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Introduction

This document is the Health and Safety Policy of Oblong Ltd.

It is the policy of Oblong to provide healthy and safe working conditions, equipment and systems of work for all staff (staff refers to both Employees of Oblong Ltd and volunteers of Oblong Ltd). We will provide them with such training and information as is necessary. We also accept responsibility for the health and safety of other people whilst on our premises (i.e. 47 Westfield Road).

This policy will be updated to reflect changes both in Oblong Ltd and in relevant legislation. It will be formally reviewed annually, from the date this policy is agreed by the directors. 
All individuals in Oblong have some level of responsibility for ensuring that the Policy is carried out, and breaches of the Policy will be regarded as a disciplinary offence. Training in basic health and safety will be provided for all Oblong staff as part of their induction process and as changes are made to this policy. More intensive training will be provided for those staff with named responsibility under this Policy.

Legislation

Oblong Ltd recognises that the following legislation is or may be applicable to its operation in terms of health and safety (this list is not definitive);

· The Health & Safety at Work etc. Act 1974

· The Management of Health & Safety at Work Regulations 1992

· The Health & Safety (First Aid) Regulations 1981

· The Work Place (Health, Safety & Welfare) Regulations 1992

· The Provision and Use of Work Equipment Regulations 1992

· The Manual Handling Operations Regulations 1992

· The Personal Protective Equipment at Work Regulations 1992

· The Health & Safety (Display Screen Equipment) Regulations 1992

· The COSHH Regulations 1994

· The Riddor Regulations 1995

· The Health & Safety (Consultation with Employees) Regulations 1996

· The Safety Representatives and Safety Committees Regulations 1977

Risk Assessments

Oblong recognises its responsibility to carry out risk assessment on all aspects of our work. These will be reviewed annually, when any parts of an activity change or a serious accident takes place. All members of staff will take part in writing and enforcing Oblong’s risk assessments. It is the responsibility of those in charge of each area to make sure that those they work with have seen the relevant risk assessment and read this Health and Safety Policy, paying particular attention to the area they work, i.e. Events. These risk assessments will be filed with this Health and Safety Policy.

First Aid

· There is a well-stocked first aid kit in Oblong under the kitchen sink. This will include: individually wrapped adhesive dressings (plasters) of assorted sizes; sterile eye pads; individually wrapped triangular bandages (preferably sterile); safety pins; 12cm x 12cm individually wrapped sterile and medicated wound dressings; 18cm x 18cm sterile individually wrapped un-medicated wound dressings; disposable gloves.

· Oblong does not keep tablets or medicines in the first aid kit.

· The first aid kit will be checked once a month to ensure that all the above items are present. This will be done by the admin worker/volunteer.

· All accidents must be reported and recorded in the accident book, which is also kept under the sink.
· In the event of an accident resulting in minor injury or illness one of the first aiders/staff must be called. In the event of a more serious injury or illness and ambulance should be called immediately.

· Oblong aims to have all paid members of staff completing the first aid in the workplace certificate within one year of starting their contract. Volunteers can also complete the training should they wish.

· First aid kits should be clearly visible and a list of first aiders in Oblong should be on display. All new staff and volunteers should be shown the location of the first aid kits and introduced to first aiders.

The Office

· Members of staff will not lift or handle any item that may involve risk of injury. It is the responsibility of Oblong to give training to staff in “manual handling”. For casual volunteers it is the responsibility of regular members of staff to instruct them in safe ways of manual handling.
· All wires, cables and other trip hazards will be hidden away, or adequately covered to avoid tripping (such as gaffer taping cables to the floor).

· Oblong will ensure that there is safe means of entry and exit to the Oblong premises at all times.
· An appropriate level of maintenance, inspection and testing of electrical equipment will be maintained. Staff must not tamper with or try to repair faulty electrical equipment or power supply but report it to the IT worker.
· Oblong aims to promote practical measures to minimise the risk to health, safety and welfare of staff, volunteers and customers using display screen equipment, and to remove, so far as is practicable, any stress caused by the use of display screen equipment through the promotion of good working practices. For example, providing sufficient lighting for the work area, and considering the positioning of computer screens.
· The Office area will be kept clean and tidy, to ensure that rubbish and general cluster is removed to prevent risk to the health and safety of staff, volunteers and members.

· When it is necessary to go upstairs, ladders will be used not tables and chairs, and someone should hold the ladder safely. Safety hats should be worn at all times when using the ladder and going upstairs. The chain should also be put across upstairs at all times.

Arts and Crafts

· All materials where possible must be non toxic and used for intended purpose only.

· Safety and protective clothing must be issued appropriate to the activity and materials used.

· Safe and appropriate storage and/or containers for consumable materials should be used and clearly labelled.

· Equipment should be used for intended use only and with guards fitted where appropriate.

· Staff will be given training in the safe handling and use of equipment and materials. They will then be responsible for the training of members/visitors/volunteers in the use of such equipment/materials and where appropriate provide supervision.

· Equipment should be checked regularly for defects. Any equipment found to be broken or dangerous should be removed and only returned if it has been mended and checked by qualified persons.
· Only the arts and crafts area sink will be used for the cleaning of paint brushes. Used white spirit will be stored in appropriate containers and removed regularly to disposal sites. No white spirit is to be put down the sink!
· The lockable metal cupboard will be used for storage of COSHH identified, toxic or flammable substances will be clearly and accurately labelled.
· There is a separate policy attached regarding the use of scaffolding and specific Health and Safety issues relating to unusual projects.
Gigs and Events outside of Oblong

Oblong puts on gigs and events out side of 47 Westfield Road. The following section relates directly to these activities.

· Members of staff will not lift or handle any item that may involve risk of injury. It is the responsibility of Oblong to give training to staff in “manual handling”. For casual volunteers it is the responsibility of regular members of staff to instruct them in safe ways of manual handling.

· Staff will make sure when equipment is set up that all cables will be stuck down/hidden away and that speakers are safely secured so as not to topple over.

· Any drapes or decorations used must be fire resistant, and safely secured. Ladders must be used for high stuff, not tables and chairs. Some one should hold the ladder steady.

· Staff must not be under the influence of alcohol or drugs when equipment is set up or taken down, or used.

· Staff must wait until most members of the public have left before taking down and packing equipment away.

· Plugs must be secure, and wires not frayed. Any faulty electrical cables or leads must not be used. These must be reported to the Events Co-ordinator, who will ensure that they are either mended or thrown away.

· Members of staff will not put themselves in danger by breaking up fights. If the situation gets out of hand and people’s safety is at risk the Police should be called immediately. Door staff will not put themselves at risk to stop non-paying punters enter the building.

· Violent and aggressive people should be asked to leave the event. Members of staff should not put them selves at risk in doing this. If they will not comply the Police should be called immediately.
· The events committee should insure that any venue used has appropriate Health and Safety Policy, Public Liability insurance and licences to have our event. There should be sufficient fire extinguishers and fire exits should be clearly marked through out the night and accessible.

· Oblong staff will ensure that they limit the number of people attending the event to ensure that over crowding does not occur. The maximum number should be obtained from the venue/proprietors.

· Oblong will provide transport home after an event for any members of staff working there (if no public transport is available).

· If strobe lighting is to be used staff must ensure signs are clearly displayed as to its intended use. Regulations concerning length of use must be followed.

· The events committee shall ensure that a risk assessment will be completed for every type of event and venue.
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