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Cornwall Heritage Trust
Health & Safety Policy
last updated: March 2023


Statement of Intent
Cornwall Heritage Trust will comply with the Health and Safety at Work Act 1974 (HASAWA, Sections 2 & 3), regulations subsequently made under it and meet the standards required therein.  Cornwall Heritage Trust have a related Mental Health Policy. 
The objective of this policy is to attain and maintain high standards of health and safety performance throughout Cornwall Heritage Trust and detail the standards expected of employees and contractors who undertake work on behalf of Cornwall Heritage Trust. 
Hazards will be identified and the risk of injury, disease, or dangerous occurrence will be minimised by the achievement and maintenance of high standards of health and safety. These standards will be achieved, as far as is reasonably practicable, in particular by: (Section 2 of HASAWA) 
· The provision and maintenance of work equipment and systems of work that are safe and without risk to health or safety.
· Adequate arrangements for the regular assessment of work activities in order to identify associated hazards and control the risk arising. 
· Arrangements for ensuring safety and absence of risks to health in connection with the use, handling, storage, and transport of articles and substances. 
· The provision of such information, instruction, training, and supervision as is necessary to ensure the health and safety of employees. 
· The maintenance of any workplace under the control of the practice in a condition that is safe and without risk to health and the provision and maintenance of means of access to and egress from it that are safe and without risk. 
· The provision and maintenance of working environments and equipment that are without risk to health and adequate as regards facilities and arrangements for the welfare of employees. 
· The co-operation of employees of the Charity and its partners to enable statutory obligations under health and safety legislation to be met. 
· A visible management commitment to high standards of health and safety performance and the promotion of a positive health and safety culture throughout the Charity. 
	


Responsibilities for Health & Safety

Please see Appendix I for current staffing structure. 

Responsibilities – The Appointed Person
The appointed person will be responsible for the safety of the Charity for ensuring that the provisions of the Health and Safety at Work Act 1974, associated regulations, and the Charities health and safety policy are observed. 

In recognition of the legal duties imposed upon them, the appointed person responsible for safety will: 
· Ensure adequate resources are available to enable legal and moral obligations to be met. 
· Ensure that all new employees receive adequate induction training as soon as is reasonably practicable after joining the Charity.
· Ensure all employees and appointed sub-contractors where employed receive suitable information, instruction, training, and where appropriate, supervision to ensure their competence for the work they are to undertake. 
· Ensure that where Cornwall Heritage Trust have control of premises then all legal duties concerning the safety of such premises will be met. 
· Ensure that any vehicles, equipment, and materials are safe and suitable for the work for which they are to be used. 
· Ensure that suitable and sufficient risk assessments of the activities of Cornwall Heritage Trust are undertaken to identify and implement effective measures required to eliminate, reduce or control the risk of harm occurring to employees or others who may be affected by the activity. 
· Ensure that the results of risk assessments are effectively communicated throughout the Charity and to others who may be affected by the activity. 
· Ensure that risk assessments are communicated to all contractors and subcontractors who undertake work on behalf of Cornwall Heritage Trust. 
· Provide, maintain, and instruct employees in the use of personal protective equipment as identified by risk assessment. 
· In respect of hazardous substances, ensure that appropriate information is available to ensure suitable assessment of the process to be conducted. 
· Ensure that all injuries, diseases, and dangerous occurrences involving Cornwall Heritage Trust’s employees and contractors who undertake work on behalf of the Charity are investigated and, where appropriate, reported as required under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013. 
· Maintain effective communication routes throughout the Charity to ensure employees are aware of the Charity health and safety policy and other health and safety matters as they arise. 

· Take immediate action in respect of:
· Prohibition and improvement notices.
· Matters of complaint by HSE inspectors
· Concerns by employees or others of health and safety standards.
· Accidents, incidents and near misses involving employees. 
· Maintain all registers and records as required by current legislation.
· Ensure that the management of health and safety within the Charity is periodically audited to ensure that high standards of health and safety performance are being maintained and identify areas where improvements are to be made.
· Undertake periodic reviews of the Charity health and safety policy to ensure it meets the requirements of current legislation and reflects the activities of the Charity. 


Responsibilities – All Employees 
All employees of Cornwall Heritage Trust have legal duties under Health and Safety legislation (Section 7 of HASAWA) while at work to ensure the health and safety of themselves and others that may be affected by their acts or omissions. 
In recognition of the legal duties imposed upon them, all employees of Cornwall Heritage Trust will: 
· Co-operate with the Appointed Person responsible for safety of the Charity to enable legal duties to be met.
· Not intentionally or recklessly interfere with or misuse anything provided by the practice in the interests of health and safety. 
· Comply with requirements of the Cornwall Heritage Trust Health and Safety Policy and actively promote a positive health and safety culture throughout the Charity.
· When on the site of a principal contractor, follow all site safety rules and procedures. Make themselves aware of all site first aid and emergency procedures. 
· Only undertake work for which they have been trained and are authorised, qualified and competent to undertake.
· Use and maintain in a serviceable condition all vehicles and equipment in accordance with the training provided. 
· Ensure all accidents are entered in the Charity’s accident book.
· Ensure all accidents and incidents, including near misses, are reported to the Appointed Person responsible for health and safety to ensure appropriate investigation can be undertaken.
· Not undertake an activity until a suitable and sufficient assessment has been conducted by a competent person and the results communicated to them and others who may be affected by the activity.
· Raise all matters of concern relating to health and safety as they arise to the Appointed Person responsible for health and safety.


· Use and maintain in accordance with instructions and training given, and report the loss or defect of all personal protective equipment provided by the Appointed Person. 


Arrangements for Health and Safety

Section 1: General
1. Communication of Health and Safety Matters
i. The Charity’s health and safety policy and performance will be reviewed annually.
ii. Health and safety will be addressed as an agenda item at regular Charity Meetings and Staff Meetings.
iii. Concerns over the standards of health and safety within the Charity or issues relating to health and safety are to be brought immediately to the attention of the appointed persons responsible for health and safety. 
iv. Health and safety information, where it relates to the activities of Cornwall Heritage Trust will be communicated throughout the Charity as it becomes available by the quickest possible means. 
2. Training and Competence
i. All new employees of the Charity will receive induction training as soon as is reasonably practicable. 
ii.  The training requirements of employees will be identified and appropriate training provided to ensure that all employees are qualified and competent to undertake the work they are engaged in. The Charity shall keep adequate records of all training given. 
iii. Training standards will be kept under review to ensure that the requirements of current legislation and risk assessments are met. 
3. Risk Assessments and Safe Systems of Work
i. The Appointed Person responsible for health and safety will ensure:
· That where significant hazards associated with the activities of Cornwall Heritage Trust exist, an appropriate risk assessment is undertaken and communicated to all those at risk. 
· That where appropriate, written procedures detailing safe systems of work are produced, based on the findings of the risk assessments. 
· That where required, risk assessments are made available to employees of Cornwall Heritage Trust and sub contractors who undertake work on behalf of the Charity. 
· That all risk assessments and safe systems of work are communicated to all who may be affected by the activity. 
· That all personnel who may be affected by the activity are made aware, that if any aspect of the activity or the environment in which it is conducted alters then a review of the risk assessment must be undertaken and appropriate changes to the safe system of work or safety method statement effected and communicated to those at risk, before the work is continued. 
4. Personal Protective Equipment 
i. The Charity will provide personal protective equipment (PPE) to employees where required by current legislation and as identified by risk assessment. 
ii. PPE will be provided in circumstances where exposure to hazards cannot be controlled by other means or to supplement existing control measures identified by a risk assessment. An assessment will be made to ensure that the PPE is suitable for purpose, appropriate to the risk involved and suitable for each individual. 
iii. Information, instruction and training will be given to all employees on the safe use of PPE, where appropriate. 
iv. Employees will, in accordance with instructions given, make full use of all PPE provided and maintain it in a serviceable condition and report its loss or defect immediately. 
v. Sub contractors are to provide PPE for their own use where it is required by current legislation or as identified by risk assessment. 
vi. Sub contractors are to make full use of PPE provided and maintain it in a serviceable condition and report its loss or defect immediately. 
5. Health Monitoring and Surveillance
i. Employees are to declare any aspect relating to their health that may put them or others at risk while undertaking the work for which they are employed or that may be affected by the environment in which it is to be undertaken. 
ii. Employees will be provided with health surveillance appropriate to the risks to health and safety resulting from their employment. 
6. First Aid Provision
i. The Appointed Persons responsible for safety will nominate a suitable trained person or persons within the Charity to ensure adequate provision of first aid in the offices. 
ii. While engaged in Charity activities on a site or in a location, employees are to familiarise themselves with the first aid facilities in the workplace. 
iii. All injuries, no matter how trivial, are to be recorded in the accident book held in the Charity offices. 
7. Injuries, Diseases, and Dangerous Occurrences 
i. The Appointed Persons responsible for safety will ensure that all accidents, near misses and dangerous occurrences are thoroughly investigated. 
ii. In the event of a dangerous occurrence or reportable accident occurring to an employee the Appointed Persons responsible for safety will ensure statutory reporting requirements under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 are met.
7B. National Emergencies (e.g. Covid 19)
CHT will follow UK Government guidance at the time of National Emergencies such as Covid-19. 
For example:
i. Charity works will be planned to limit the number of personnel in a workplace allowing social distancing to be maintained where necessary. Where this is not practicable working methods will be adapted and PPE provided to ensure the safety of all personnel employed. All personnel are to be supplied with PPE as required. 
ii. Scheduled arrival / leaving times, breaks and rest periods will be staggered with all facilities being cleaned between uses along with the provision of hand washing / sanitiser. 
iii. Working from Home will be offered to staff members where possible
iv. Shielding and self-isolation will be applied for the persons affected or deemed vulnerable following government guidelines. 
8.  Fire Prevention and Precautions
i. Employees of Cornwall Heritage Trust will be instructed, by a specialist trainer, on the use of portable fire fighting appliances as found on premises. Emergency procedures and evacuation routes will be communicated to all employees and sub contractors as part of their induction training when visiting a workplace. 
ii. The Appointed Person responsible for safety will ensure that an adequate fire plan is in place and prominently displayed in the Charity offices and, if appropriate, on site and is communicated to all employees, sub contractors and visitors through induction training. 
iii. In the event of a fire in the Charity offices or premises under the control of Cornwall Heritage Trust, the priority will be to raise the alarm and ensure all employees, sub contractors and visitors are evacuated safely. The alarm is to be raised and the local fire authorities summoned. 
iv. The person discovering the fire may attempt to extinguish the fire using portable appliances if the fire is of a small nature and personnel are not put at risk and the person is available to remain at the scene to brief the fire authorities on their arrival. 
v. Consideration will be given to neighbours who may be affected by a fire to ensure that they are made aware of the fire and evacuated safely. 
vi. To reduce the risk of fire within the offices, good housekeeping will be enforced and electrical circuits will not be overloaded. 
vii. This section is to be read in conjunction with Cornwall Heritage Trust’s Fire Risk Assessment. 
9. Smoking Policy
i. The Charity has adopted a No Smoking Policy and as such employees and sub contractors who undertake work on behalf of Cornwall Heritage Trust are not to smoke in the following areas:
· Charity Offices
· Charity Vehicles
· The area of work activity on site
· Site welfare facilities 
ii. When employed on a site under the control of Cornwall Heritage Trust, sub contractors are to abide by the company’s No Smoking Policy. 
10.  Alcohol and Controlled Substances
i. The Charity has adopted a No Alcohol or Controlled Substances Policy. Disciplinary action will be exercised if employees enter a workplace while under the influence of alcohol or controlled substances (drugs). 
11.  Violence towards Employees
i. In the event that employees of Cornwall Heritage Trust are faced with aggression or threat of violence, a non-confrontational position is to be adopted, in accordance with the training given.
ii. Where matters of dispute or disagreement giving rise to aggression or threat of violence cannot be resolved locally by peaceful negotiation they are to be referred to the Appointed Person responsible for safety. 
12.  Noise
i. Cornwall Heritage Trust aims to protect employees hearing from excessive noise whilst at work, in accordance with the Control of Noise at Work Regulations 2005. 
ii. The Charity will seek to ensure, so far as is reasonably practicable, that all equipment used, hired or purchased will only generate noise levels below those recommended by applicable approved codes of practice and official guidance. 
iii. Where noise levels are likely to exceed the Lower Exposure Action Value perceived at the operator's ear an assessment will be conducted and control measures identified and implemented to reduce or control personal exposure. 
iv. Suitable ear defenders providing adequate attenuation will be provided where appropriate to all affected personnel, at no cost to them, together with appropriate instructions on their use.
v. Where noise levels are likely to exceed the Upper Exposure Action Value perceived at the operator's ear the wearing of hearing protection will be enforced and hearing protection zones identified. 
vi. In no situation will the exposure limit value (ELV) be exceeded. 
vii. All employees will use hearing protection provided for their protection. 
13.  Lone Working
i. Wherever practicable, Charity employees are not to work alone in high-risk activities or areas.
ii. Lone working is not permitted where there is a reasonably foreseeable risk that the work may result in an accident, violence or harm. 
iii. Where it is unavoidable, the lone worker will ensure that management is aware of their whereabouts and the nature of the work being undertaken. The lone worker will make contact with nominated personnel at pre-arranged times throughout, and on completion of, the activity. Such arrangements will be documented in a specific risk assessment or Charity procedure which, will be communicated to all persons potentially involved. 
iv. Lone workers are to be included in the Charity Liability insurance cover, in accordance with the Employer’s’ Liability (Compulsory Insurance) Act 1969. 
14.  Mobile Telephones
i. It is an offence under the Road Vehicles (Construction and Use) Regulations 2003 (as amended) to use a hand-held phone or similar device when driving. 
ii. No calls are to be made or received by the driver of a moving vehicle unless the vehicle is fitted with a working ‘hands free’ kit and it is considered that it is safe to do so. 
iii. Calls dealt with in this way are to be short duration calls only. Longer duration calls are to be dealt with by pulling over to the side of the road into a suitable parking area when it is safe to do so to continue the conversation. 
iv. No calls are to be made / received on mobile phones while operating any plant, machinery or equipment unless the plant, machinery or equipment has been stopped in a safe place for that purpose, switched off or made safe. 
v. Mobile phones must not be used whilst employees carry out hazardous work activities. 
vi. Mobile phones must not be used in the vicinity of gas storage areas, chemical and oil storage area in the vicinity of other flammable substances. 
15.  Manual Handling
Cornwall Heritage Trust recognises the need to ensure that all hazardous manual handling operations shall be avoided, or where this is not practicable be assessed and made as safe as reasonably practicable at all times, in accordance with the Manual Handling Operations Regulations 1992 (as amended). This will be achieved by: 
i. Wherever possible, the requirement to conduct hazardous manual handling operations will be avoided by use of a suitable mechanical means. Where manual-handling operations cannot be avoided then mechanical aids will be utilised, or the load split to reduce the risk of harm, or group-handling techniques will be used. 
ii. Where required, detailed assessments of manual handling operations will be conducted to identify risks and control measures required to protect those at risk from the manual handling operation. 
iii. Manual handling risk assessments will consider the task, individual, load, environment (TILE) and any other factors 
iv. If suitable mechanical means cannot be provided to carry materials and equipment up / down stairs a specific manual handling risk assessment will be prepared, to include the reasons for this.
v. The results of the manual handling operations risk assessment will be communicated to all employees. 
vi. Employees will be adequately trained in correct manual handling techniques and the use of any handling aids provided. 
vii. Employees will follow the established safe system of work and use any handling aids provided, in line with training. 
viii. Appropriate information relating to the weight, centre of gravity or the heaviest side of the load will be provided to those personnel involved in the manual handling of the load. 
16.  Weather Conditions
Consideration of the anticipated weather conditions will be given to ensure that suitable precautions are taken to safeguard those undertaking or those who may be affected by the work. 
i.  Employees are aware of the increased risk of slips, trips and falls in wet, muddy, and icy conditions and the need to wear appropriate footwear. 
ii. Employees are aware of the effects of working in cold conditions and the precautionary measures to take to avoid hypothermia or cold stress. 
iii. Employees are aware of the effects of strong sunlight and the precautionary measures to take to avoid sunburn or heat exposure. 
iv. Industry guidance will be consulted when deciding the maximum wind speeds for working at height for inspection purposes. 
The decision to continue or suspend work at height will be based on wind speed, control measures already in place to prevent the fall of personnel or materials, position and height of the work activity and the size of materials being handled. 
17. Working at Height
All work at height will be conducted in accordance with the Work at Height Regulations 2005 (as amended). The Company’s overriding principle is to do all that is reasonably practicable to prevent anyone from falling.
i. Cornwall Heritage Trust will:
· Avoid work at height when possible
· Use work equipment or other measures to prevent falls where they cannot avoid working at height
· Where CHT cannot eliminate the risk of a fall, use work equipment or other measures to minimise the distances and consequences of a fall should one occur. 
ii. Cornwall Heritage Trust will ensure that:
· All work is properly planned and organised
· All work at height takes account of weather conditions that could endanger health and safety. 
· Those involved in work at height are trained and competent 
· The place where work at height is done is safe
· Equipment for work at height is appropriately inspected
· The risks from fragile surfaces are properly controlled
· The risks from falling objects are properly controlled
iii. It is prohibited to drop or throw anything from a height.
17B. Ladders and Stepladders
i. All persons using ladders and stepladders will be fully trained and aware of the hazards and risks
ii. Ladders, including stepladders, used by the Charity will be of the correct type and in good condition. Measures must be taken to ensure that ladders and stepladders are secure, on a solid footing and, in the case of access ladders, are effectively secured to prevent movement. 
iii. Ladders will be the subject of regular inspection by a competent person and defective ladders will be taken out of service immediately and reported to line management.
18.  Asbestos
Cornwall Heritage Trust recognises the potential risks of exposure to asbestos and will comply with the Control of Asbestos Regulations 2012 and other relevant legislation, in order to manage risk from asbestos in its premises and in its work activities. These arrangements outline the roles and responsibilities of managers and staff that may be at risk of exposure to asbestos, and provide guidance to staff that in the course of their duties may disturb asbestos containing materials. 
19.  Hand Arm Vibration
i. Exposure to excessive levels of vibration can cause permanent damage to the circulation and nerves. Vibration is also a source of annoyance and disruption and may directly or indirectly increase the risk of accidents. Cornwall Heritage Trust will take every practicable step to control exposure to vibration. As far as is practicable, Cornwall Heritage Trust will only use and hire equipment that generates vibration levels below the levels recommend by the regulation and codes of practice that apply. 
ii. Where appropriate, use of equipment will be time limited to ensure that we comply with the daily exposure action value (EAV) and the daily exposure limit value (ELV). If necessary, Cornwall Heritage Trust will Plan the days works using the Points Based System and rotate operational employees or phase works to prevent harm. 
iii. If employees are exposed to HAVS for a long period of time, Cornwall Heritage Trust instigate a programme of health surveillance where routinely exposed above the Exposure Action Value.
iv. Employees who are exposed to high levels of vibration are to be trained to help them to understand the consequences of exposure and the symptoms. Where more than one piece of vibratory piece of work equipment is used in a given working day a risk assessment will be compiled at the beginning of each day using the HAVS Planning Log following the points based system. 
20. Whole Body Vibration
i. Whole-body vibration is shaking or jolting of the human body through a supporting surface (usually a seat or the floor), for example when driving or riding on a vehicle along an unmade road, operating grounds maintenance machines which is impacting or vibrating. 
ii. Cornwall Heritage Trust will assess the vibration risk, decide if users are likely to be exposed above the daily exposure action value (EAV) and if they are, introduce a programme of controls to eliminate or reduce users’ daily exposure so far as is reasonably practicable and take immediate action to reduce exposure below the limit value. CHT will keep a record of risk assessments and control actions; with the risk assessments being reviewed and updated regularly. 
iii. Cornwall Heritage Trust will: 
· Train and Instruct operators of the equipment
· Choose machinery suitable for the task or activity
· Maintain equipment in accordance with the manufacturers instructions
· Maintain roadway and access ways within the workplaces in good order
· Manage works to avoid exposure in a working day with breaks allowed for within the work activities
· Avoid exposing persons to WBV who have known back problems, young persons, 
or a nursing or expectant mother. 
21.  Tools, Plant and Work Equipment
i. All plant and equipment will be regularly tested and maintained, and records kept. 
ii. Only suitable trained and qualified employees are allowed to use and maintain plant and equipment. People under 18 may only use larger plant and equipment when under close supervision of a competent person. 
iii. All employees should inspect any item of equipment prior to use, and defects must be reported immediately to the Appointed Person. 
iv. All plant and equipment must be used within their specification and for their intended use. Including the safe working conditions, Working Loads and Site Wide Conditions 
v. When not in use all work equipment will be removed from the workplace and made inoperable with keys removed and the equipment secured. No tools or work equipment should be left unattended. 
vi. When operating equipment, employees must wear appropriate PPE. Gloves must be worn when operating plant and equipment that does not have protective handgrips, to help guard against vibration injury. 
vii. Where appropriate, guards must be fitted to moving and dangerous parts of plant and equipment. These guards must be used when required and must not be removed by unauthorised people. 
viii. When the use of any plant or equipment involves a specific risk to health and safety, only trained, competent and authorised people are allowed to operate the equipment. 
22.  Driving of Company Vehicles
i. The operator must make regular inspections of your vehicle for obvious defects and ensure any defects noticed are rectified without delay. 
ii. Vehicles must be drive in accordance with Road Traffic Legislation and the Highway Code at all times and be driven to suit the conditions of workplace and road conditions. 
iii. Ensure that your vehicle is parked in the designated parking area at the heritage sites and that the arrangements made for the area in terms of access, speed limits and other control measures for vehicles are complied with. 
iv. Ensure before reversing that there are no obstructions or people behind the vehicle. 
v. Report all accidents or damage, however minor, to the appointed person. 
vi. Ensure any traffic violations employees are involved in, which result in them being prosecuted, are reported to the appointed person. 
vii. Cornwall Heritage Trust are to ensure the vehicle is serviced in accordance with the manufacturers requirements, and its condition checked by the operator. 
viii. Operators are to check lights, tyres, oil, water, windscreen wipers and washer reservoir, etc. at least every week. 
ix. No persons appointed by Cornwall Heritage Trust are to drink alcohol or take medication, which could affect your driving ability before driving a vehicle. 
22B. Use of Trailers
i. Ensure all drivers are in possession of the appropriate driving licence for vehicles and towing.
ii. Ensure all towing vehicles are safe and fully efficient, are maintained and serviced as recommended and that all necessary tests insurance, road fund licences etc are up to date.
iii. Ensure trailers are subject to regular maintenance and servicing. 
iv. Ensure operatives and driver wear the correct PPE, footwear, High Viz as provided. 
v. Ensure that the trailer gross weight does not exceed the towing capacity of the towing vehicle and national requirements 
vi. Ensure daily check is carried out on the trailer for defects and functionality. 
vii. Ensure any and all defects are reported to your supervisor 
viii. When attaching the trailer to the towing vehicle ensure that:
· The trailer handbrake is applied.
· The Tow ball, Electrical dust covers and security measures are removed
· The Jockey wheel is wound to the required height.
· That a Banksman is available to assist in reversing the towing vehicle
· That the breakaway safety cable(s) is attached.
·  That the Jockey wheel is used to lower trailer onto tow ball. Do not lift trailer.
· Where eye couplings are used ensure the safety locking catch is applied and safety pins or clips fitted.
ix. 	When loading plant, machinery or equipment ensure that:
· All brakes are applied on both towing vehicle and trailer.
· VIN (Vehicle Identification number) plate is in place and shows axle weights.
· Ensure that the hitch height of the trailer is compatible with the towing vehicle.
· Plant is operated by a competent person.
· Plant operator is assisted by a banks man if required during loading.
· Any plant is positioned centrally over axles.
· Any Machinery or Equipment is evenly distributed across the trailer.
· There are no load projections that may cause a risk to other road users.
· Ensure booms, jibs brackets are secured to prevent movement.
· Ensure heavy items, tools etc are removed from cabs.
· Plant, Machinery or Equipment is secured using appropriate strops, chains and anchor points.
x. When towing plant, machinery or equipment ensure that:
· Additional wing mirrors are attached to towing vehicle if rear vision is restricted.
· Ensure correct registration plates fitted.
· Test lighting systems, braking, indicators before journey starts. 
· Observe National speed limits for towing vehicles. 
· Drive at a speed that is within your capabilities. 
· Obtain assistance when reversing. 
xi. Always apply parking brake on towing vehicle when stationary 
23. Chemicals / COSHH
i. Many substances (for example cement, solvents, resins and oils) present a health hazard to people using them. In addition, some work processes can generate hazardous substances. The COSHH regulations exist to safeguard the health of people in contact with substances that are toxic, harmful, corrosive and irritant. In the office for example, hazards exist from small quantities of chemicals in printing inks, photocopier toners, cleaning chemicals, and correction fluids. 
ii. Cornwall Heritage Trust will obtain Material Safety Data Sheets from the suppliers and manufacturers of substances we use in the offices, and on site. These data sheets are available to all employees. 
iii. Cornwall Heritage Trust will carry out COSHH assessments of all work activities and processes, making the results of these assessments available to all employees. Cornwall Heritage Trust will implement appropriate control measures to prevent, reduce or control the exposure to harmful effects of any hazardous substances. 
iv. Employees must not use any substances in containers marked by a hazard symbol until they have read the Material Safety Data Sheets for the substance and been briefed on the COSHH Risk Assessment. 
v. Employees must wear the suitably selected Personal Protective Equipment as required, in accordance with the COSHH Risk Assessment. 
vi. Employees must wash their hands thoroughly before eating and drinking. Where appropriate, apply barrier creams. 
vii. Rags and other materials used with hazardous substances must be disposed of in appropriate manner as directed by the materials safety data sheet. 
24. Display Screen Equipment
i. All workstations under the control of Cornwall Heritage Trust consisting of Display Screen Equipment (DSE) will be the subject of an ergonomic assessment to identify the measures required to reduce the risk of harm occurring to the users of such workstations. 
ii. Employees whose work requires them to operate their DSE workstation daily for a significant part of the day will be entitled to a free vision screening or eye test. Where such examinations identify the requirement, CHT will provide free of charge corrective appliances required specifically for DSE work. 
iii. Employees whose work requires them to be at their DSE workstation for a significant part of the day are to vary their work routine such that they perform other work activities away from their display screen equipment for approximately 10-15 minutes per hour. 
25. Electricity
i. Sufficient socket outlets will be provided and the use of adaptors and extension leads is to be discouraged. Sockets are not to be overloaded. 
ii. All equipment is to be switched off before unplugging or cleaning.
iii. All radiators and other portable devices to be switched off before leaving unattended.
iv. Residual current devices, if fitted, are to be tested regularly by operation of the test button.
v. Equipment operators are to regularly carry out a visual inspection of the equipment, its cable, and plug for signs of obvious damage. 
vi. Damage to appliances and associated leads or plugs are to be reported immediately so that a competent person can perform a repair. Temporary or makeshift repairs are not to be undertaken 
26. Office Environment
i. Ventilation will be adequate to ensure the comfort of employees. 
ii. Temperature will be maintained not less than 16° C but whenever practicable will be maintained in the range of 19.4°C – 22.8°C. 
iii. Lighting will be suitable and sufficient and, so far as is reasonably practicable be from natural light to enable people to work, use facilities, and move from place to place safely and without experiencing eye strain. 
iv. Eating facilities with adequate access to boiling water will be provided. 
v. Welfare facilities will be adequate with sufficient toilets, hand washing and drying facilities. A wholesome supply of drinking water will be available. 
vi. Workstations will be comfortable with safe and suitable chairs and sufficient space. Workstations should be as ergonomic as possible to reduce strain. 
27. Slips, Trips, and Falls
i. Trailing leads are not permitted unless they are fitted with adequate cable protection to reduce tripping hazards. 
ii. Floor coverings are to be sound and in good state of repair. All spillage is to be cleared away immediately. 
iii. All stairwells are to be adequately lit and kept clear of obstacles and rubbish. 
iv. Offices are to be kept tidy at all times and all rubbish is to be removed at the end of each day. 
28. Mental Health
CHT aims to establish, promote and maintain the mental health and wellbeing of all staff through workplace practices, and encourage staff to take responsibility for their own mental health and wellbeing. Cornwall Heritage Trust believes that the mental health and wellbeing of our staff is key to organisational success and sustainability. Please see CHT’s Mental Health Policy for further details. 












Appointed Person responsible for Health and Safety: 
Name: Cathy Woolcock
Role: CEO
Email: cathy@cornwallheritagetrust.org


Other Contacts:
Deputy Appointed Person
Name: Kathryn Layte
Role: Finance Officer
Email: finance@cornwallheritagetrust.org

Other staff members with responsibility:
Belinda Body (public-facing events) belinda@cornwallheritagetrust.org
Sophie Meyer-Bourne (engagement events) sophie@cornwallheritagetrust.org
Hollie Ferris (Ranger Days) hollie@cornwallheritagetrust.org 





Policy Review
This policy will be reviewed every two years, or sooner if it is deemed necessary by staff or management.















Appendix 1: Organogram

The following diagram is a simple illustration of how the various functions of the Trust link together:
[bookmark: _Toc81500914]
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