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Health and Safety Policy

Seeds Foundation in its Health and Safety Policy recognises that safety is an essential part of all its activities with the aim to safeguard the health, safety, and welfare at work of all its staff, volunteers, visitors, and prospective beneficiaries so far as it is reasonably practicable. 

With this in mind, members of staff are encouraged to set a high standard for safety by personal example so that prospective beneficiaries and visitors to the organisation take with them an attitude of mind which accepts good safety practice as normal. 

For their part, staff members of Seeds Foundation should conduct themselves in a safe manner, in accordance with the organisation’s Health and Safety Policy and Codes of Practice, copies of which are available at the Administration Office. The following advice represents good safe practice and should be followed by all staff: 
· Make sure you are familiar with the fire procedures in the buildings you use both in the offices and in your place of residence. 

· Always switch off electrical appliances at the main socket after use, not simply on the appliance. 

· All electrical wiring and equipment is tested and checked at regular intervals. Any repairs or modifications must only be made by Seeds Foundation electrical staff or approved agents/contractors. It is an offence to do any modifications or repairs yourself as it may constitute a serious electrocution or fire risk. 

· Electrical circuits should not be overloaded; if in doubt ask for advice. 

· Only proprietary brands of electrical appliances are allowed installation in Seeds Foundation premises. You may be held responsible for any harm which may occur to anyone as a result of equipment you bring into the office. 

· Report any faulty or malfunctioning equipment immediately and ensure that no one else can use it until a repair has been carried out. 
Alarms & Fire Drills
· Make sure that you know where the fire exits are and how to use them. Do not tamper with fire alarms or fire extinguishers. Seeds foundation will hold fire drills at regular intervals; make sure you know the procedure to follow.
Procedures in the Event of a Fire
· On discovering a fire, activate the nearest fire alarm.

· On hearing the fire alarm, leave the building by the nearest available exit (including fire exit doors). Do not use lifts. Staff members are responsible for ensuring that the office or visitors room in which they are responsible is evacuated.

· Go to the fire assembly point at the front main gates. Do not re-enter the premises until told by the controlling officer to do so.
· Conduct head count to ascertain that no one is left behind in the building.
· Arrangements for disabled persons: Wheelchair users above the ground floor should be escorted to the designated refuge points and the organisation’s fire team should be notified immediately.
Accidents & Incidents

· All accidents should be reported to a responsible person in the area where they occur as soon as possible after their occurrence.

· If you see anything that could be of danger to anyone, do not try to deal with it yourself.
Smoking Policy
· With regard to the health and comfort of all members of staff and visitors, smoking is not permitted within the organisation premises. Locate designated smoking points outside of the building.
Responsibilities
· Overall and final responsibility for health and safety is that of the Management Board. Day-to-day responsibility for ensuring this policy is put into practice is delegated to each staff member. To ensure health and safety standards are maintained/improved, the following people have responsibility in the following areas:
Fasal Mir – Equipment
Farooq Mir – Exits, Drills




Competency for tasks and training · Induction training will be provided for all employees by Farooq Mir 
· Training records are kept at the Administration Office
· Training will be identified, arranged and monitored by Farooq Mir





List of First Aiders
Certified First Aider for college – Farooq Mir
		    		     
Certified First Aider for Building – Gerard (Doorman)
                                 






Health & Safety Declaration
General Principles
1. At Seed Foundation, we are committed to giving health and safety the highest priority in all of our activities. We expect staff members, prospective beneficiaries, volunteers, visitors, agents, contractors and other employers who work at SEEDS Foundation to share this commitment by complying with our policies and, where appropriate, our procedures and to understand that they too have legal and moral obligations to themselves and to one another.

2. We are dedicated to ensuring the health and safety of all persons who may be affected by our activities by:
a. Providing, managing and maintaining a study and work environment which are, so far as reasonably practicable, safe and in which risks to health are controlled.
b. Ensuring that the use, handling, storage and transport of items and substances are carried out safely and that risks to health are controlled.
c. Providing the necessary organization, expertise and resource, including communication and consultation, planning, monitoring, inspection and auditing procedures to ensure that there is effective management of health and safety throughout SEEDS Foundation.
d. Ensuring that our staff and any contractors we employ are competent and carry out risk assessments for all the work they control.
e. Providing the information, instruction, training and supervision necessary at all levels to ensure that our staff and visitors are aware of the hazards at SEEDS Foundation, together with the appropriate measures to be taken to protect against these hazards.
f. Giving adequate information on relevant hazards to any persons whose health and safety might be affected by them.
g. Keeping up to date with best practice in relation to health and safety and complying with all relevant legislation and authoritative guidance.
h. Consulting with and involving our staff members and visitors in matters relating to their own health and safety.
3. Where there are no existing organisation policies or guidance, we expect our staff members, visitors and contractors to meet the highest relevant standards and to comply with relevant legislation.  Where no standards exist, we will work with our staff members to develop systems which comply with best practice and eliminate or minimise the risks so far as reasonably practicable.

4. We undertake to continually review and develop our safety management systems, with the overarching aim of conducting our activities in a manner which does not affect the health and safety of any staff, prospective beneficiary, contractors, agents, visitors or members of the public, or adversely affect the environment. 

I and the other members of the Management Board are committed to this Policy and to the implementation and maintenance of the highest standards of health, safety and welfare across the organisation.  We expect every member of SEEDS Foundation to share this commitment and to work together to achieve it.
Sign:						Date:
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