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Health and Safety
It is expected that all Partners and employees will understand and adhere to this policy when conducting Total Futures business. This policy can be accessed via Total Futures SharePoint and is updated annually unless otherwise required by statute or accrediting body.
Statement
Total Futures regards the promotion of good health and safety practices, both of Total Futures and employees, as a common objective for management and employees at all levels.
We are committed to ensuring, so far as is reasonably practicable, that the health, safety and welfare of all employees, learners and other persons who may be affected by our activities, is maintained to the highest standard possible within the constraints of each working environment.
We endeavour to provide, and maintain, safe and healthy working conditions, equipment, and systems of work for all our employees, and to provide such information, training and supervision as they need for this purpose.
It is everybody’s responsibility to identify and report new or additional ‘risks’ as they become apparent. Risks should be reported to the Health and Safety Officer within the respective Member who should in turn report to the Health and Safety Officer of Total Futures.
Overall and final responsibility for health and safety at all events and activities organised by Total Futures lies with the director, Garry Brown.
Total Futures has a health and safety officer and a committee that meets on a regular basis. The purpose of the health and safety officer is to:
· work in partnership with Partners, learners, and visitors to promote health and safety on all Total Futures workplaces.
· ensure safe legislation is adhered to and policies and procedures are adopted by all employees, Partners, and learners.
· carry out risk assessments and monitor general health and safety issues.
The Health and Safety Committee will:
· review, promote, plan, implement, monitor, and review the health and safety Total Futures has put in place to protect the working environment.
· address and issues brought to their attention by employees Partners or learners.
Total Futures has a health and safety manual, which is periodically updated to reflect changes in the working environment. The Health and Safety Manual provides a detailed framework illustrating how the health and safety policy is implemented.
Communication and consultation at all levels within the organisation will take place to ensure that health and safety standards are maintained and improved. It is our aim to continually improve the environment in which employees, learners and customers work, both at Total Futures and in our member companies.
Total Futures will seek to highlight and promote health and safety in our learning resources.
Total Futures will continue to find innovative ways to promote and implement
better health and safety activity practices in our own sites and customer’s premises.
Accident Reporting
In the event of an accident procedures should be followed.
The relevant staff member must notify The Managing Director and the Operations Director of the accident within 24hrs. Total Futures will then record the accident in Total Futures Accident Book. The accident will be investigated using the investigation process.
Total Futures will review all accidents occurring at Partners and internally for trends and provide direction and guidance as appropriate.
Fire Drills and Evacuation Procedures
The fire alarm points, fire exits, and emergency lighting system will be tested by The Fire Officer/Health and Safety Officer during the first week of each month and entered in the log book on reception.
The Fire Officer will arrange for Fire Drills and Fire Prevention Checks to be carried out at least once every three months and entered in the logbook. In addition, these Drills
will be carried out at different times and on different days, so that all staff/learners know the procedures.
Persons discovering a fire should sound the nearest alarm.
The first duty of all workers is to evacuate all people from the building by the nearest exit immediately the fire is discovered.
All persons must evacuate the building and, where possible without personal risk, leave all doors and windows closed.
The assembly point for the building is the car park at the side of the building.
No-one should leave the assembly point without the permission of a member of staff.
General
All thoroughfares, exits and gates must be always left clear. Corridors and fire exits must not be blocked by furniture or equipment.
Vehicles must not be parked near to the building to cause any obstruction or hazard; Hazards or suspected hazards or other health and safety matters should be reported to the Health and Safety Officer or the staff member on duty immediately or as soon as practicable, so that action can be taken. If the hazard is of a serious nature, immediate action must be taken to protect or clear the area to prevent injury to staff or other users.
Contravention of this Policy
Failure to comply with any of the requirements of this policy is taken very seriously and will be managed proportionately to the breach.
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