RADIO CABS (ASHTON) LTD

HEALTH AND SAFETY POLICY

Overall Health and Safety Officer: 


Jason Deakin

Day to day responsibility for ensuring 
this policy is put into practice:


 
Shift Supervisor

Appointed First Aider:




Siobhan Campbell
First Aid boxes are kept in:



Upstairs back office cupboard
Fire Extinguishers are located in:


Downstairs booking office &
upstairs booking office

Fire Alarms are located in:
Drivers room, downstairs back office & upstairs front office

Emergency Exits are:
Front door, back door, escape ladder from upstairs back office window

Emergency Lighting:

Top of Stairs

Assembly Point:

End of Stamford Arcade across Old St.

Risk Assessments:

Susan Bintliff

Report Accidents and Hazards to:

Jason Deakin/Susan Bintliff

Review Date:

Annually from 20 February 2009

COMPANY HEALTH AND SAFETY POLICY STATEMENT
We firmly believe that adequate provisions for health and safety are essential to working life. The maintenance of healthy and safe working conditions and the prevention of injuries are not only of vital importance to the company's efficiency and success, but also in the best interests of all our employees and their families.
We therefore aim to:

· Ensure that all employees are fully aware of their responsibility for safety and of the safety rules which are relevant to their own jobs

· Provide up to date information about health and safety issues at work.
· Provide adequate control of the health and safety risks arising from our work activities

· Consult with our employees on matters affecting their health and safety;

· Provide and maintain safe equipment and facilities;

· Ensure safe handling and use of substances;

· Provide information, instruction and supervision for employees;

· Ensure all employees are competent to do their tasks, and to give them adequate training;

· Prevent accidents and cases of work-related ill health;
· Maintain safe and healthy working conditions;

· Review and revise this policy as necessary at regular intervals
SAFETY DO'S AND DON'TS

The list of safety rules set out below is not exhaustive and is intended for general guidance only. Some rules will be explained to you by an immediate supervisor or by an experienced employee. If you are unsure about health and safety issues don't be afraid to ask.

Do
· Look where you are going and proceed cautiously and carefully around the building.

· Make sure that you really understand what to do before you operate any piece of equipment or machinery
· Make sure that you use proper methods for lifting and handling: keep your back straight: if an item is too heavy for you to lift on your own, ask someone to help you

· Clean up: your untidiness or carelessness may cause injury to someone else

· Take care at all times for the safety of yourself and others

· Report any injury, however slight, to your immediate supervisor
· Report hazards
· Co-operate with supervisors and managers on health and safety matters
· Report all health and safety concerns to the appropriate person
· Keep all internal doors closed

· Take regular breaks from your workstation

Don't
· Run inside or outside the building

· Attempt to operate any machine or equipment without taking proper instructions

· Attempt to clean any machine or any moving part whilst it is in motion

· Tamper with any electrical wiring or equipment

· Leave things lying around

· Obstruct fire exits
· Smoke anywhere in the building
· Interfere with anything provided to safeguard your health and safety
· Allow strangers into the interior offices
· Attempt to intervene in any disputes within the customer waiting room or outside the office
ACCIDENTS - FIRST AID
Any injury requiring treatment should be dealt with by one of the company's trained first-aiders.

If no first aider is available report to your immediate supervisor.

REPORTING ACCIDENTS
You should report any accident, however minor to your immediate supervisor who will ensure that all reported accidents are entered in the Accident Book. In the event of a serious or notifiable accident or dangerous occurrence, it is essential that the Manager is located and advised as soon as possible, in order that suitable action is taken.

IN CASE OF FIRE OR EMERGENCY EVACUATION
IF YOU DISCOVER A FIRE:

· Immediately alert every person in the building and activate the fire alarm
· Call the fire brigade immediately from the nearest telephone

· Lift the receiver and dial “999”

· Give the operator the telephone number (0161 330 2090) and ask for FIRE

· When the Fire Brigade answer say distinctly, “Fire at Radio Cabs Office, 22 Old Street, Ashton”, if possible, wait until the operator acknowledges the address but if you need to leave immediately, DO NOT REPLACE THE HANDSET.

· If it is possible to attack the fire without any risk to yourself or others use the appliances provided

ON HEARING THE FIRE ALARM:

· Leave the building immediately by the nearest safe exit (front door, back door or via escape ladder located underneath the window in the upstairs back office)
· Do not stop to collect personal belongings

· If exiting by the front door, go directly to the designated assembly point which is across the road at the end of STAMFORD ARCADE

· If leaving via the back door or window, proceed immediately along Swan Street, through the passageway onto Old Street and to the assembly point at the end of STAMFORD ARCADE

· The most senior member of staff present will take charge of the evacuation and ensure that no one remains in the building (without putting themselves at personal risk)

· Do not re-enter the building until informed by the fire brigade it is safe to do so
Signed……………………………………………………………………………………...   Date………………………………………………
