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Health & Safety Policy   
 

This policy statement sets out the Community Development Fund’s (CDF’s) rules on the 

management of the health and safety at work of its employees. 

 

Statement 
CDF regards the management of health and safety as an integral part of its business and as a 

management priority. It is our policy that all activities and work will be carried out in a safe 

manner and we will ensure the health, safety and welfare of our employees and others who may 

be affected by our activities. 

 

Our target is for zero accidents and zero work-related ill health to be achieved by applying 

current best practice in health and safety management. Compliance with current health and safety 

legislation is therefore regarded as the absolute minimum standard acceptable. 

 

Proper management of health and safety issues is seen as an integral part of the efficient 

management of CDF’s activities, and critical to developing the professional culture of CDF 

establishing and maintaining a solid reputation with all of our clients and stakeholders 

 

All employees are expected and encouraged to be proactive on health and safety issues as part of 

the continued development of the health and safety culture of the organisation. 

 

All employees, contractors and sub-contractors are responsible for implementing health and safety 

requirements and are required to cooperate with CDF and their colleagues in implementing the 

policy and shall ensure that their own work is without risks to themselves and others as far as 

reasonably practicable. 

 

CDF will provide appropriate training and make available competent health and safety advice and 

adequate resources including time and money so that legal obligations are met.  

 

Introduction 
CDF’s Health and Safety Policy is an important part of ensuring our working lives are healthy, safe, 

productive and enjoyable.  We believe that accidents can be prevented and that consequential 

injury and personal suffering can be avoided and as such it is our policy to provide conditions 

which ensure the health, safety and wellbeing of staff at work. 

 

Whilst final responsibility for implementing this policy rests with the Chief Executive, every 

member of staff must be aware of the responsibility for health and safety that they bear, too. 
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This policy is administered in accordance with the requirements of the Health & Safety at Work 

Act 1974 and such other legislation, regulations, codes of practice, as may relate to the work of 

CDF, or any particular part of its work, at any time. 

We will: 

 

 provide appropriate instruction, advice and training for staff, aimed at developing an increasing 

awareness of the health and safety aspects of their work in relation both to themselves and 

those coming into CDF's premises; 

 provide and maintain adequate toilet facilities as well as insisting on good standards of heating, 

lighting and ventilation; 

 conduct risk assessments for all new staff to identify risks associated with their job. Risk 

assessments will be carried out when the member of staff is appointed and thereafter every 

two years unless the post holder’s job or physical situation changes. The employee can also 

request a risk assessment. 

 

Responsibilities 
CDF is in a multi-occupancy building and there are different areas of responsibility for health and 

safety between the Employer, Landlord and Landlord’s managing agent. 

 

Organisation  
CDF’s senior management team, Directorate, will identify / alert the Director of Finance and 

Corporate Services, to any matters which affect the health, safety and wellbeing of staff and 

visitors to its office. The Director of Finance and Corporate Services will then identify and 

appropriately communicate and required corrective action and priority level. They will report 

progress and conclusions back to Directorate. 

 

CDF and CDF/Unite will discuss any matters of general and specific concern, on request by either 

party. Staff Forums will also provide a vehicle for general updates. 

 

All injuries to, or accidents involving, CDF staff occurring on premises of other organisations must 

be reported both to the appropriate person at those premises and subsequently to the Director 

of Finance and Corporate Services. 

 

All injuries or accidents involving non-CDF personnel on CDF premises must be reported to the 

Director of Finance and Corporate Services. 

 

The Director of Finance and Corporate Services, will be responsible for ensuring that all accidents 

occurring on CDF premises are entered into the Accident book and investigated within a 

reasonable time of their occurrence and that appropriate steps are taken to address any causes 

identified. 
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Any incidents reportable to the Health and Safety Executive will be communicated to the Chief 

Executive, who will brief CDF’s Chair/Trustees. The Director, Finance and Corporate Services will 

be responsible for co-ordination with any HSE inspection or report. Where applicable, CDF’s 

Business Continuity Plan will be enacted. 

 

All staff must take reasonable care to ensure not only their own health and safety, but also that of 

other people who might be affected by their acts or negligence. 

 

Staff must not wilfully endanger themselves or others.  Wilful breaches of health and safety rules 

will be cause for disciplinary action. 

 

The CDF office will be equipped with: 

 

 adequate and appropriate fire appliances which will be inspected/serviced annually; 

 first aid kits which are clearly labelled and easily accessible.  Kits will be inspected 

regularly and used or dated items replaced and all injuries and accidents must be 

promptly reported, treated and logged in the incident books; and 

 such other equipment, appliances, notices, and forms, as may be required by law, 

regulations, or codes of practice, appropriate to the activities being undertaken at the 

particular premises. 

 

Principal Hazards 
Apart from special projects undertaken by CDF from time to time, the principal hazards are those 

associated with general office practice and equipment. 

 

All staff must: 

 

 be constantly aware of any safety hazard and be alert to possible causes of accidents; 

 appreciate the importance of reporting any faults in machinery or equipment 

immediately; 

 handle electrical equipment carefully and report any faults in wiring or plugs; 

 be aware of the location of first-aid equipment and to know which member of staff 

are able to offer special assistance; and 

 be discouraged from undertaking running repairs unless they have appropriate 

experience to do so. 

 

Fire is one of the greatest single hazards within the CDF office.  Amongst its numerous causes, 

those requiring particular vigilance in an office are: 

 

 incorrect use of electrical equipment; 

 faulty wiring; 

 overheating appliances; 

 cigarettes, especially in waste paper bins; 
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 inadequate air circulation round heating appliances; 

 

Fire precautions and actions to be taken in case of fire will be publicised in CDF’s offices. 

Tripping and falling are particular hazards in offices. Amongst the numerous contributory causes, 

those requiring particular vigilance in an office are: 

 

 staircases; 

 bad lighting; 

 unsafe treads and tread covering; 

 personal footwear; and  

 flexes to equipment, telephone cables, etc, across gangways are a danger.  Cables 

must be correctly routed. 

 

Amongst the hazards relating to office equipment, the following should be particularly noted: 

 

 filing cabinets, falling over through opening more than one drawer at a time; 

 guillotine cutting machinery - must have guard fitted and be used correctly; and 

 incorrect lifting of equipment. 

 

Staff who travel, must take due care when travelling alone.  Meetings must be organised so that 

travelling to and from the meeting is at a time when there are likely to be other people at 

stations/in carriages.  

 

If this is not possible alternative travel arrangements should be made i.e. travelling by taxi to and 

from the nearest main line station, travelling by car, arranging to travel with a colleague, travelling 

on trains where a guard is present or in the front carriage where the drivers’ cab adjoins the train 

by an interconnecting door.  Risk assessment will highlight the risk associated with the employee’s 

job and suitable measures will be taken to ensure that the risks are minimised. 

 

Awareness training will be given if required. 

 

 


