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1. Policy Statement 

Sustainable Merton is committed to ensuring, so far as is reasonably practicable, the 
health, safety and welfare of all employees, volunteers, service users, visitors and 
members of the public affected by our projects and activities. 

In order to meet our obligations, we will: 

●​ Comply with all relevant health and safety legislation and guidance 
●​ Identify, assess and control risks arising from our work 
●​ Provide and maintain safe equipment, working environments and systems of work 
●​ Provide appropriate instruction, training, supervision and information 
●​ Provide, so far as reasonably practicable, suitable welfare facilities and 

arrangements 
●​ Maintain a proactive approach to health and safety management across all 

activities 
●​ Consult employees and volunteers on health and safety matters 
●​ Maintain effective accident reporting and investigation systems and report 

significant matters to the Board of Trustees 
●​ Promote a positive culture of health, safety and wellbeing 

Health and safety is a shared responsibility. All staff, volunteers and trustees are 
expected to support and uphold this policy. 

2. Responsibilities for Health and Safety  

Sustainable Merton is committed to providing a safe and healthy environment for all 
employees, volunteers, service users, visitors, and members of the public. 

Health and safety is a shared responsibility. Everyone involved in our activities has a duty 
to work safely and to support the effective management of health and safety risks. 

2.1 Board of Trustees 

The Board of Trustees has overall responsibility for health and safety governance and 
will: 

●​ Approve and review this Health and Safety Policy 
●​ Ensure adequate resources are allocated for health and safety management 
●​ Receive regular reports on health and safety performance 
●​ Monitor compliance with legal requirements 
●​ Provide strategic oversight of risk management 
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2.2 Chief Executive Officer (CEO) 

Overall executive responsibility for health and safety rests with the Chief Executive 
Officer. 

The CEO will: 

●​ Ensure this policy is implemented and maintained 
●​ Appoint competent persons to manage health and safety 
●​ Ensure suitable arrangements are in place for risk management 
●​ Report significant health and safety matters to the Board 
●​ Promote a positive culture of health, safety and wellbeing 

2.3 Managers and Project Coordinators 

Managers and Project Coordinators have day-to-day responsibility for implementing this 
policy within their areas of work. 

They will: 

●​ Ensure safe systems of work are in place 
●​ Complete and review risk assessments 
●​ Identify and control hazards 
●​ Provide appropriate supervision and instruction 
●​ Ensure staff and volunteers receive relevant training 
●​ Monitor compliance with safety procedures 
●​ Investigate incidents and near misses 
●​ Take corrective action where required 

2.4 Employees and Volunteers 

All employees and volunteers have a duty to take reasonable care of their own health 
and safety and that of others who may be affected by their actions. 

They must: 

●​ Keep work areas clean, tidy, and free from tripping hazards 
●​ Identify hazards, assess risks, and remove hazards where safe to do so 
●​ Report hazards promptly to their manager or project coordinator 
●​ Pay particular attention to risks such as: 

○​ Damaged equipment 
○​ Unsafe storage 
○​ Obstructions 
○​ Defects in buildings or furniture 
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●​ Work safely and efficiently at all times 
●​ Follow all safety procedures and management instructions 
●​ Use equipment and protective equipment correctly 
●​ Refrain from undertaking tasks for which they are not trained 
●​ Report all accidents, near misses, and dangerous situations 
●​ Review and follow health and safety guidance provided 

2.5 Cooperation and Shared Responsibility 

Sustainable Merton recognises that effective health and safety management depends on 
cooperation at all levels. 

All staff, volunteers, trustees, and contractors are expected to: 

●​ Cooperate with management and the Board 
●​ Support the implementation of this policy 
●​ Contribute to continuous improvement 
●​ Raise concerns without fear of reprisal 
●​ Act responsibly to protect themselves and others 

Failure to comply with health and safety requirements may result in appropriate 
management action. 

3. Arrangements for Health and Safety 

The Health & Safety at Work etc. Act 1974 places a duty on employers to ensure, so far as 
is reasonably practicable, the health, safety and welfare of employees and others who 
may be affected by the actions of the organisation. Health and safety legislation applies 
to everyone involved in the organisation, including employees, volunteers, beneficiaries, 
service users, trustees, and visitors. 

In accordance with this legislation, Sustainable Merton will ensure that: 

●​ A signed and dated Health and Safety Policy is in place, confirming who takes 
ultimate responsibility for health and safety and how arrangements are managed. 
This Policy will be reviewed annually. 

●​ A copy of the Health and Safety Policy is available electronically. 
●​ All staff and volunteers are informed of the Health and Safety Policy at induction 

and its contents are reinforced regularly. 
●​ All staff and volunteers confirm that they have read and understood the Health 

and Safety Policy. 
●​ All employees and volunteers are provided with a copy of the Health and Safety 

Law leaflet. 
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●​ A copy of Sustainable Merton’s Employer’s Liability Insurance certificate is 

available electronically. 
●​ Employees and volunteers are regularly consulted on health and safety matters. 
●​ Regular risk assessments are undertaken, including assessments for lone 

working, home working, and the storage and disposal of cleaning materials. 
●​ Special risk assessments are undertaken for people under 18 and for women who 

are pregnant or breastfeeding. 
●​ A copy of all site-specific Risk Assessments will be available on site. 
●​ Fire procedures are identified and communicated for all venues used for delivery. 
●​ Computer workstations are assessed and eyesight tests are provided for 

employees where required. 
●​ Manual handling risks are assessed and staff are provided with appropriate 

training where lifting forms part of their role. 
●​ All working environments and venues used are maintained, so far as reasonably 

practicable, in a clean, tidy, and orderly condition. 
●​ Appropriate first aid provision will be available at all activities, venues, and work 

locations. 
●​ An Accident Book is maintained at all venues, in which all accidents and incidents 

are recorded, however minor. Incidents resulting in absence of more than seven 
days are reported in accordance with legal requirements. 

●​ Health and safety is included when planning training, whether formal or informal.​
 

3.1 Risk Assessments 

Sustainable Merton will complete a risk assessment for all activities and events for which 
it is the lead organiser. For repeating or regular activities, risk assessments will be 
reviewed annually or when working conditions change. 

Where Sustainable Merton is not the lead organiser, it will check that a suitable risk 
assessment is in place and retain a copy. 

The project manager or coordinator for each activity will ensure that all volunteers are 
aware of the risk assessment and that it is available for review on site. 

A template risk assessment is provided in Appendix 1 of this Policy. 

3.2 Training 

Sustainable Merton will provide health and safety induction for staff and self-employed 
workers and deliver further training where appropriate. 

Project managers and coordinators will provide relevant training to volunteers involved in 
their projects and activities. 

6 



 
Where necessary, Sustainable Merton will provide personal protective equipment. 

Suitable arrangements will be maintained for employees who work remotely (see 
Section 3.8). 

Project managers and coordinators will remind new employees and volunteers of their 
responsibilities for personal health and welfare (see Section 2). 

3.3 Fire 

All staff and volunteers are responsible for being aware of fire hazards, knowing how to 
contact the emergency services, and knowing the location of fire exits and assembly 
points. 

Fire procedures will be identified and communicated for all venues used for delivery. 

3.4 First Aid 

Appropriate first aid provision will be available at all activities, venues, and work 
locations. 

A record of all first aid treatment will be kept in the Accident Book, which will be stored 
with the first aid box. 

First aid boxes will be checked and replenished annually, or following use, by the project 
manager or coordinator. 

3.5 Manual Handling 

Manual lifting should be avoided wherever reasonably practicable. 

Staff and volunteers should not attempt to lift heavy or awkward loads that could be 
divided into smaller quantities. Assistance should always be sought where required. 

When team lifting is undertaken, instructions should be given by one designated person. 

Any member of staff or volunteer experiencing strain should stop immediately and 
record the incident. 

Mechanical aids, such as trolleys, must be used where available. 

Manual handling guidance will be provided to new staff and volunteers where relevant. 

3.6 Personal Safety and Lone Working 
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Public-facing activity refers to work involving interaction with members of the public. 

Non-public-facing activity refers to work involving only staff and volunteers. 

Volunteers should not normally work alone during public-facing activities unless a 
specific risk assessment has identified appropriate controls. 

Staff working alone during public-facing activity will be provided with emergency 
contact details. 

Staff and volunteers working alone during non-public-facing activity must not allow 
access to casual visitors without appointment and will be provided with emergency 
contact details. 

Up-to-date contact details will be maintained for all staff and volunteers who may work 
alone. 

Staff or volunteers carrying money have the right to be accompanied. 

All incidents of aggression, violence, or threats to personal safety must be reported and 
recorded. 

3.7 Health at Work 

Staff and volunteers working outdoors are responsible for maintaining appropriate 
tetanus vaccination. 

Staff and volunteers should inform colleagues and managers of any medical conditions 
or allergies that may require urgent treatment. 

Sustainable Merton will take reasonable steps to prevent and manage work-related 
stress. 

Responsibility for reducing stress lies with both the organisation and its staff and 
volunteers. 

Resources and training will be provided to support wellbeing and stress management. 

Staff experiencing stress are encouraged to discuss concerns with their manager or the 
CEO at an early stage. Reasonable support will be provided where practicable. 

3.8 Facilities, Display Screen Equipment, and Remote 
Working 

Venue Facilities 
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Where possible Sustainable Merton will ensure that the following facilities are available 
at the venue we use: 

●​ Toilet and washing facilities 
●​ Drinking water 
●​ Secure storage 
●​ Rest and meal areas 
●​ Adequate ventilation and temperature 
●​ Suitable lighting 
●​ Appropriate workstations and seating 
●​ Clean waste facilities 
●​ Safely maintained windows 

Display Screen Equipment 

DSE training will be provided for all staff - staff should follow the guidance provided and 
notify their manager if adjustments are required. 

Where reasonably practicable, Sustainable Merton will provide or support access to 
suitable DSE equipment and workstation arrangements. 

Workers will be advised to take regular breaks, provided with eyesight tests where 
requested, and given appropriate training. 

3.9 Health and Safety of Children and Young People 

Sustainable Merton recognises the importance of managed risk in children’s and young 
people’s activities. 

Staff and volunteers responsible for young people have a duty of care consistent with 
that of a reasonable and prudent parent or carer. 

They will: 

●​ Assess risks and supervision levels 
●​ Provide clear instruction 
●​ Review and update risk assessments regularly​

 

4. Health and Safety Checklist 

●​ A signed and dated Health and Safety Policy is in place and reviewed annually. 
●​ A copy of the Health and Safety Policy is available electronically. 
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●​ All staff and volunteers are informed of the Health and Safety Policy during 

induction and its contents are reinforced regularly. 
●​ All staff and volunteers confirm that they have read and understood the Health 

and Safety Policy. 
●​ All employees and volunteers are provided with access to the Health and Safety 

Law leaflet. 
●​ A current copy of Sustainable Merton’s Employer’s Liability Insurance certificate is  

available electronically. 
●​ Risk assessments are undertaken for all projects and activities and reviewed 

annually for repeating activities. 
●​ Special risk assessments are undertaken for people under 18 and for women who 

are pregnant or breastfeeding. 
●​ Computer workstations are assessed and eyesight tests are provided where 

required. 
●​ Manual handling risks are assessed and staff are provided with appropriate 

training where lifting forms part of their role. 
●​ All working environments and venues used are maintained, so far as reasonably 

practicable, in a clean, tidy, and orderly condition. Emergency routes are kept 
clear, trip hazards are removed, and equipment is maintained in good order. 

●​ Appropriate first aid provision is available at activities, venues, and work locations. 
●​ An Accident Book is maintained at all venues, in which all accidents and incidents 

are recorded, however minor. Incidents resulting in absence of more than seven 
days are reported in accordance with legal requirements. 

●​ Health and safety is included in the planning and delivery of training, whether 
formal or informal. 

●​ Employees and volunteers are regularly consulted on health and safety matters. 
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Appendix 1 - Risk Assessment Template 

Risk Assessment 
 
Name of activity: 
 
Location of activity: 
 
Description of activity: 
 
Date(s) and time(s) of activity: 
 
Assessment completed by: 
 
Job Title: 
 
Date of assessment:  
 
Date of assessment review (if repeating activity): 
 

Nature of hazard 
(e.g., transmission of 
infectious illness, 
trips, minor and major 
injury, fire) 

Groups at risk 
(e.g., staff, 
volunteers, 
participants) 

Precautions in place 
(e.g., hand washing, 
location of first aid kit, 
fire procedure) 

Estimation of risk 
-Severity of hazard: Minor, 
Moderate, Extreme 
-Likelihood of event: 
Unlikely, Possible 
-Adequacy of controls: 
Should be “Good” 

    

    

    

    

 
Location of first aid kit: 
 
Responsible person for reviewing contents of first aid kit: 
 
Fire Procedure: 
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Appendix 2 - Accident Reporting Template 

Accident Record Form 
1)​ Details of accident/injury 

 
Date: __________________​ ​ Time: ___________________ 
 
Location: _______________________________________________ 
 
Name of person who had the accident/injury: _______________________________________ 
 
Role with Sustainable Merton): __________________ ____________________________________ 
 
Phone or email of person who had the accident: _____________________________________ 
 
Details of accident/injury:  
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
How did the accident happen (give a cause if you can)?  
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
What steps were taken following the accident/injury? 
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
Name of person completing this form: _______________________________________________ 
 
Role with Sustainable Merton: _______________________________________________________ 
 
Phone or email of person completing this form: _____________________________________ 
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Appendix 3 - Venue Specific Risk Assessment 
 
Location of venue:  
Assessment completed by: 
 
Job Title: 
 
Date of assessment:  
 
Date of assessment review: 
 
Location of first aid kit: 
 
Responsible person for reviewing contents of first aid kit: 
 

Nature of hazard Groups at risk Precautions in place Estimation of risk 

Slips/trips/falls    

Strain or injury from 
using DSE Equipment 

   

Person in need of 
medical attention 
(minor) 

   

Person in need of 
medical attention 
(severe) 

   

Intruders (particularly 
when lone working) 

   

Transmission of 
infectious illness 

   

Strain or injury from 
lifting heavy items 

   

Fire  
 

Procedure in case of fire:  
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