Keen2Go policies and procedures.

Health and Safety policy.

Scope

Legal Framework

Responsibilities

Managers and supervisors

Employees

Risk assessments and safe systems at work.
Training, Information and supervision
Accidents, Incidents and near miss reporting.
Infection prevention and control.

Control of Substances Hazardous to Health (COSSH)
Staff ratios

First aid

RIDDOR

Staff health

Monitor and review.

Training statement.

Related guidance

Related policies

This policy applies to:

All employees, agency staff and volunteers.
Service users and their families.
Contractors, visitors and anyone else affected by its activities.
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The policy covers all work activities, premises, community-based services and
any locations where work is undertaken on behalf of Keen2Go.

Policy Statement

Keen2Go is committed to providing a safe and healthy environment for all
employees, volunteers, service users, visitors and anyone affected by its
activities. Keen2Go recognises its legal and moral responsibility to protect health,
safety and wellbeing and to prevent accidents, injuries and work-related ill health
wherever reasonably practicable.

Keen2Go will comply with all relevant health and safety legislation, regulations
and guidance and will actively promote a positive health and safety culture
across the service. Health and safety is a shared responsibility, and everyone is
expected to play their part in maintaining safe working practices.

Legal Framework
This policy is informed by, but not limited to:
e Health and Safety at Work etc. Act 1974
e Management of Health and Safety at Work Regulations 1999

e Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
(RIDDOR)

e Manual Handling Operations Regulations
e Control of Substances Hazardous to Health (COSHH) Regulations

o Fire Safety legislation

Responsibilities
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Senior Management are responsible for Ensuring appropriate health and safety
arrangements are in place. They will approve, review and monitor this policy.
They are also responsible for providing sufficient resources/equipment for
managing health and safety effectively. We are also responsible for ensuring
legal compliance.

Managers and Supervisors

Managers and supervisors at Keen2Go are responsible for implementing the
health and safety policy in day-to-day practice. This includes carrying out and
regularly reviewing risk assessments, ensuring that staff receive appropriate
training, instruction and supervision, and monitoring safe working practices. They
must investigate all accidents, incidents and near misses promptly and
thoroughly, and take appropriate action to address any risks identified in order to
prevent recurrence and maintain a safe working environment.

Employees

Employees and volunteers at Keen2Go are expected to take reasonable care of
their own health and safety and that of others who may be affected by their
actions. They must follow safe working practices, policies and procedures at all
times, use equipment and any required personal protective equipment correctly,
and promptly report hazards, accidents, incidents and near misses. Employees
and volunteers are also required to cooperate fully with management on all
health and safety matters to help maintain a safe working environment.

Risk Assessment and Safe Systems of Work

Keen2Go will identify hazards and assess risks associated with its activities to
reduce the likelihood of harm. Risk assessments will be documented, reviewed
regularly, and updated when changes occur or following incidents. Findings from
risk assessments will be used to develop and implement safe systems of work,
which will be communicated clearly to staff. Risk assessments for each venue
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and community venues are completed, reviewed and updated and available on
the team drive for all staff.

Training, Information and Supervision

Keen2Go will provide appropriate health and safety training relevant to individual
roles and responsibilities. This includes induction training, manual handling, fire
safety, infection prevention and control, and training on the safe use of equipment
and substances. Staff will receive suitable information, instruction and

supervision to ensure they can carry out their duties safely and competently.

Accident, Incident and Near Miss Reporting

All accidents, incidents and near misses must be reported promptly and recorded
in line with Keen2Go procedures. Serious incidents will be investigated
thoroughly and reported to the relevant authorities where required under
RIDDOR. Information gathered will be used to identify trends, learn lessons and
reduce future risks.

Fire Safety and Emergency Procedures

As Keen2Go hires venue spaces for sessions, we adhere to follow the venue
space fire safety and emergency arrangements. It is the hired venue
responsibility to carry out fire drills, maintain fire detection and supply equipment.

Fire evacuation procedures are documented on each venue risk assessments. It
is the responsibility of the lead to ensure staff are aware of the evacuation
procedure/route of each venue. It is the responsibility of all staff to be aware of
where fire equipment is located in venue spaces, it is all staff’'s responsibility to
report if equipment is faulty.
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Infection Prevention and Control

Keen2Go is committed to minimising the risk of infection through good hygiene
practices, appropriate use of personal protective equipment, safe disposal of
waste, and compliance with relevant infection prevention and control guidance.
These measures are essential to protecting service users, staff and visitors.
Please also see K2G Infection Control Policy

Control of Substances Hazardous to Health (COSSH)

In accordance with the 1992 COSHH Regulations (Control of Substances
Hazardous to Health), Keen2Go recognises its duty to conduct risk assessments
related to hazardous substances, eg cleaning chemicals. Following a COSHH
risk assessment, the following action will be taken: in the first instance, action is
taken to remove the need for the hazardous substance - if this is not possible,
action is taken to find a replacement for the hazardous substance, with a
substance which does not have any hazardous properties - if this is not possible,
a further risk assessment of the hazardous substance will show instructions for
safe use and storage, and any personal protective equipment (PPE) required (eg
safety spectacles, gloves) which the charity will provide.As Keen2Go hire venues
for sessions and use their equipment that fall under the COSSH bracket, we will
follow their risk assessment for hazardous substances if used.

Staff ratios

Keen2Go will staff each session according to the service users ratio.

First Aid

Keen2Go will ensure that at least one member of staff working on its sessions
have received first aid training. A first aid box will be provided on each session,
as will an epilepsy grab gab. PPE is also provided on each session.


https://docs.google.com/document/d/1Gi0Rdq2LuyZusNVHgO6lPvYa18XyC_MJiKOZu5NKDfg/edit?tab=t.0
http://provide.as
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RIDDOR

The Director is responsible for reporting relevant matters under the Reporting of
Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR).
RIDDOR covers the following incidents:-

+ Fatal accidents

» Major injury accidents/conditions

« Dangerous occurrences

* Accidents causing 3 days or more incapacity from work

» Certain work-related diseases Records of all accidents/incidents are maintained
at the Keen2Go main office.

Staff Health

Staff are required to advise the Team Manager as soon as practicable of any
reason which could put them or others at risk (eg of iliness or injury). In such
instances, the manager will investigate which may include contacting the staff
member’s GP or other medical professional (with consent from the staff) to
ensure fitness to work. In any case, staff experiencing sickness and diarrhoea

are not permitted to work until at least 48 hours post symptoms.

Monitoring and Review

Keen2Go will monitor health and safety performance through audits, inspections, review
of incident reports, and feedback from staff and service users. This policy will be
reviewed regularly and updated as necessary to reflect changes in legislation, guidance
or service delivery, ensuring continuous improvement in health and safety standards.
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Training Statement

All staff, during induction are made aware of the organisation’s policies and procedures,
all of which are used for training updates. All policies and procedures are reviewed and
amended where necessary and staff are made aware of any changes. Observations are
undertaken to check skills and competencies. Various methods of training are used
including one to one, on-line, group meetings, individual supervisions and external
courses are sourced as required.

Related guidance
Health and Safety at Work etc. Act 1974
Management of Health and Safety at Work Regulations 1999

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
(RIDDOR) 2013

Manual Handling Operations Regulations 1992

Control of Substances Hazardous to Health (COSHH) Regulations 2002
Personal Protective Equipment at Work Regulations 1992

Regulatory Reform (Fire Safety) Order 2005

Health and Safety (First-Aid) Regulations 1981

Provision and Use of Work Equipment Regulations (PUWER) 1998

Lifting Operations and Lifting Equipment Regulations (LOLER) 1998

Equality Act 2010
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Relates policies

Infection control policy.
Staff conduct.

Date Reviewed: January 2026
Person responsible for updating this policy: Siobhan Mcguire

Next Review Date: January 2026
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