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Health and Safety Policy
Objectives of the Policy

Age Concern’s main objectives in developing and implementing this policy are to:

° prevent accidents and cases of work-related ill health by managing the health and safety risks in
our activities

° promote reporting and analysis of near-miss incidents and taking action to prevent accidents
occurring

° provide clear instructions and information, supervision and adequate training, to ensure
volunteers are competent to do their work

° ensure there are sufficient provisions for first aid

° implement emergency plans and procedures which are rehearsed and accessible to all
colleagues to enable evacuation in case of fire or other significant incident

° promote zero tolerance to violence and aggression towards our volunteers, clients and

Orbit staff

° maintain safe and healthy working conditions, provide and maintain equipment and machinery,
and ensure safe storage and use of hazardous substances

° implement a monitoring and reporting process to ensure volunteers are adhering to health and

safety procedures.

Part One - Lunch Clubs

1.1 Division of Responsibilities

Part One of this policy relates to Age Concern’s lunch clubs which take place in premises managed by
Orbit. Orbit's Health and Safety Policy makes clear that they have responsibility for safeguarding their
employees and those likely to be affected by their activities against Health and Safety Risks. We should
therefore be mindful of the need to comply with any safety requirements set by Orbit.

1.2  Orbit’s responsibilities for safety within the building and entrances include:

maintenance of paths, steps and ramps

maintenance of lighting, including lighting of emergency exits

rainwater matting to minimise slipping

maintenance of permanent fixtures eg furniture and storage (but excluding Age Concern’s property)
maintenance of internal flooring, handrails on steps and safety glass in doors

asbestos surveys and safety

safety of the water supply (Legionella), including cleanliness of the dishwasher

cleanliness of communal areas

fire risk assessments, evacuation plans, alarms, drills, safe escape routes, maintenance of firefighting
equipment, training in its use and safe storage of combustible materials

Responsibility for all these issues is set out in Orbit’'s Health and Safety Policy.

1.3 Age Concern is therefore responsible for:

o food safety matters
e kitchen safety



1.4

1.5

1.6

1.7

compliance with Orbit’s fire procedures

compliance with Orbit’s guidance/procedures relating to entry and exit and movement around the
building

maintenance of Age Concern’s equipment

compliance with our Safeguarding Policy

reporting of all health and safety concerns

General responsibilities

Age Concern’s Trustees are responsible for developing and overseeing the implementation of this
policy and for following up any concerns raised.

Lunch club co-ordinators are responsible for ensuring safety measures are communicated to volunteers
and for reporting any concerns either to the Orbit managers or the Age Concern Trustees — as
appropriate.

All volunteers share responsibility for behaving in line with the safety measures set out below and for
reporting any concerns to the lunch club or trip coordinators.

These responsibilities will only apply while Age Concern is using the buildings — with the exception of
ensuring the safety of any appliances to be used by other hirers.

First Aid

Co-ordinators should ensure that First Aid kits are present, are annually audited and replenished where
necessary. The First Aid kits contain blue plasters and burns treatment. Minor treatments can be given
in situ. Depending on the seriousness, other treatments, should be dealt with either at the nearest
minor injuries unit, or if this is not possible, by dialling 999, making the patient comfortable and
administering any first aid urgently required, for example to stop bleeding.

There are defibrillators in both buildings. In Rainbow Fields it is in the foyer by the main entrance. In
Stour Court it is on the wall between the 2 toilets. These can be used by any competent person.

Food safety

All cooks and food preparers should have a current Food Hygiene certificate and ensure that best
practice is followed.

Cooked food temperatures and freezer opening and closing temperatures should be taken and
recorded in the black file.

Everyone handling food should wash their hands with soap and dry them with paper towels.
Use-by dates on all food should be checked regularly and out-of-date food discarded.

All food must either be provided from reputable suppliers or prepared ‘on-site’.

Coordinators should ask new clients for details of any food allergies and record this information.
Appetito meals are marked so that allergens can be checked.

Kitchen safety

Trustees are responsible for the maintenance of all electrical equipment belonging to Age Concern,
including ensuring electrical safety checks are carried out at the required intervals.

All food preparation surfaces should be cleaned with disinfectant spray before and after each meal.
Dining tables should be cleaned at the end of each session. Disinfectant spray must be BSEN1276
standard.

Food waste should be collected in waste bags and disposed of in the food waste bins outside at the end
of each session. Dry waste and recycling should be disposed of in the bins/bags provided and taken to
the bins outside at the end of each session.

Sharp knives should be stored in the safe — sheathed where appropriate.

Volunteers should wear Age Concern provided aprons, should tie back long hair and should not wear
open-toed shoes.

Volunteers should not attend the lunch clubs if they are unwell.

The Expelair should be used to prevent the build-up of steam.

Spillages should be cleaned up immediately.



e Dish clothes and scrubbers should be used for one session only and either disposed of or laundered at
the end of each session. All used tea towels should be taken to the laundry at the end of each session.

e \olunteers should move carefully in both the kitchen and dining areas, particularly when carrying hot
food.

e No coats or personal bags should be stored in the food preparation area.

e Co-ordinators should ensure that all appliances are turned off at the mains at the end of the session and
should also make sure that windows are closed and all lights turned off.

e Opening and closing checks required by Environmental Health are now in place and must be
maintained.

1.8 Fire Safety

e Trustees should ensure that the building fire procedures are known by all coordinators and volunteers
and that Orbit’s procedures for signing in and out of the building are followed

e Orbit’'s Fire Safety Procedures are prominently displayed in both buildings: by the lift in Rainbow Fields
and in the entrance hall of the communal building at Stour Court. There is also a copy on the front of
Age Concern’s black folders in both locations and on kitchen walls.

e Fire alarm testing takes place at noon on Wednesdays in Stour Court and on Thursdays at 3.30 in
Rainbow Fields.

e Lunch Club coordinators should ensure that they and all volunteers are aware of fire exits in both the
communal areas and the kitchens and of the assembly points — in the car park of both buildings.

e Standard fire safety instructions would include: on discovering a fire an alarm should be raised,
everyone should leave the area; doors and windows should be closed. Once in the assembly points no
one should re-enter the building until cleared to do so by Orbit managers or Fire and Rescue officers

Additionally:

e Coordinators must ensure that an accurate list is kept of all those present at the lunch. This should be
taken out of the building so that checks can ensure that everyone is accounted for. Clients should not
be allowed to return to their rooms to await evacuation.

e Volunteers should ensure that fire exits are not obstructed by bags or mobility aids.

e On hearing an alarm, volunteers should leave immediately without collecting personal belongings, but, if
possible, all appliances should be switched off so that food is not left to burn.

e Fire doors should not be propped open.

e There are fire blankets and extinguishers in the kitchen. Coordinators will decide whether it is safe to
use fire blankets to extinguish any fire caused by burning food.

e Coordinators are also responsible (together with Orbit’'s managers if present) for ensuring that both
volunteers and clients evacuate promptly and in an orderly manner.

Part 2 — Trips
2.1 Division of Responsibilities

Responsibility for Health and Safety on trips is again split between Shipston Link who provide vehicles and
Age Concern as trip organisers.

2.2 Shipston Link Responsibilities

e Shipston Link will be responsible for the safe maintenance of the vehicles used, including the provision
of working seat belts and safe steps into the vehicles.

2.3 Age Concern Responsibilities

e The Age Concern trip co-ordinator will ensure that clients understand that trips are taken at their own
risk and will limit participation in the trips to ensure that clients are:
o Able to get on and off the bus independently
o Able to function cognitively so that they are aware of their surroundings and in control of their
finances. Carers and family members must accompany any client in need of assistance.
e All volunteers share responsibility for behaving in line with any safety requirements and for reporting
any concerns to the trip coordinator.



