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DRAFT 

BRENT TEACHING PRIMARY CARE TRUST
DEPARTMENTAL HEALTH AND SAFETY MANUAL

SECTION B

DUTIES AND RESPONSIBILITIES
BRENT TEACHING PRIMARY CARE TRUST
ORGANISATION AND RESPONSIBILITIES

1.
Introduction
1.1
This section describes the organisational arrangements within the tPCT for ensuring compliance with Health and Safety at Work.

1.2
Health and Safety issues are Line Management responsibilities and as such, of equal importance to all other managerial responsibilities. Specific duties reside at every level of management to do everything that is reasonably practicable to maintain a safe working environment and to observe safe systems of work at all material times.

1.3
The management aim is to ensure that all information, instruction, training and supervision is provided, necessary to maintain the highest standards for the continued health, safety and welfare for the staff, patients and visitors of the tPCT.

2.
Trust Health and Safety Advisor (the ‘Competent Person’) (N.B.  to be appointed)
2.1
The Trust Health and Safety Advisor is responsible for co-ordinating Health and Safety matters within the Trust and for ensuring that the regulations contained in the Health and Safety at Work etc. Act 1974, associated legislation and Approved Codes of Practice (ACoPs) are applied.

2.2
The specific duties of the Health and Safety Advisor are to:

i
receive all accident incident reports

ii
investigate accidents/incidents and inform Health & Safety Executive (HSE) of all reportable cases 


iii
liaise with specialist external agencies, i.e. HSE, EHO.

iv
respond to, advise and make recommendations to the Health and Safety Committee

v
consult with the Health and Safety Committee and appropriate health and safety representatives on general matters of health and safety and be available for health and safety audits and inspections in conjunction with other managers


vi
co-ordinate safety audits and inspections

vii
confirm with Departmental / Service Managers the areas for which they have health and safety responsibility

3.
Service Directors and Departmental / Service Managers
3.1
Throughout this manual, reference is made to Service Directors and Departmental / Service Managers. For the purposes of this manual these titles are defined as:

I
Service Director

is a director responsible for the overall supervision of health and safety management within a directorate.

ii
Departmental / Service Manager
is a manager responsible for a group of staff of a particular discipline or department whether located in one or several areas.
3.2
Responsibilities under the Health and Safety at Work Act will follow the management structure of the tPCT which may vary between departments. In general however, it is the responsibility of the Departmental / Service Manager with advice from the Health and Safety Advisor to:

i
implement Health and Safety rules, policies, risk assessments, procedure and programmes and to suggest through the Health and Safety Committee, or through their own management structure, the wider application of such policies
ii
take remedial action to remove or control risks when conditions fall bellow a minimum standard

iii
initiate and co-ordinate staff training in conjunction with the various Trust Training Staff

iv
monitor safety performance

v
provide fire safety and health and safety information to staff and communicate developments and changes
vi
ensure workplace safety discipline, carry out safety checks and monitor the maintenance of safety tools and equipment.

vii
report incidents accidents and hazards

viii
display appropriate hazard warning notices in the workplace

ix
maintain good housekeeping

x
conduct safety audits and inspections in liaison with the tPCT Health and Safety Advisor.

xi
initially complete and thereafter update the Departmental Health and Safety Manual on receipt of updated sections.

xii
ensure that matters outside their remit are notified to the appropriate authority

xiii
ensure that all staff under their control, read, or have explained to them the contents of the Trust Health and Safety Manual on appointment and that this action is recorded.

2.3
Managers and Supervisors will receive guidance on Health and Safety matters. There is a range of advice available to assist them in fulfilling their obligations. Sources of advice include the Trust Health and Safety Advisor, Moving & Handling Advisor, Human Resources Department, Occupational Health Department.

4.
Employees
4.1
All employees have a responsibility to:

i
take care of their own heath, safety and welfare and of others who may be affected by their acts or omissions whilst at work.


ii
not intentionally or recklessly interfere with or misuse any equipment or system provided for the protection, heath, safety and welfare of persons in any premises owned and or occupied by the tPCT. This includes staff accommodation.

iii
comply with safety rules, codes of practice, policies and procedures laid down in this manual and as governed by safe working practice.

iv
co-operate in meeting statutory and local requirements dealing with health and safety matters.


v
practice good housekeeping throughout all tPCT premises.


vi
use and care for all personal protective equipment.


vii
participate in fire, health and safety training as appropriate.

viii
assist and participate in the identification and reduction/elimination of hazards.

ix
on appointment, read or have explained the contents of the Trust Departmental Health and Safety Manual

5.
Health and Safety Representatives
5.1
As defined by the Safety Representatives and Safety Committees Regulations 1977, Health and Safety representatives may be appointed by recognised Trade Unions.  Health and Safety representatives may also be appointed as defined by the Health and Safety (Consultation with Employees) Regulations 1996, by staff who do not belong to a trade union.  So far as is reasonably practicable, Trade Union representatives should be persons who have either been employed by Brent Teaching Primary Care Trust throughout the preceding two years or have had at least experience in similar employment.  Trade Unions and Staff Associations should notify the Trust in writing of the names and constituencies of nominated Health and Safety Representatives.  Health and Safety Representatives have the following functions:

i
to investigate potential hazards and dangerous occurrences at the workplace (whether or not they are drawn to their attention by the employees they represent), and to examine the causes of accidents at the workplace

ii
to investigate complaints by any employee they represent relating to that employee's health, safety or welfare at work

iii
to make representations to the Trust on matters arising out of the sub-paragraphs above

iv
to make representations to the Trust on general matters affecting the health, safety and welfare at work of the employees at the workplace

v
to carry out inspections in accordance with the procedures outlined in Section 6 of the 1974 Act

vi
to represent the employees they were appointed to represent, in consultations at the workplace with Inspectors of the Health and Safety Executive and of any other Enforcing authority

vii
to receive information as defined by the Safety Representatives and Safety Committees Regulations 1977

viii
to receive information from Inspectors in accordance with Section 28(8) of the 1974 Act; and

ix
to attend meetings of the Health and Safety Committee in accordance with its constitution 

5.2
Without prejudice to Sections 7 and 8 of the Health and Safety at Work Etc. Act 1974, no function given to a Health and Safety Representative by this paragraph shall be construed as imposing any duty on him or her.

5.3
The responsibilities of a Health and Safety Representative will cease when:

i
the Trade Union concerned notifies the Trust in writing that the appointment has been terminated


ii
they cease to be employed or they resign.

5.4 
Health & Safety risks arising from work activities
i
risk assessments will be undertaken by the Departmental / Service Manager
ii
the findings of risk assessments will be reported to the Trust Health & Safety Advisor
iii
Action required to remove/control risks will be approved by the Trust Health & Safety Advisor
iv
the Service Director will be responsible for ensuring the action required is implemented

v
the Health & Safety Committee will check that the implemented actions have removed/reduced the risks
vi
Assessments will be reviewed at least once a year or when there is any significant change in the work activity, whichever is soonest.
6.
Training

6.1
Departmental / Service Managers will be responsible for training within their departments. They must ensure that all workers, for whom they are responsible, are fully instructed with regard to hazard identification and the precautions to be taken when confronted with health and safety difficulties.  Each worker must be instructed in the duties they are to perform with particular attention being given to the dangers of specific tasks.  They must be proficient in the operation of safety systems and in the use of personal protective equipment.

6.2
Managers must give training the highest priority.  Under no circumstances should workers be asked to undertake tasks for which they have not received full and complete training.
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