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1.0 Health and Safety Policy

It is the policy of Remember Us to ensure the health safety and welfare of
employees, volunteers and any other persons accessing the organisation. This is
achieved by following legislation set out in the Safety Health and Welfare at Work
Act 2005 and any other codes of practice and guidelines that may be applicable.
Remember Us will ensure, so far that is reasonably practicable, such steps are
implemented to protect the safety, health and welfare of all persons within the
organisation.

It is the policy of Remember Us to review the Safety Statement, Risk Assessments
and any Safety Operating Procedures on a continuous basis to ensure that they
are relevant and reflect the processes and activities carried out by the Remember
Us staff/ volunteer and to ensure that they are compliant with current legislation.

Any Directors, staff, CE, TUS, volunteers, members and visitors that are affected
by Remember Us activities or processes are expected to read relatable sections of
the Safety Statement and make themselves familiar of any relevant requirements.

A pro-active approach to the controlling of identified hazards associated with
Remember Us activities, such as feedback, is imperative to the continual
improvement of health and safety within the establishment and the Safety
Management System.

Signed: i} M Date: 04/03/2025
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2.0

Organisational Structure

_
T
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3.0 Organisation Profile

Remember Us was set up by Nora Roban in 1998. Remember Us provides
a unique social outlet to people with special needs and their families in the
North County Dublin and surrounding region. It is the families that are the
members; this means that not only the individual with special needs
benefits from our group but their parents/carers and siblings too.

Since 1998 our club has grown from a handful of people to now being an
integral and invaluable part of the lives of 200 + families impacting on over
850 people.

Remember Us provides such events as
e Easter Camp - For 5 days during the Easter Holidays

e 6 week summer programme - 4 days and 1 night each week

e Family respite breaks away

e Parent information evenings

e Family support

e Club events 5/6 days a week for its members who range from ages 4
- 18+

4.0 Resources to Health and Safety

4.1 Safety Management System

Remember Us has a site-specific safety management system
outlining their duty and commitment to health and safety in their
organisation. This is reviewed annually, or when practices/
procedures change, when machinery/ equipment is changes or
altered or when there has been a change in relevant legislation. The
Safety Statement, containing relevant policies, procedures, risk
assessments etc. is always made available to employees/ volunteers
to review.

4.2 Emergency Procedure/ Preparedness
An emergency procedure is in place to ensure the safety of all persons
related to the organisation. This includes safety check sheets that
must be completed when carrying out activities with allocated venues
e.g. fire safety check sheet. This ensures that venues are risk
assessed before any activities take/ works take place.

4.3 Accident Procedure

This procedure highlights measures to take in the event of an
accident/ incident within the organisation, which includes the
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completion of an accident investigation form. All accident
investigation reports are kept on file within the organisation. All
accidents that result in the injured party being absent from work
for more than 3 consecutive days must be reported to the Health
and Safety Authority (HSA).

4.4 First Aid

A first aid kit available in the office area and a first aid travel kit is
always available when travelling to and from venues and during
events. All first aid boxes are checked on a monthly basis and
stock replenished if necessary. If first aid can be administered it
will be, but if further medical assistance is required then the
injured party will be sent to receive medical attention.

4.5 Fire

All persons must make themselves familiar with the emergency
exits in the Remember Us office, building and when visiting
venues. A fire drill is also carried out with each group of members
once a month to ensure emergency and evacuation preparedness.
All fire extinguishers in the building are certified and in date and
maintained /serviced regularly.

4.6 Transport

All transport is organised through reliable and competent
businesses that have the specialised equipment and materials
required for the safe travel of Remember Us members. All
companies are vetted to ensure the safety off all members of the
organisation.

4.7 Venues
Venues are checked before events, highlighting any special
requirements that may need to be implemented before
commencement of group activities. New venues are inspected
prior to commencement of activities, where appropriate, using
allocated check sheets by competent personnel.

4.8 Vetting of Volunteers/ Employees

All Directors, Employees, Tus, CE and volunteers must adhere to
the process of Gardai vetting before being permitted to work
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5.0

within the organisation. This is to ensure the safety of all persons,
primarily members, within the organisation.

4.9 Policies and Procedures

The organisation has set out specific policies and procedures to
highlight their commitment to health and safety and the method
used to ensure that these policies are implemented, controlled and
monitored at all times.

Roles and Responsibilities

The primary responsibility for Safety, health and Welfare at Work rests
with the Chairperson of the Board of Directors of Remember Us.
However, the Management Committee delegates day to day
management of Health and Safety to the Co-ordinator / Assistant Co-
Ordinator

5.1 Chairperson and Board of Directors

To ensure there is an effective Safety Statement in place and that
it is communicated and implemented within the organisation and
reviewed annually.

To ensure that all Directors, staff, TUS CE and volunteers have
read and understood the Safety Statement and are committed to
the health, safety and welfare at work.

To ensure that so far as is reasonably practicable, resources
provided are implemented and available at all times.

To ensure that there are adequate financial resources available for
the implementation of the Board of Directors safety policies and
procedures.

To ensure that a safety is priority and proactively incorporated into
all activities and procedures within the organisation.

To ensure that the Board of Directors comply with all relevant
legislation.

To ensure all work practices are observed and foreseen risks/
hazards are controlled/ eliminated so far as reasonably
practicable.

To ensure that all work equipment is maintained/ serviced by
competent person(s) and safe to use.

To ensure that training is provided and attended by Directors,
staff, CE, TUS and volunteers so as they can carry out their tasks/
roles in a safe manner.

To ensure safe access/ egress for all persons attending the
building.
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e To provide welfare facilities for those working in the office area.

5.2

5.3

Coordinator

To ensure a safe, clean and healthy working environment.

To monitor the day to day work practices and ensure that
practices comply with safety standards highlighted and in
place.

To ensure that all equipment (including safety equipment) is
maintained, serviced and in good working order in accordance
with manufacturer/ supplier recommendations.

To ensure that all Directors, staff, CE, TUS and volunteers have
training available to them and that they attend to ensure that
they have the skills necessary to carry out their job safely.

To carry out bi-weekly audits of the workplace in relation to
compliance with health and safety guidelines and legislation.
Implement corrective action for close out of non-compliances.
Include health and safety in weekly meetings and keep record
of any topics raised and any progression made.

To ensure that all pathways/ work areas/ corridors and public
areas are kept clear from obstruction to ensure safe means of
entry and exit.

Facilitating the attendance of Directors, staff, CE, TUS and
volunteers at safety, health and welfare training.

Maintain and audit emergency and fire safety standards and
procedures.

Employees/ Volunteers

Comply with all relevant statutory provisions
Take reasonable care to protect the safety of themselves and
others who might be affected by their acts and omissions
Ensure they are not under the influence of any intoxicant that
may affect their safety or the safety of others whilst at work
Co-operate with his or her employer (Board of Directors) so far
as is necessary to enable compliance with the relevant
statutory provisions
Not engage in any improper conduct or dangerous behavior
Attend training made available and undergo assessments/
questionnaires that may be necessary
Make correct use of any article or substance provided for use
or for the protection of the employee, including protective
clothing/ equipment (PPE).
Report to his/ her employer as soon as practicable:

o any work being carried out which might endanger

themselves or others

Page 7 of 53



o any defects in the place of work, the system of work, any
article or substance which might endanger themselves or
others

o any breach of the relevant statutory provisions of which
he/she is aware

Notify the Organization (Member of the Board of Directors or
Coordinator/Assistant Co-Ordinator) if they become aware that
they are suffering from any disease or physical or mental
impairment which affects their performance of work activities
that could give rise to risks to the safety, health and welfare of
persons at work. The duty is on the employee to protect
themselves and others.

An employee may not:

o misrepresent himself or herself to an employer with
regard to their level of training

o interfere, misuse or damage anything provided for the
safety, health and welfare or employees

o place at risk the safety, health and welfare of persons in
connection with work activities

5.3.1Child Protection

Outside of official communication, there must be no
communication with members via phone/ text/ Facebook or
email
It is not appropriate to
o Have young person(s), either members or volunteers/
fellow employees, as friends on Facebook.

o Have constant communication with an individual
member of the organization in a social context.
Volunteers/ employees are not permitted to take photos of
members unless authorised by Co-ordinator/Assistant Co-

ordinator.

Camera phones are not permitted to be used to take photos
of members unless authorised by Co-ordinator/Assistant Co-
ordinator.

Parental consent is required before photographing
members.

Volunteers/ employees should only share information about
themselves with other volunteers/ employees, provided they
are comfortable doing so.

Directors, staff, CE, TUS and volunteers should respect each
other and be mindful of boundaries during involvement with
members of the organization.

If for any reason Directors, staff, CE, TUS and volunteers
are uncomfortable with another employees/ volunteers’
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company or feel that their actions are inappropriate this
must be reported immediately to Co Ordinator/assistant Co
Ordinator.

e Designated Liaison Person (Allison Donohoe) is displayed
within the organisation (087-6556583)

5.3.2Code of Behavior

Remember Us requires that all Directors, staff, CE, TUS and
volunteers working with young people/ vulnerable adults to
ensure they are safeguarded physically and emotionally.
Remember Us expects all those working with young people/
vulnerable adults to:

e Actively listen to young people/ vulnerable adults, taking
into account their expression of interests, needs and
concerns

e Value and respect young people/ vulnerable adults as
individuals

e Encourage and support young people/ vulnerable adults
with praise and positive due regard.

Remember Us does not accept the following behaviors from
any employees/ volunteers and can/ will intervene if
necessary, to ensure the fair and equitable treatment of all
persons:
e Bullying
e Violence
e Sarcasm
e Name calling (this includes all other forms of
scapegoating)
e Favoring a person(s) that results in the exclusion of
others
e Abusive language/ gestures
e Any form of punishment - this includes physical,
emotional, psychological
e Negative criticism/ comments related to a young
person’s/ vulnerable person’s beliefs, culture or
opinions.
e Negatively highlighting physical, social, sexual, racial,
cultural or emotional differences.

Or any behavior that;

e Causes negative attention to be drawn to a young
person/ vulnerable person

e Encourages a young person/ vulnerable person to be
disrespectful or disruptive
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e Exposes a young person/ vulnerable person to danger
e Would be dangerous/ negative if copied by a young
person/ vulnerable adult.

5.3.3 Required Standards of Behavior

Standards of behavior set out are the requirements of
Remember Us for all those working with young people/
vulnerable persons so as to avoid any situation that may
endanger the members or give rise to unjustified allegations.
The standards set are good practice and must be adhered to by
all adult Directors, staff, CE, TUS and volunteers that are in
contact with members (young person(s)/ vulnerable persons).

Standards include:

Be sensitive to risks of personal safety and the possibility of
unfounded allegations that can arise.

o Never request or agree to meet with a member alone.
When meeting with a member, always leave the door of the
meeting room open and ensure that another Directors, staff,
CE, TUS and volunteers is present at all times.

Directors, staff, CE, TUS and volunteers are not permitted
to provide members with lifts to events.

Any physical contact between any Directors, staff, CE, TUS
and volunteers and a young person/ vulnerable adult must
be monitored at all times to ensure that contact is
appropriate to a particular task and verifiable.

o It is not appropriate to ask for or seek out hugs/

cuddles/ massages/ pats on head etc.

Always ensure that there are sufficient Directors, staff, CE,
TUS and volunteers available so as;

o There is maximum safety, participation, learning and
fun in activities,

o Any disruptive behavior by young person(s)/
vulnerable adults can be controlled by the setting out
and establishment of clear boundaries and the
maintaining of a group contract.

Directors, staff, CE, TUS and volunteers are not permitted
to deal with disruptive individuals on a one-to-one basis, but
instead ensure that they are always accompanied by another
member of the Remember Us team.

o All incidences of disruptive behavior must be reported
to the Coordinator/Assistant Co Ordinator
immediately.
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o If the disruption proposes any risk to the health or
safety of the members or the employees/ volunteers,
the Coordinator/Assistant Co Ordinator must be
informed immediately and a written report must be
provided and forwarded onto the Designated Liaison
Person.

Directors, staff, CE, TUS and volunteers must always be
respectful of the privacy of young person(s)/ vulnerable
adults in dormitories, changing rooms, showers and toilets.

o When present in such areas as these it must be
ensured that a minimum of 2 employees/ volunteers
be present at all times.

It is important that Directors, staff, CE, TUS and volunteers
do not help with or attend to any personal care needs of a
young person/ vulnerable adult, except where such
arrangement are made in advance and recoded in writing.

o Parental consent is sought and required for such task.

Directors, staff, CE, TUS and volunteers are not permitted
to administer medication.

5.3.4 Confidentiality

Remember Us respects all members and their families along
with volunteers, employees, directors, CE, TUS and associated
groups affiliated or working with Remember Us, right to
confidentiality and privacy.

In turn, Remember Us asks that anyone working with or
volunteering within the organisation takes responsibility for
maintaining the confidentiality of all privileged information to
which they are exposed to or acquire while working/
volunteering e.qg.;

e Information specifically designated as confidential by
Remember Us i.e. contact details, addresses, phone
numbers, email addresses.

e Information relating to colleagues/ members and their
families, groups or organisations. This does not include
information that is deemed to put a child at risk or in
danger. Where it is felt that a child is at risk of a Child
Protection Issue (e.g. abuse, bullying, neglect etc.) Child
protection procedures will be followed and contact with
the TUSLA and/ or the Gardai made.

e Information relating to Finances or finances that are
deemed privileged.
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6.0 Risk Assessments
Hazard Risk Controls Risk Additional Controls Risk Persons Exposed
Rating Rating
H,M,L H,M,L
Trailing leads | Slips trips and Trip hazards to be eliminated M L All persons accessing
falls Spills to be cleaned up Building area
Injury immediately
Cuts and Housekeeping to be maintained at
abrasions all times
Broken bone Adequate space to be provided in
all work areas
All areas are checked regularly
Fire Damage to Fire extinguishers located in office H All Directors, staff, M All persons accessing
property area CE, TUS and building
Fatality Fire detection installed in building volunteers to
Injury Fire drill complete regularly in receive fire safety
Health issues due building to ensure emergency and extinguisher
to smoke preparedness of all Directors, training
inhalation staff, CE, TUS and volunteers

All Directors, staff, CE, TUS and

volunteers are aware of
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emergency exits/ evacuation
procedures

Fire alarms are tested weekly in
the building

Emergency exits are visible and
accessible at all times
Emergency routes/ escapes are
checked regularly to ensure that

they are clear

Electricity Fire Any defects with electrical All persons in Building
Electrocution equipment to be reported and
Injury removed from use/ operation
Nerve damage Electrical equipment to be
Fatality repaired by competent person(s)
only
CO2 fire extinguisher to be
available in area
Fire detection is installed in
building
Stairs Slips trips falls All persons to maintain 2 points of e Anti-slip strips to be All persons accessing

Falls from height
Bruising
Sprains

Strains

contact when ascending/
descending the stairs.

Hand rail to be installed and used

installed on stair

way

the building
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Directors, staff, CE, TUS and
volunteers are not permitted to
over load when ascending
descending stair way.

Any defects in relation to stair or
access to building to be reported
immediately

Lighting in area to be adequate
Stair way to be clear at all times

and not obstructed in any way

Manual

Handling

Back injuries
Cuts

Impact injuries
Pain/ strain to
back

Manual handling to be eliminated
where possible

Load to be assessed before lifting
Team lift to be applied when
manoeuvring heavy/ awkward
loads

Stand close to the load

Bend the knees and keep the
back straight

Arms in line with trunk

Firm grip

Lift with the legs

Ensure pathway is clear and free

from any obstructions

Directors, staff, CE,
TUS and volunteers
to receive manual
handling training
Mechanical lifting
devices to be
sourced for heavy/
awkward loads
Manual handling
training to be
refreshed every 3

years

Directors, staff, CE,

TUS and volunteers
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e Turn feet in direction of
movement
e Do not twist the back

Poor

Housekeeping

Slips trips falls
Injury

Sprains

e Good housekeeping to be
maintained at all times

e All trip hazards to be eliminated

All persons accessing

Remember Us Building

Ergonomics

Back strain/ pain
Eye problems
Arm/ leg/
shoulder ache
Headaches

Fatigue

e Employees/ volunteers to take
routine breaks from they’re desk
e Adequate lighting available in

area

Ergonomic
assessment to be
carried out on all
office staff by
competent
person(s)

Following
ergonomic
assessment
controls measure to
mitigate risk are to
be implemented i.e.
desk set up/
equipment (chairs)/

eye tests etc.

Directors, staff, CE,

TUS and volunteers

Organisation

travelling to

e Access and

egress to and

e Directors, staff, CE, TUS and
volunteers to read and sign;

-Code of conduct/ behaviour

Members Directors
Staff CE TUS and
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venues/

events

from bus/
venue
Vehicle
collision
Loss of
members
during
transportation
or at venue
Injury

Fire
Bullying
Physical/
emotional/
sexual

exposure

-Confidentiality agreement
-Volunteers consent form
-Standards of Behaviour
-Guidelines for volunteering
(These can all be found within the
Remember Us Safety Statement)
In the event that a young person/
vulnerable adult needs to go for
fresh air/ accompanied to the
bathroom they must be
accompanied by 2 volunteers/
employees

A volunteer/ employee must
never be on their own with a
young person/ vulnerable adult at
any time.

If any behaviour is seen to be
unacceptable or inappropriate the
co-ordinator, assistant co-
ordinator and the Designated
Liaison person must be reported
to immediately.

All Directors, staff, CE, TUS and

volunteers within the organisation

volunteers of

Remember Us
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must be Gardai vetted before
employment

Transport company to be
reputable and have necessary
accessibility for Remember Us
members

Roll call to be complete at events
Photographs are not permitted to
be taken by employees/
volunteers unless approved by
Co-ordinator / Assistant Co-
ordinator

Contacts of parents/ guardians
are accessible from Leader at the
activity in the event of an

emergency.

Setting up of
venues
(internal and

external)

Fire
Manual handling
injuries

Slips trips falls

Accident venue fire check sheet is
complete

Roll call is taken of everyone
present at venue.

Furniture/ toilets (all welfare
facilities) must be inspected and

approved.

All Directors, staff,
CE, TUS and
volunteers to attend
manual handling

training

Directors, staff, CE,

TUS and volunteers
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All Directors, staff, CE, TUS and
volunteers to be familiar with
emergency procedure and
emergency exits.

Accident report forms are always
available

All accident report forms are kept
on file and stored by allocated
personnel

Venues are approved prior to
organisation of any events.

All trip hazards to be eliminated
Manual handling principles to be
followed.

2 persons required for awkward/
heavy loads.

Event is not permitted to begin
unless approved by Leader at the

activity

Access to

Building

Unauthorised
personnel

Arson

Theft of goods
Abuse (physical,

mental, sexual)

Building is access controlled by
keypad

Fire detection available

All Visitors/
contractors must
sign in and out
when on the

premises

Members, Directors,
staff, CE, TUS,
volunteers and visitors

to Remember Us
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No photography permitted unless
authorised by co Ordinator or assistant
Co Ordinator

Necessary policies
in place

Fire training
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7.0 Company Policies

Employee Welfare Facilities Policy

An employer must ensure that, in relation to the welfare facilities of the organisation,
that

(@) Every place of work is kept in a clean state and accumulations of dirt, waste, trade
waste is removed by a suitable method as frequently as necessary to maintain an
appropriate level of safety and health,

(b) The floor of every work area is cleaned by a suitable method as frequently as
necessary to maintain an appropriate level of safety and health,

(c) Where any Directors, staff, CE, TUS and volunteers have in the course of their
employment reasonable opportunities for sitting without detriment to their work

(i) Suitable facilities for sitting provided and maintained for their use, or

(ii) If this is not practical, ensure that they are otherwise ergonomically
supported,

(d) An adequate supply of portable drinking water is provided and maintained at
suitable points conveniently accessible to all employees/ volunteers,

(e) Suitable and adequate facilities for boiling water and taking meals are provided and
maintained for the use of employees/ volunteers, or that employees/ volunteers have
reasonable access to other suitable and adequate facilities for the taking of meals, and

(f) The taking of meals by employees/ volunteers is prohibited at any location in the
place of work where there is likely to be a risk to safety, health or welfare.

‘\‘, 3 ’ =3
Signed: i} W Date: 04/03/2025
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Housekeeping Policy

All materials, products and equipment have a place for orderly storage within
Remember Us. Directors, staff, CE, TUS and volunteers are to return items to their
proper place after use to ensure they are easier to find and easier to inspect for damage
and wear.

Directors, staff, CE, TUS and volunteers should tidy their workstation/ work area
throughout the day and throughout activities to ensure their space is safe for use, to
aid others in locating materials, and to maintain the professional image of Remember
Us.

Directors, staff, CE, TUS and volunteers are collectively responsible for maintaining the
cleanliness of common office areas. When using any common space, either during
activities in allocated venues or in the head office, all employees/ volunteers are
expected to clean anything that they use, put their waste in the designated areas, and
leave all items in the condition in which they were found. Should anything need repair
or replacement, please notify the organisation leader.

Directors, staff, CE, TUS and volunteers within Remember Us are to follow the direction
of all signage posted in common areas to ensure compliance with any smoking
restrictions and health and safety regulations to guarantee a safe and tidy environment.

Directors, staff, CE, TUS and volunteers and services carrying out work within
Remember Us are to ensure that;

a) Work stations and storage facilities are clean and neat,

b) Keep walkways and routes of entry/ exit clear and free from obstruction for
pedestrians (employees/ volunteers/ visitors/ members)

c) Any spills within the organisation to be cleaned up immediately,

d) Any items that are seen to be defective it must be reported to the organisation
leader immediately and work ceased,

e) All common areas to be treated with respect by all person(s) accessing Remember
Us.

Employees/ volunteers are to ensure that their workstation/ work area is cleaned
regularly.

5
- )
Signed: Date: 04/03/2025
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Contractors and Visitors Policy

It is the policy of Remember Us, in being compliant to the Safety, Health and Welfare
at Work Act 2005 Part 2, Chapter 1, Section 12, that Remember Us employers shall
manage and conduct his/ her undertaking in such a way as to ensure, so far as is
reasonably practicable, that in the course of the work being carried on, individuals at
the place of work (not being his/ her employees/ volunteers) are not exposed to risks
to their safety, health or welfare.

Contractors/ visitors are not permitted to carry out works etc, until they have contacted
liaison person(s). Contractors/ visitors are not permitted to enter restricted areas,
unless accompanied liaison person(s) at all times. Persons entering the organisation
that are not Directors, staff, CE, TUS and volunteers must make themselves familiar
with and sign the policies set out in the organisation, the confidentiality agreement and
also any specific guidelines.

Contractors or any other services entering the organisation to carry out any form of
work or service must ensure that they comply with Construction Regulations 2013 Part
3 Section 24, which describes in detail their general duties while providing their service.
Contractors are required to:

a) Comply with site liaison manger/ team leaders and organisation provisions in
place,

b) Provide specific information such as relevant training, methodology,
competencies etc.

c) Comply by any directions/ organisation rules that are specified when arriving by
the organisation leader in relation to safety and health,

d) Ensure that their acts or omissions do not affect the health and safety of any
others on site i.e. Members, Directors, staff, CE TUS and volunteers.

\i ) ) .
Signed: ﬁ M Date: 04/03/2025
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Accident, Incident and Near Miss Policy

In order to create a safe, healthy and efficient work environment for our employees/
volunteers and members, Remember Us has established the Near Miss/ Accidents and
Incidents reporting policy.

Employees are required to fill in the necessary document (Accident Report Form) when
they have experienced or have witnessed a:

e Near miss: Events that could have under slightly different circumstances caused
injury, illness, property damage, loss of materials or environmental damage.

e Incident: Events that have caused damage to any property or environment.

e Accident: Unplanned events that result in injury, illness.

[}
This form can be filled out by authorised members of staff within Remember Us.
Report Form consists of and asks Directors, staff, CE, TUS and volunteers to state the
description of minor injury, near miss or incident, the location in which it occurred, the
close out action (plaster etc.) and finally the date it occurred and the signature of the
employee/ volunteer.

Signed: ﬁ W Date: 04/03/2025
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Access and Egress Policy

The Safety, Health and Welfare at Work Act 2005 sets out the main provisions for
securing and improving the safety, health and welfare of people at work. The law

applies to all places of work regardless of the quantity of Directors, staff, CE, TUS and
volunteers.

As part of this it is required by the employer to ensure that so far that is reasonably
practicable the designing, providing and maintaining a safe place of work that has safe
access and egress.

Remember Us is committed to providing a safe place of work and a safe means of
access and egress within all parts of the organisation. Safe access and egress includes
movement in and out of the Building, and safe access and egress within the Building.

Remember Us is responsible for implementing this policy which covers the following:

a) Access to and egress from the workplace

b) Routes through working areas

c) Accessibility of storage areas

d) Access to and egress from an individual's workplace

e) Emergency exit routes

f) Use of access equipment, such as ladders etc.

g) Limitation of access to hazardous/high security areas

h) Temporary arrangements for access

i) External pathways and roadways around the workplace and common parts of the
building.

Signed: ﬁ W

Date: 04/03/2025
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Bullying and Improper Conduct Policy

Under the Safety Health and Welfare at Work Act 2005 section 8 (2) (b) refers to an
employer’s duty to ensure that they manage and conduct all work activities in such a
way as to prevent, so far as is reasonably practicable, any improper conduct or
behaviour likely to put the safety, health and welfare of their employees at risk.

Under section 13 (1) (e) of the 2005 Act it states that Directors, staff, CE, TUS and
volunteers should not practice improper conduct that or behaviour that is likely to
endanger

It is the policy of Remember Us to ensure the safety, health and welfare of all
Members, Directors, staff, CE, TUS and volunteers of the organisation by complying
with the legislation stated in the above legislation.

In addition, the following examples may constitute or contribute to evidence of
bullying in the workplace:

» Persistent singling out of one person.

o Shouting or raising voice at an individual in public or in private.

o Using verbal or obscene gestures.

o Not allowing the person to speak or express himself of herself (i.e., ignoring or
interrupting).

o Personal insults and use of offensive nicknames.

o Public humiliation in any form.

o Constant criticism on matters unrelated or minimally related to the person’s job
performance or description.

o Ignoring or interrupting an individual at meetings.

e Public reprimands.

o Repeatedly accusing someone of errors that cannot be documented.

o Deliberately interfering with mail and other communications.

o Spreading rumors and gossip regarding individuals.

« Encouraging others to disregard a supervisor’s instructions.

o Manipulating the ability of someone to do his or her work (e.g., overloading,
underloading, withholding information, assigning meaningless tasks, setting
deadlines that cannot be met, giving deliberately ambiguous instructions).

« Inflicting menial tasks not in keeping with the normal responsibilities of the job.

« Taking credit for another person’s ideas.

« Refusing reasonable requests for leave in the absence of work-related reasons
not to grant leave.

o Deliberately excluding an individual or isolating him or her from work-related
activities, such as meetings.

« Unwanted physical contact, physical abuse or threats of abuse to an individual
or an individual’s property (defacing or marking up property).

Remember Us considers workplace bullying unacceptable and will not tolerate it in
any circumstances.
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Workplace bullying is behaviour that harms, intimidates, offends, degrades or
humiliates any Directors, CE, Tus placements or Volunteers in front of others (e.g.
members, employees, volunteers). Workplace bullying may cause the loss of trained
and talented employees/ volunteers, reduced productivity and morale and create
legal risks.

Remember Us believes all Directors, staff, CE, TUS and volunteers should be able to
work in an environment free of bullying. Managers and team leads must ensure
employees/ volunteers and members are not bullied and/ or involved in any acts of
bullying.

Any reports of workplace bullying will be treated seriously and investigated promptly,
confidentially and impartially.

Remember Us encourages all Directors, staff, CE, TUS and volunteers to report
workplace bullying.

Managers/ team leads must ensure Directors, staff, CE, TUS and volunteers who
make complaints, or witnesses, are not victimized.

Disciplinary action will be taken against anyone who bullies a co-employee/
volunteer/ member. Discipline may involve a warning or dismissal, depending on the
circumstances.

Y Aok
Signed: ﬁ M Date: 04/03/2025
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Confidentiality Policy

Remember Us is committed to providing a confidential service to its members. No
information given to the organisation will be shared with any other organisation or
individual without the members permission.

Confidentiality relates to the transmission of personal, sensitive or identifiable
information about individuals or organisations (confidential information), which comes
into the possession of the organisation through its work.

Remember Us holds personal data about its Directors, employees, CE, Tus, volunteers
and members .etc which will only be used for the purposes for which it was gathered
and will not be disclosed to anyone outside of the organisation without prior
permission.

All personal data will be dealt with sensitively and in the strictest confidence internally
and externally.

It is also the policy of Remember Us to have all Directors, staff, CE, TUS and
volunteers sign a confidentiality agreement before duty commences.
Breaches of this policy will be dealt with through disciplinary procedures as
appropriate.

9 $,.009%

Signed: Date: 04/03/2025
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8.0

Forms and Templates

Title: Confidentiality Agreement
Document Number: RU-F-001
Rev Number: 14

"¢ Remember Us

1

Sbecr’él Needs

Remember Us

Confidentiality Aqreement

Remember Us respects all members and their families along with volunteers, directors, associated

groups affiliated or working with Remember Us, right to confidentiality and privacy.

In turn, we would ask anyone working with or volunteering with Remember Us, that they are responsible

for maintaining the confidentiality of all privileged information to which they are exposed or may acquire

while working or volunteering with Remember Us.

Information such as;

Information specifically designated as confidential by Remember Us i.e. contact details,

addresses, phone number, email addresses etc.

Information relating to colleagues/ members and their families, groups or organisations. This

does not include information that is deemed to put a child at risk or in danger. Where it is felt

that a child is at risk of a child Protection Issue (e.g. neglect, abuse, bullying etc.) Child

Protection procedures will be followed and contact with TUSLA and/ or the Gardai made.

Information relating to finances or finances that are deemed privileges.

PRINT NAME:

Signed:

Date:

Position:
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Title: Volunteers Consent Form T
Document Number: | RU-F-002 AT eI ey 1)
Rev Number: 1.4 /) Special Needs

Directors, Employees, TUS, CE, Volunteer Consent Form

Media / Photographs

Remember Us requests if you. WILL/ WILL NOT, give your consent, that any photographs or media
coverage taken by a designated photographer at all club activities/ events, will only be used to promote
Remember Us positively through the media i.e. Remember Us website/ social media, local newspapers,

newsletters and scrapbooks.

REMEMBER US WISH TO INFORM ALL VOLUNTEERS THAT WE DO NOT ALLOW ANY
UNAUTHORISED PHOTOS TO BE TAKEN BY AN UNAUTHORISED PERSON.

ALSO, VOLUNTEERS THEMSELVES ARE NOT PERMITTED TO TAKE ANY MEDIA COVERAGE
UNLESS WRITTEN PERMISSION IS GRANTED BY THE CO-ORDINATOR/ASSISTANT CO-
ORDINATOR OF REMEMBER US

The use of camera phones by volunteers/ parents/ carers/ members or any invited quests, is strictly

prohibited. While we endeavour to control the taking and use of photos on our closed club days we cannot

control photos taken while out in the public domain by those not related to Remember Us.

PELASE RETURN THIS SECTION AND KEEP THE ABOVE INFORMATION

Directors, Employees, TUS, CE, Volunteer Consent Form

MEDIA/ PHOTOGRAPHS

I( ) DO/ DO NOT give consent that photographs or media coverage

of myself taken by a designated photographer for all club activities/ events to promote Remember Us

positively through media may be used.

PRINT NAME:

Sign Name:

Date:
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Title: Code of Behaviour *
Document Number: RU-F-003 P V\ 2 Fo %
Rev Number: 1.4 /) Special Needs

¢ Remember Us

Code of Behaviour for Remember Us

Remember Us requires all adults working with young people/ vulnerable adults to ensure they are
safeguarded both physically and emotionally

Remember Us expects all those working with young people/ vulnerable adults to:

o Actively listen to young people/ vulnerable adults, taking into account their expression of interests,
needs and concerns.

¢ Value and respect young people/ vulnerable adults as individuals,
¢ Encourage and support young people/ vulnerable adults with praise and positive due regard.
[ ]
The work completed by Remember Us is about enabling young people/ vulnerable adults to acquire the
knowledge, skills and experiences that will assist their personal and social growth. Adults involved with
Remember Us are educated not only through the programs they facilitate, but also through their
behaviour and their manner of interaction. The practices, encouraged or ignored in group members may
hinger this process of empowerment, consciously or unconsciously.
Remember Us does not accept the following behaviours and will intervene to ensure the fair and
equitable treatment of all persons:

Bullying
Violence
Sarcasm, name calling, “slagging”, and other forms of scapegoating.
Favouring some to the exclusion of others
Abusive language or gestures
Any form of punishment — physical, emotional, psychological
Behaviour which;
o Causes negative attention to be drawn to a young person/ vulnerable adult
o Encourages a young person/ vulnerable adult to be disruptive or disrespectful
o Exposes young people/ vulnerable adults to danger
o Would be dangerous/ negative if copied by a young person/ vulnerable adult.

o Negative criticism/ comment of a young person/ vulnerable adult’s values, beliefs and opinions
o Negatively highlighting physical, social, sexual, racial, cultural or emotional differences.

The following standards are the requirements of Remember Us for all those working with young people/
vulnerable adults to avoid situations that endanger young people/ vulnerable adults or might give rise to
unjustified allegations. These standards are good practice and must be followed by Directors, staff, CE, TUS
and volunteers in contact with young people/ vulnerable adults at Remember Us.

Be sensitive to risks of personal safety and the possibility of unfounded allegations that can arise. Never
request or agree to meet with a young person/ vulnerable adult alone.

When meeting with a young person/ vulnerable adult, ensure another member of staff/ volunteer is present.
Do not give lifts in cars to individual young people/ vulnerable adults under any circumstances.

Be sensitive to the possibility of becoming over involved or spending excessive time with any one young
person/ vulnerable adult.

Monitor any physical contact between yourself and young person’s/ vulnerable adults, ensuring that at all
times contact is appropriate to a particular task and verifiable. Do not ask for or offer hugs, cuddles, pats on
head or massages.

Always make sure that there is sufficient staff/ volunteers available to:
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- Ensure maximum safety, participation, learning and fun in activities
- Anticipate and control disruptive behaviour by young people/ vulnerable adults by setting clear boundaries
and maintaining a group contract.

Do not deal with disruptive individuals on a one-to-one basis, always ensure you are accompanied by another
member of the team (Directors, staff, CE, TUS and volunteers). All instances of disruptive behaviour are to
be reported to the Co-Ordinator. If disruption risks the safety of either yourself or the group, you should notify
the Co-Ordinator/Assistant Co-ordinator immediately and where appropriate, provide a written report.

Remember Us, as far as is reasonably practicable, take all necessary measures to protect staff, volunteers,
and club members from acts of violence or aggression during club activities and will act on reports by staff,
volunteers club members or others affected by such behaviour. The management team will investigate any
reports made and consult with the board on action required.

If a club member has care staff or a parent attending with them, it is primarily the responsibility of care staff
or parent to deal with issues outside the normal running /operation of club activities i.e., “acting out”

Given the nature of our work, complete safety can never be fully guaranteed. If you feel at risk, remove
yourself from the source of that that risk and seek assistance / advice.

Adults should always be respectful of the privacy of young people/ vulnerable adults in dormitories, changing
rooms, showers and toilets. When present in such areas a minimum of two adults should be present at all
times.

Members of the staff/ volunteers should not administer medication.

| HAVE READ THE ABOVE CODE OF BEHAVIOURS AND AGREE TO ABIDE BY IT AT ALL TIMES. IF
| BREACH THE ABOVE CODE OF BEHAVIOUR, | AGREE TO ABIDE BY THE OUTCOME OF THE
DISCIPLINARY PROCEDURE

Signed: Date:

Witnessed: Date:

*Full copy of Remember Us Child Protection Policy is available upon request at Remember Us Office
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Title:

Guidelines For Volunteering

Document Number:

RU-F-005

Rev Number:

1.4

; 5%, Remember Us
/) w Spec:’é! Needs

Guidelines for Volunteering with Remember Us Activity Groups

o Arrive approx. 15 minutes before session commences

¢ Organise among yourselves any duties that need to be carried out

o Designated person will ensure that all fire exits are clear (carry out Fire Safety Checklist)

o Leader on the night will lead out in the event of an emergency, designated person will

delegate who will help the young people and who will remain in the building to sweep the

area to ensure all members/ employees/ volunteers have evacuated safely.
o Carry out necessary checks throughout the event, i.e.:

= Check male and female toilets to ensure that taps are not left running

= Check that there are never two young people in the same toilet

= Two volunteers must always accompany a young person to the toilets.

¢ Volunteers should be allocated to the exits (this should be rotated).

o Make sure that everyone who enter the building is SIGNED IN — in the event of an emergency

evacuation this acts as a list of who is in the building — if anyone arrives before the leader on the

night, please advise whoever is checking the attendance etc.

o All volunteers are expected to supervise, assist and encourage members to participate in whatever

activity is taking place.

o If the tutor is late for any reason, please organise some games so that there is no running around or

horseplay for safety reasons.

¢ NO member is allowed outside alone — in the event of a member needing fresh air, they must be

accompanied by TWO volunteers.

e At the end of each session, make sure someone is allocated to stay at the door to ensure that no

young person leave unless accompanied by their parent/ guardian/ carer.

o Make sure that everything (including toilets) is clean and tidy and all members have left before you

can leave.

It is each and everyone’s duty to make sure that all the above is carried out.

In the event you are not able to turn up on the day and you have your name on the rota, please ensure that

you contact Co-ordinator/Assistant Co-ordinator so as a replacement can be found.

If you have any queries at any club night please do not hesitate to consult the leader on the night, or
contact Co-ordinator/Assistant Co-ordinator on 086 0457003

The following points should be observed by all staff, CE, TUS and volunteers etc;
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There should be no communication between young persons by phone, text, social media or email.
It is not appropriate to have any of the young person(s) attending the organisation as a friend/
contact on social medial i.e. Facebook

It is not appropriate to have constant communication with an individual young person in a social
context.

Volunteers are not permitted to take photos of members etc.

Do not use camera phones for taking photos of young person(s) unless this is cleared with Nora or
Anne first.

Parental consent is required for photographing young people.

Volunteers should only share information about themselves with other volunteers, provided they are
comfortable with doing so. As well as young people, volunteers should respect each other and be
mindful of boundaries during their involvement with the project.

If a volunteer gives another volunteer their number for the purpose of communication about
Remember Us, this number should only be used for that purpose.

If any volunteer is not comfortable with another volunteer and finds their actions inappropriate,

please inform Co-Ordinator/ Assistant Co-Ordinator immediately.

Remember Us, as far as is reasonably practicable, take all necessary measures to protect staff, volunteers,
and club members from acts of violence or aggression during club activities and will act on reports by staff,
volunteers club members or others affected by such behaviour. The management team will investigate any
reports made and consult with the board on action required.

If a club member has care staff or a parent attending with them, it is primarily the responsibility of care staff
or parent to deal with issues outside the normal running /operation of club activities i.e., “acting out”

Given the nature of our work, complete safety can never be fully guaranteed. If you feel at risk, remove
yourself from the source of that that risk and seek assistance / advice.

Adults should always be respectful of the privacy of young people/ vulnerable adults in dormitories, changing

rooms, showers and toilets. When present in such areas a minimum of two adults should be present at all

times.
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Title: Activity Venue Fire Safety Checklist ;-
Document Number: | RU -F-006 . M\ s
Rev Number: 1.4 /))/ Special Needs
Activity Venue Fire Safety Checklist
Date: | Venue: |
Activity:
Emergency Exit 1 Emergency Exit 2
Location: Location:
Checked By: Checked By:
Comments Comments:

Leader (person who will lead group to the Assembly

Point and carry out roll call)

Volunteer(s) who will assist young people and

accompany them to the assembly point

Volunteer(s) responsible to individual young people

Volunteer(s) responsible for checking toilets

(these are the last people to leave)

Volunteer(s) responsible for notifying
Parents/Carers, of evacuation, taking

the parents sign in/ out sheets and

Fire Emergency Evacuation Procedure

leading them to the assembly point for roll call
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Title: Accident Form *
Document Number: | RU-F-007 ‘/)/ (’F Remelmber e
Rev Number: 1.4 /) Special Needs
Accident Form (use separate pages if nedessary)
Date:
- Location:
Time:
Type of Accident: Accident Incident Near Miss

Details of Accident:

Who Was Involved:

Describe Injury in detail (location, type):

Programme Running at the Time:

Where there any Witnesses (if yes state names and obtain withess statements):

List Leaders/ Volunteers/ Employees present:
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Follow Up/ Actions Taken:

Close Out Measures:

Photographs taken and Added to File (if appropriate/ applicable): YES/ NO

Signed:

Witness Statement(s) if Applicable:

Name:

Role:

Statement:

Name:

Role:

Statement:

Name:

Role:

Statement:
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Title:

Visitor Sign In Sheet

Document Number:

RU-F-008

Rev Number:

1.4

fﬂ

s Remember Us
Specm{ Needs

Visitor Sign In Sheet

Name

Who Are you
Visiting?

Date

Time In

Time Out
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9.0 Procedures

Title: Emergency Procedure
Document Number: | RU-P-001
Rev Number: 1.4

= "¢ Remember Us
/) Special Needs

Aim:

Emergency Procedure

The aim of this procedure is to ensure the safety of all persons working with and attending Remember Us

are prepared in the event of an emergency to ensure their safety, health and welfare. This procedure also

ensures that all persons are aware of the procedure for safe evacuation and become familiar with person(s)

responsible in the event of an emergency.

Scope:

This Emergency Procedure applies to all Remember Us business facilities and locations. Remember Us

shall define, approve and implement any emergency plans

Objectives:

e Prevent injury

e To comply with legal requirements

¢ Create awareness to all responsible personnel and personnel on site

o Ensure the safety and welfare of all persons connected with Remember Us.

Introduction:

Remember Us’ Emergency Procedure contains information and guidelines to ensure the safety, health and

welfare of employees and volunteers connected with the organisation.

Emergency Phone Numbers:

Name

Number

Nora Roban

Hayley Kelly

086 0457 003

Karen Cashell (Child Protection Officer)

087 9640 515

Emergency Services

112

In the event that the emergency services are contacted,;
1.Tell the operator which emergency service you want

2. Wait until the service answers

3. Give the following address
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(Eircode): K32 K002

(Business Name): Remember Us

(Road name): Unit 5 Balbriggan Retail Park, Castleland
(Nearest Town/Village): Balbriggan

(Region): North County Dublin

4. Do not hang up until told to do so by the emergency service
Immediately after calling 112, call your manager/ team leader for support
Use an alternative phone if emergency services ask you to keep the line available

Roles and Responsibilities

1.0 Directors/Employees/ CE/TUS/Volunteers

o Report all accidents, incidents and near misses to their Manager/ Team Leaders immediately.
¢ Follow Company Accident Management and referral procedures.

e Work in conjunction with their Manager/ Team Leaders to complete necessary report forms.

¢ Follow the Company Policies in relation to absenteeism form work — post any accident.

2.0 Managers/ Team Leaders

e Ensure accidents are reported without delay to Co-ordinator/Assistant Co-ordinator.

¢ Contact the emergency services if the injury is severe and if an ambulance etc. will be needed to
remove the casualty.

o Assume responsibility for close out of any corrective action plans for each accident

o Ensure all accidents are reported and investigated.

o Facilitate the completion of the accident investigation report.

e Keep a record of accidents that occur to all persons within Remember Us

o Ensure that a nominated person has the appropriate contact with employee while absent post an
accident.

o Ensure employees/ volunteers do not return to work without consulting Co-ordinator/Assistant Co-
ordinator.

o Ensure a fit to return to work certificate is provided before Directors/employee/CE/TUS/volunteers

return to work.

3.0 Chairperson and Management Committee
e To ensure that procedures are followed
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To ensure that close out actions are complete and implemented
To ensure that they are provided with a copy of the accident report form
To observe all working practices.

Must ensure any available CCTV is checked to see if the accident footage was captured and saved

to a disc for reference.

Inform parents/ guardians of accidents involving attendees of the Remember Us organisation.
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Accident Investigation and Reporting Procedure

Accident/ Incident Occurs

Report Accident/ Incident to Team
Lead/ Manager (Co-ordinator/Assistant
Co-ordinator)

Team Lead/ Manager goes to the scene of the
accident/ incident as soon as possible

First Aid is administered if necessary
and as appropriate

v

Yes

Medical Treatment Required?

No

\ 4

e Emergency services to be contacted if
persons effected is suffering major injuries
ie. Collapse, broken bone, loss of limb,
severe laceration, hear injuries, etc.

¢ Ring 112

o Move all other people away from the area.
2 Vols/staff remain with injured person.

¢ Guardians/ parents must be informed if

member has been involved.

Accident form to be completed

Pictures of area to be taken highlighting

location and cause of accident/ incident

i.e. machine/ equipment etc.

Any witness statements are to be gathered

as soon as possible.

CCTV of area to be sourced if available/

possible.

injuries etc.

Report to be provided by Medical Services

to Remember Us, describing injuries and

follow up.

A 4

e Person(s) is fit to return to duties

Accident Follow Up

(when employee/ member/ volunteer returns to
organisation)

Review person before they carry out any
work or activities.

Document persons condition (i.e. fully
healed, still attending doctor)

Ensure person has fitness to return to work
cert on arrival before normal duties take
place.

Understand and highlight any restrictions
that the persons may have while within the
Remember Us organisation following the
accident

Monitor and liaise with person at regular
intervals throughout the week




Building Evacuation

e Stop what you are doing

e Make your way to your closest emergency exit

¢ Allocated persons to assist members (if present) evacuate the building

¢ Allocated person to check toilets before leaving building.

o All persons to make their way to the venue assembly point

e Roll call to be complete

o No persons are permitted to leave assembly point unless instructed to do so.

o No persons are permitted to re-enter building unless instructed to do so.
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Title: Visitor Procedure ;-
Document Number: | RU-P-002 T T T, VTN LN
Rev Number: 1.4 /)

Spec(:ﬂu Needs

Visitor Procedure

Introduction:

Remember Us’ Visitor Procedure is designed to enhance the security and safety of employees, contractors
and visitors whilst on Remember Us grounds. This is achieved by imparting the relevant health and safety
information to them and at the same time being able to identify authorised persons on Remember Us

property.

Purpose:

To provide guidance, support and direction to visitors whilst on Remember Us property and protect them
against any risks applicable to them. The Visitor Procedure applies to visitors who are performing building

repairs, conducting any installations and maintenance, or meeting with Remember Us staff.
Scope:

This procedure applies to all visitors entering Remember Us property.

Definitions:

“Visitor” — any person invited onto Remember Us grounds/ facilities that is supervised / monitored by

Remember Us staff during their visit.

Reference documents:

Visitor Sign in template

Roles and Responsibilities

Liaison Manager
o To take responsibility for all visitors under their control.
e To monitor visitor activity.
e To follow visitors management procedure.

Visitors
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e To comply with Remember Us Visitor Procedure.

e To ensure all work that may be carried out on visit is carried out safely

e To report all unplanned/unforeseen hazards.

e To sign in and sign out using Visitor Book.

o To be accompanied at all times while on Remember Us grounds by their liaison person.

o To ensure they do not obstruct or hinder employees/ volunteers work in any way or affect any

events taking place while visiting Remember Us grounds/ venues.

¢ To treat any information concerning equipment, processes and products, acquired during their visit
as strictly confidential. Cameras and recording equipment are not permitted on site unless first

authorised by Nora or Anne first.

o Visitors are to respect the environment in which they are visiting and be aware that they are

responsible for their own acts and omissions while on Remember Us property.

e All visitors/ contractors are to follow the Remember Us code of behaviour and site standards in

relation to working alongside vulnerable adults/ young person(s).
Procedure for Visitors Arriving on Site
e Visitor arrives on site.
e Visitor reports to liaison manager.
e Visitor signs in using Visitor Book.
e Liaison person reviews any documentation that visitor may have and signs off if necessary.
o Visitor to be supervised
e throughout duration of visit
o Visitors must follow any procedures/ policies implemented within Remember Us.

e Visitors to be signed out when leaving.
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Visitor Sign In Template

Name

Who Are you
Visiting?

Date

Time In

Time Out
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10.0 Safety Sheets

Title: Slips/ trips/ falls Safety Sheet -

Document Number: | RU-SS-001 E >3 ¢ Meornbesr ol

Rev Number: 14 /)f (\ Special Needs
DOC NO: TYPE HAZARD

RU-88-001 | Slips, Trips | Slips, Trips and Falls due to spills, poor housekeeping, inadequate
& Falls lighting can cause injuries to you, your employees, your members
and/or visitors.

e Ensure that all pedestrian routes are clear, in good condition and unobstructed i.e. exits, entrance.
Examples: repair damaged flooring, keep all pathways free of materials i.e. boxes.

e Adequate lighting is provided and is appropriate for the work being carried out.

e Spills are cleaned up immediately and signage displayed if necessary i.e. caution wet floor.
¢ All mats present are properly located, fitted and secured.

e Trailing cables and leads are re-routed, removed or secured close to the wall.

¢ Good house-keeping practices are in place and are maintained. Clean as you go.

o Changes in levels are avoided if possible or are adequately highlighted where necessary (e.g.
steps, slopes).

e Sensible and appropriate footwear to be selected for activities.

Work Slips, Trips and Falls (STF) Factors

% Qver B0% slips

Stairs, Steps Slippery Wet  Vehicles Walkways Ice Uneven Cleaning®™ Entrances,
Surfaces * Surface Exits
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Title: Manual Handling Safety Sheet

"¢ Remember Us

Document Number: | RU-SS-002 P L ;
Rev Number: 1.4 /)f \  Special Needs
DOC NO: TYPE HAZARD

RU - SS - 002 Manual Manual Handling means the lifting, pulling down, pushing, pulling,

. carrying or moving of a load which involves risk of injury due to
Hand"ng factors such as: Load is too heavy, large, awkward or is carried
away from the body. Load is lifted too high or carried too far/too
often or involves bending and/or twisting, inadequate space,
uneven floor or steps/ramps.

Each manual handling task is assessed and if a risk factor is identified measures are put in place to
avoid or reduce the risks

Load risk factors:

Load is too heavy/large/awkward or carried with arms outstretched.

Load is lifted above shoulder height, lowered to floor level or carried too far.

Moving the load involves bending/twisting of body or is done more than 30 times per hour.

Task is organised to allow the use of mechanical aids to avoid or reduce the need for manual
handling (e.g. hoist, forklift, stairlift, gantry crane, winch, goods lift, pallet truck, trolley).

Maintain the equipment in good working order and make sure staff are trained in its correct use.
Lifting equipment such as hoists and lifts must be examined every 6 or 12 months by a competent
person. Keep records.

Task is organised so that handling is carried out between waist and shoulder height.
Where possible heavy loads should be stored at waist height and lighter loads stored at a higher
level.

Heavy or large or unwieldy loads are broken down into more manageable weights or sizes or
suitable mechanical aids/ teams lifts are used.

Load weight should be reduced where possible for safe handling. A two people or team lift may
be appropriate but mechanical handling aids.

Work is planned to prevent handling over long distances or frequent repetitions.

Where repetitive tasks cannot be eliminated, it is good practice to rotate staff. Efforts could be
made to reduce carry distances by changing the layout of a work area or by using simple handling
aids to reduce the long carrying distances.

Bending and unstable postures are to be avoided.

Organise the workplace: good housekeeping, clear routes, adequate space and suitable
equipment can allow the safe handling/movement of loads and prevent poor postures.
Storing materials at waist height can reduce bending and unstable postures.

Twisting. The intervertebral discs have limited nerve supply and so damage caused by twisting
can go undetected. The discs also have limited blood supply and so do not heal after damage.
For these reasons twisting is to be avoided especially under load and the best way to achieve this
is to move feet in the direction of travel.
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e Employees receive relevant task specific manual handling training and annual refresher
training.

The control measures to be put in place may still require employees to carry out some manual
handling. Employees need instruction on how to assess and lift loads safely and instruction is
recommended to be delivered by a trained manual handling instructor.

e Employees informed that it is their legal obligation adhere to training and failing to do so may have
disciplinary consequences.

e Managers/ team leads to monitor and review manual handling practices.
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Title: Kitchen : -

Document Number: | RU-SS-003 . L Mool L by

Rev Number: 1.4 /)}/ (\ Special Needs
DOC NO: TYPE HAZARD

RU-SS-003 Kitchens Kitchens are generally safe but slips, trips and falls due to spills,

poor housekeeping, fire, electric shock, burns, scald and infection
hazards_ are possible due to poor housekeeping and procedures

To prevent trips and slips, floors must be kept clean and free from obstruction.

Spills should be cleaned up immediately and signage used as appropriate.

Utensils, crockery and other items should be stored appropriately on shelves and in cupboards to prevent
toppling and unsafe access.

To prevent infection, fridges should be operated at an appropriate temperature, cleared out and cleaned
regularly.

Worktops should be cleaned /disinfected regularly.

In case of fire, a fire extinguisher and fire blanket must be accessible.

The kitchen should be /is fitted with an appropriate fire alarm system

To prevent electric shock, defective electrical equipment shall be clearly identified, labelled as out of use and
removed from kitchen.

To prevent accidental use faulty equipment should be labelled as faulty or disposed of. Report defects to line
manager.

Electrical equipment should not be used over sinks.

Microwaves should be used as per manufacturers instruction.

Knives will be kept sharp (blunt knives require additional force in use leading to accidents).

Knives and cutters will be checked for damaged blades or handles and disposed of if damaged.

Knives are washed in sink separately from other items of equipment and never left soaking in sink.

Knives should be stored away when not in use.

Particular care will be taken when operating hot ovens or cookers.
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RU-SS-004 Hazardous Hazardous material includes chemical cleaning materials, and
) bodily fluids. These materials, if dealt with incorrectly can cause
materlal skin irritation, burns, blindness or infection and should be treated
with care.

worn during clean up.

appropriate, ie gloves, safety glasses, aprons.

line with manufacturers guidelines.

e Bleach and acidic toilet cleaners should never be mixed or put into toilet bowl together.

e During Covid, used disposable face masks etc should be treated as hazardous.

e Contact with hazardous material can be dangerous and protective equipment should be worn as

e C(Cleaning equipment labels should be read before use, and materials should be stored appropriately and in

e All biological fluids e.g. blood, mucus, snot vomit etc should be treated as potentially infectious and gloves
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Working at
height -
Ladders

Using ladders can be hazardous due to the ladder being faulty, movement
of the ladder while in use, overextending the ladder, placed the ladder on
an unsuitable surface or overreaching.

risk of injury is low.

prevented.

defects immediately to appropriate contact

e When possible, ladders are tied at the top to a secure structure.

e ladders should not be placed on an unstable surface.

e Ladders should be set up properly to avoid overreaching.

e Asan alternative, work platforms are preferred to ladders.

e Where possible an alternative method of working is used, e.g. using extendable poles to clean high level area
e The condition of ladders should be checked before each use,. for cracked or bent stiles or rungs, corrosion,

defective or missing fittings or ties. Employees do not use the ladder if it is damaged in any way and report

e ladders should only be used for light work and not for work that involves carrying heavy or awkward item. It

is also important that ladders are only used for short duration work (less than 30 minutes) and where the

e ladders should be set out on a firm base and leaning at the correct angle 75 degrees (1:4).

o If aladder cannot be tied at the top it is secured at the bottom, or held by a second person.

e When using ladders, employees should not work on top 3 rungs, or top 2 steps for step-ladders.

e Three points of contact should be maintained at the working position.

e Footwear should be free from mud/grease before climbing a ladder.

e ladders should be removed to storage at the end of each working day to ensure unauthorised use is
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RU-SS-006 Toil t d Toilets and Showers can be a source of slips and trips, scalds, electric shock,

oliets an - o . : .
injury due to loose or damaged fittings, legionella, mould growth or inappropriate
Showers us of cleaning materials.

e Condition of toilets and hand basins checked by cleaner daily (including stability of bowl and cistern, hand
basins).

e Cracked floor tiles are repaired ASA to prevent trips.

e Hand driers should be checked they are in working condition and secure to wall.

e Water temperature to basins maintained below scalding. Cleaner reports scalding water problems to
caretaker and action taken immediately.

e Sources of leaks will be identified and repaired quickly to prevent possible slips or mould growth.

e Legionella can build up in taps and showers not used regularly. Taps and showers not in regular use should
be run for two minutes on both hot and cold systems, at least once a week.

e Mould growth can be a hazard, particularly in shower areas and should be prevented or removed as soon as
identified.

e Ensure extraction system is operational or windows can be opened.

e Labels on cleaning materials should be read.

e Bleach and Acidic cleaning materials must not be mixed
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RU-SS-007 Computers Computers and printers can be a source of trip hazards, electric shock, back
ache due to poor ergonomics and sight problems.

e Sockets are not overloaded

e (Cables are arranged to prevent trips and falls.

eye and eyesight tests are made available

display screen size, glare and brightness, keyboard, height of desk, comfort of work chair.

e Workstations are arranged to avoid awkward movements, reflections, aches and pains.

e (Cables are checked regularly for breaks, abrasions or loose connections.

e Employee’s workstations should be assessed to ensure comfortable operation of the workstation, including

e Where Visual Display Unit (VDU) work is continuous (>1 hour) adequate breaks are taken to rest eyes.

e Where an employee habitually uses a Visual Display Unit (VDU) as part of his/her normal work appropriate
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