box containing the following items:

· a first aid guidance card

· individually wrapped sterile adhesive dressings

· sterile eye pads and attachments

· bandages

· an assortment of sizes of un-medicated dressings

· safety pins and small pair of scissors

· disposable plastic gloves

The ‘office’ First Aid box is located in the front office mounted on the wall.

Anyone using anything from the First Aid Boxes must tell a member of the LATCH staff team who will ensure that items used are replaced.

c)  A spillage kit containing:

: Disposable latex gloves (various sizes)

: Rubber household gloves

: Disposal plastic aprons

: Disposal cleaning cloths

: Large disposable plastic bags - yellow, for contaminated waste

: Household bleach (for dilution - 9 parts water, 1 part bleach)

: Padded gloves, for handling of 'sharps'
: A proprietary 'sharps' container

: Tongs and tweezers

The ‘office’ Spillage kit is in the kitchen at the LATCH office in the cupboard

Under the sink. The site Spillage kits are in the cellar and are to be taken to site as 
required.

Anyone using anything from the Spillage Kits must tell a member of the LATCH staff team who will ensure that items used are disposed of appropriately and replaced.

Appropriate numbers of staff should receive some training in first aid
although there is no requirement for a formal first aid certificate where less
than 50 employees are working in the same premises. It is good practice
for teams to be aware of the identity of designated first-aiders employed by
others who share the same premises.

FIRST AIDERS -
all members of the LATCH staff team are trained and qualified

Appointed First Aiders. The members of the LATCH staff team, R. Morton, 
J. Hartley, D. Greaves, J Gruettner, Simone Stapleton, J Holden and Nasreen Akhtar 
can be contacted on the office telephone number of on individual mobile numbers, 

these are displayed in the offices.

RIDDOR.

The Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 1995 (RIDDOR) require employers to report certain types of
injury, occupational ill-health and dangerous occurrences to the:
Incident Contact Centre

Caerphilly Business Park 
Caerphilly
CF83 3GG
Tel: 0845 300 9923

Fax: 0845 300 9924

riddor@natbit.com
www.riddor.gov.uk
www.hse.gov.uk
There are four circumstances in which injuries and incidents have to be notified to the Incident Contact Centre, (ICC), these depend on the severity and their potential for harm:

- if someone dies or suffers a major injury, such as a broken leg, amputation, electric shock or poisoning

-if there is a dangerous occurrence, such as fire or explosion that stops work for more then 24 hours

-where an employee is off work with an ‘over three-day injury’. The employer must notify within 10 days.

-as soon as possible for work related diseases.
Notification of reportable diseases
Where a person at work suffers from a reportable disease and the work
involves a specified activity, the employer should immediately send a
written report to the enforcing authority. This will be required only if the
employer receives a written diagnosis of the disease made by a doctor, and
the ill employee's current job involves a specified work activity. The list of
reportable diseases has been updated under RIDDOR 95 to bring it in line
with the prescribed list for industrial injury benefit and now includes
repetitive strain injuries.

The reportable disease and specified work activities which are most likely
to affect the supported housing sector are:

· Hepatitis - work involving exposure to human blood or human blood
products or any source of viral hepatitis

· Tuberculosis - work with people or with any other material which
might be a source of infection.

Any incident should be recorded in the accident book and a full analysis and report be written with regards to the circumstances of the incident. This information will be used to review and evaluate existing procedures.

Reporting of any incidents will be the responsibility of a member of the LATCH staff team. Any incident that requires official notification should also be brought to the attention of the LATCH management committee who can be contacted via the LATCH office. LATCH will also monitor these records so that information on causes and trends can be obtained and acted upon.

5. Medicine and Drugs.

Tenants must take responsibility for storing and administering their own medication. Staff involvement in this area is limited to objectives which promote the independence and self-sufficiency of tenants and advice about sources of appropriate professional help.

6. Passive Smoking.
All work areas of Latch will be maintained as non-smoking areas. 

Smoking in non-smoking areas will be regarded as behaviour that will be challenged. Persistent refusal to comply with the provisions of the policy will be regarded as a disciplinary offence. The expectation is that the policy applies to visitors and tenants as well as staff. 

Within shared housing schemes, the desirability of limiting environmental tobacco smoke, (ETS), should be balanced with the personal freedom of tenants living in their own home. Where possible, full consultation with residents should take place with a view to agreeing a voluntary code of behaviour appropriate to communal areas.

With regard to support workers visiting service users in there own homes, workers have the right to ask that the service user not smoke in there presence. However, they do not have the right to insists on this. If the service user insists on smoking then the worker in the first instance can offer to re-locate the meeting to a non-smoking environment such as the Latch office or a Latch vehicle. If this is not acceptable or practical then the support session can be cancelled and alternative arrangements made. If in the unlikely circumstances that the service user insists on smoking and on meeting only in their own home then the support service may be withdrawn after consultation within the staff team. Details of all discussion on the matter will be provided to the service user.

7. Electrical and Gas Appliances.
a)   Electrical systems with buildings
Latch staff are responsible for ensuring these are checked every ten years, 
in line with IEE Regulations. This will involve engaging a competent electrical contractor. Records of this inspection are to be kept in the Safety Testing file and the relevant paper work in the individual property file.
b)  Maintenance and use of portable electrical equipment
Simple common sense rules will reduce the risk of injury or death from electric shock
both in residential and office premises. In particular, staff should check:

· Worn, frayed flex

· Cracked, hot, blackened plugs

· Broken/blackened sockets

· Electrical points overloaded with adapters

· Portable electric appliances in bathrooms

· Water near electricity

· Electrical equipment that sparks, overheats

· Thermostats on irons or kettles which do not work

· Emergency lighting

The use of extension leads and multiple adapters should be kept to the minimum feasible.  Always use the nearest power outlet to where you are working provided it is safe to do so.  If you have no option but to use a multiple adapter take care to ensure you are not overloading the power outlet.

All portable equipment supplied by Latch Ltd employees should
be checked by a competent person every 12 months. Such testing will
also apply to any items supplied and owned by staff, with the understanding that they
should be immediately removed if they test unsafe. In relation to residents' own
property, a visual check along the lines of the above checklist is sufficient and
problems addressed immediately.

c) Gas escapes

Any member of staff suspecting a gas leak of any sort should telephone the
emergency service of the local Gas Company and, if necessary, evacuate the
building, ensuring that cigarettes are extinguished and light switches not used.

No cylinder gas bottles will be used by the Project in appliances provided to
occupied premises. In the event that tenants obtain their own bottled gas
appliances, advice should be issued in relation to any requirements of landlords
(e.g. in multi-storey flats).

d)  Maintenance of Gas Appliances
· Under the Gas Safety (Installation & Use) Regulation 1994, Latch Ltd is responsible for annual safety checks by a CORGI registered contractor maintaining records and making these available to tenants on request. An advisory leaflet detailing landlord’s responsibilities in this area is attached at Appendix B.

8. Staff Safety Policy
The Project recognises that there is a potential risk of violence towards its staff and has therefore prepared a detailed separate Staff Safety policy which should be disseminated to all employees and included in the induction process for new staff.

9. Risk Assessment Policy
The Project recognises that there is a need to consider the potential risk posed to staff and others with regard to the full range of Latch activities has therefore prepared a detailed separate Risk Assessment policy. This should be disseminated to all employees and included in the induction process for new staff.

This policy identifies each main work operation, summarises the associated hazards and sets out the steps required to conduct a risk assessment:

· Identify potential harm

· Who might be harmed

· Is the risk adequately controlled

· What further action is required to control the risk

· Review the risk assessment

10. Display Screen Equipment

Latch will ensure that it complies with Health and Safety (Display Screen
Equipment) Regulations 1992.

The Association will make provision for visual screening tests/sight tests:

· Every 2 years.

· Upon commencement of employment for DSE users.

· Upon demand, where the person experiences visual difficulties that are reasonably

believed to be caused by work on DSE.

Where special corrective spectacles are prescribed specifically for work with DSE, these will be provided free of charge. Only the basic cost will be met. Designer frames, tinted lenses or glasses for any other purpose than DSE work are not Latch’s responsibility.

With regard to breaks for DSE users, the following guidelines should be followed:

1. Breaks must allow users to vary their posture.
2. Breaks should be taken before fatigue occurs, i.e. timing is more important than

length of break.
3. Breaks should be included in working time and not lead to a higher pace or

intensity of work.

4. Short, frequent breaks are better than occasional, longer ones. For example, a five

minute break after one hour is better than ten or fifteen minutes after two hours.

5. Breaks should be away from the screen if possible.

6. Informal breaks on other tasks are better than rest breaks.

11. Visitors

All contractors and visitors should be escorted from the front door and taken to the person they are due to meet. Any person meeting a contractor or visitor has the following responsibilities:-

1. Ask them to sign the ‘signing in’ book.
2. To bring to their attention the appropriate parts of this Health and Safety Policy in relation to the task they are to undertake. 

3. Indicate a member of the staff team to whom any accident should be reported.

4. Indicate escape routes and procedures for evacuating the building in the event of a fire.

12. Contractors.
Contractors being paid to undertake contracts on LATCH premises have an obligation to ensure that they work in a safe and healthy manner in accordance with this policy. 
All contractors will be briefed with regards to this policy and discussions will take place with regard to the need for written method statements and risk assessments. It is envisaged that in most instances contractors will ‘control’ the risk associated with their work. However, on occasion, and as necessary, Latch will request written assessments of risk and statements of safe working methods. These must be handed to a member of the LATCH staff team for inspection before any work will be allowed to begin. Help can be given to contractors in the production of these. 

If works come under the remit of the Construction, Design and Management Regulations 2007 the procedures followed will be those set out below under CDM 2007.

Contractors are responsible for the provision of their own Personal Protective Equipment appropriate to the task they are undertaking and in accordance with current legislation.

13. House Keeping and Premises.

CLEANLINESS

LATCH premises are the responsibility of all those using the premises. Any mess made during the performance of a task by any person or persons shall be cleared up at appropriate intervals to ensure a clean and safe working environment is maintained at all times. The kitchen shall be thoroughly cleaned and wiped down once a day and the bathroom once a week. A member of the LATCH staff team shall assign people to these duties on a rota basis.

WASTE DISOSAL

Any refuse created during the performance of a task by any person of persons shall be placed in the bins provided. Any items too large for the bins shall be bagged if possible and stored in a safe area (if you are unsure, ask a member of the LATCH staff team) until they can be transported to the municipal refuse tip.

SAFE STORAGE

All tools, equipment and materials shall only be stored in designated areas with safety a priority at all times. The storage of any materials or substances hazardous to health shall be kept to the absolute minimum and if found necessary, only with the full knowledge and consent of a member of the LATCH staff team after the appropriate COSHH risk assessments and control methods have been completed.

14. Control of Substances Hazardous to Health (COSHH)
LATCH is committed to ensuring the safety of all staff, volunteers, tenants, contractors and members of the public according to the Control of Substances Hazardous to Health (COSHH) 2002 regulations. 
LATCH recognises that hazardous substances used on projects could potentially harm the health of anyone exposed to them.  LATCH are therefore committed to protecting individuals against these health risks by undertaking the necessary COSHH assessments and through  the use of personal protective equipment and clothing (PPE), use of signs and warnings etc.  

To achieve this Latch will designate and train a COSHH assessor who will:

· Approve all purchases of hazardous substances.

· Undertake COSHH assessments on substances

· File all assessments with Manufacturers Safety Data Sheets in the Health and Safety and Site Folders.

· Make all assessments available to staff, volunteers and contractors as required

· Ensure all assessments are reviewed annually or in circumstances of use changes.

· Ensure safe storage of substances. 

15. Tools and Equipment

· PERSONAL PROTECTIVE EQUIPMENT

LATCH is responsible for the provision of Personal Protective Equipment (PPE).  Individuals will be instructed in the proper use of such equipment and it is their responsibility to follow the instructions given.  Any faults or suspected faults with the PPE you have been issued with should be reported to a member of the LATCH staff team immediately.  If you have any doubts about PPE please speak to a member of the LATCH team before you start work.

· POWER TOOLS

1. No individual shall be permitted to use any power tool until they have received a demonstration from a member of the LATCH staff team or other suitably competent person designated by a member of the LATCH staff team.

2. Once authorised to use power tools it is the individual’s responsibility to inspect the tool, cable and plug for any signs of damage or malfunction before use.  If in doubt, DO NOT switch on the power.  Any fault or suspected fault should be reported to a member of the LATCH staff team immediately or as soon as it is possible to do so.

3. When shown how to use a power tool, individuals will also be shown the necessary Personal Protective Equipment (PPE) that should be worn during its use.  All necessary PPE will be provided by LATCH at Latch’s expense.  It is the individual’s responsibility to wear all PPE provided in the proper manner whilst using a power tool.

· WORKING AT HEIGHTS

1. No individual shall work at height from a ladder, step ladder, platform, scaffold or other structure without prior authorisation from and supervision by a member of the LATCH staff team or other suitably competent supervisor designated by a member of the LATCH staff team.

2. Any structure provided by LATCH for working at height shall be inspected by a member of the LATCH staff team or by a suitably competent person designated by a member of the LATCH staff team prior to its use at the beginning of each working day and each time the structure is subsequently moved during that working day.

3. Whilst working at height it is the individual’s responsibility to ensure that they carry out their work in a safe and healthy manner in accordance with the instructions given to them.  Individuals should be constantly aware of the hazards they are creating whilst working at height and act to minimise them.  Never assume that it is safe, the duty of vigilance rests with the individual under the supervision of a member of the LATCH staff team or suitably competent supervisor designated by a member of the LATCH staff team.

· MANUAL HANDLING

LATCH recognises that the incorrect manual handling of items poses a serious risk of injury.  No individual shall attempt to life any potentially heavy or awkward item without the supervision of a member of the LATCH staff team suitably competent person designated by a member of the LATCH staff team.  Such lifts should only be attempted after the completion of a manual handling risk assessment by a member of the LATCH staff team.  Individuals shall work towards minimisation of risk associated with manual handling at all times using suitable equipment and methods under the guidance and supervision of a member of the LATCH staff team or a suitably competent person designated by the LATCH staff team.

16. Construction Design and Management (CDM) Regulations 2007
CDM 2007 is made up of 5 parts. Part one concerns the regulations and definitions. Part 2 covers the duties that apply to all construction projects. Part three contains additional duties that apply to ‘notifiable’ projects, those lasting more then 30 days or involving more then 500 person days of construction work. Part four concerns the practical requirements for all construction sites, part 5 the transitional arrangements and revocations.

In complying with CDM 2007 Latch will be responsible for all of the legal duties associated with the six categories of duty holder. On some projects, such as Decent Homes Works the duties will be those in some instances of client only, Sometimes client and contractor. On other occasions Latch will be client, CDM co-ordinator, designer, principal contractor and workers. (See appendix for details of the definition and duties of these duty holders and other CDM information).

Key duties are determined by whether the project work needs to be notified. This is required if the work last 30 days or involves more then 500 person days of construction work. 

If the project is notifiable then Latch will be required to appoint or train a CDM co-ordinator. Following their appointment the CDM co-ordinator is required to send notification, using the F10 form, to the HS office covering the construction site. For the Leeds area this is:

Marshalls Mill
Marshall Street
LEEDS
LS11 9YJ 
Fax No: 0113 283 4382 (general enquiries)
Fax No: 0113 283 4296 (completed F10 forms)

In addition Latch will be responsible for developing the Pre-Construction Health and Safety Information document and a Construction Health and Safety Plan. This latter will contain all the relevant project specific Health and Safety information and clarify the roles and duties of all parties. At the completion of the project Latch will compile the Health and Safety file for the particular property.
Competence is a key element of the regulations and is used to ensure that all duty holders are competent to perform the duties associated with their role.  Competence is based on those involved having sufficient competence and experience to carry out the tasks required of them. Latch will assess this with regards itself and external organisations in accordance with the guidance provided in the Approved Code of Practice, (AcoP). 

Assessment details will be kept in the CDM project Health and Safety File. 

17. Training

LATCH recognises its responsibility to ensure that any staff member, self-builder, tenant or volunteer carrying out any task for LATCH has been trained to the level of competence necessary to perform that task safely.  When the level of competence necessary to train others is lacking amongst LATCH personnel, LATCH will call in outside competent trainers or send LATCH personnel on recognised training courses from certified training providers.  In addition a resource library of HSE Guidance Notes and other Health and Safety publications is available for reference at the LATCH office.  Additional copies of these materials will also be kept in the site office of any project falling under CDM (Construction, Design and Maintenance) Regulations.  

FURTHER ADVICE is available from the Health and Safety Executive:

Health and Safety Executive

Marshalls Mill

Marshall Street

Leeds

LS11 9YJ

Tel: 0113 283 4200

Joint Consultation
In discharging its duties under the relevant legislation. Latch is committed to
regular consultation on health and safety issues. This will include consultation with employees, management committee members, volunteers and tenants as his applicable. Once assembled this group will seek guidance from Unison Health and Safety Officer.  

These consultations will consider the following issues:

a) Investigation of potential hazards and examination of the causes of accidents in the work place.

b) Investigation of complaints by any employee relating to that employee's health safety or welfare at work.

c) Making representations to the employer on matter arising from the above
investigations, and on general matters of which they or their members become aware.

d) To carry out inspections of the workplace, normally at intervals of three months, i.e. four times per year.

e) To investigate notifiable accidents or dangerous occurrences.

f)   To inspect and take copies of any document which the employer is required to    keep by virtue of any "relevant statutory provision" (defined in Section 53 of HSW Act 1974) other than personal health records.

g) With regard to consultations with inspectors of the Heath & Safety Executive or any other enforcing agency.

h) To receive information from such inspections, in accordance with Section 28(8) of
the HSW Act 1974.

18. Health and Safety Audit

Health and Safety audits will be undertaken in line with the following arrangements using the appropriate  Health and Safety report form,  (see safety tests file):

Properties and Offices: conducted yearly by repairs and maintenance staff

Electrical appliances: conducted yearly by repairs and maintenance staff.

Electrical Systems: conducted every 10 years by a qualified electrician.

Gas appliances: conducted yearly by a Corgi registered plumber.

Fire alarms: conducted twice yearly by a qualified electrician.

Smoke alarms: conducted twice yearly by tenant link worker.

Fire extinguishers; conducted yearly by Chubb engineer.

Fire blankets: conducted yearly by link worker.

Display Screens: conducted yearly by Latch staff.

19. Review of Policy

The Latch Health and Safety policy will be reviewed every 3 years by a group of Latch members selected by the Latch staff team. This group will seek to involve, staff members, management committee members, Latch tenants and Latch volunteers. The review will seek to update the policy in line with legislative developments and best practice and will draw upon Health and safety reports done during the period prior to the review.
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