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HEALTH & SAFETY
POLICY

FOR OFFICE-BASED ROLES
AFUTUREPLUS GUIDE



WHAT IS
A HEALTH &
SAFETY
POLICY?

FuturReEPLUS

A Health & Safety policy should set out your
organisation’s general approach and
commitment to health and safety, together
with any arrangements you have put in place
for managing health and safety in your
business.

It should also outline who does what, when,
and how.

If you are based in the UK and have five or
more employees, you must write your policy
down. If you have fewer than five employees
you do not have to write anything down, but it
is still useful to do so.

You must share the policy and any changes
you make to it with your employees, and it
should be reviewed at least once a year.
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What is a ‘Hazard'?

A hazard is an object or action that could
cause harm to people, such as faulty
wiring, uneven flooring, harmful
chemicals, or the requirement to work at
height.

What is a ‘Risk’?

A risk is the chance, whether small or
large, that a hazard may cause harm.

Your policy should include information on
how you plan to eliminate or reduce the
risks and hazards in your workplace.
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Risk Assessment

Depending on the industry your business
operates in and the activities it carries
out, risks to your workforce may range
from immediate dangers to longer-term
health risks.

All of your operational sites will need to
carry out a Health and Safety Risk
Assessment in order to identify any
hazards and establish the risk/s to
employees - even in office-based settings.

We can offer a free risk assessment
template if needed - please ask for more
information: team@future-plus.co.uk
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WHAT SHOULD THE POLICY COVER?

+ STATEMENT OF INTENT - Details of the Health and Safety Officer and any
other other Health and Safety Officials, including a
Set out your commitment to managing health and Fire Safety Officer
safety effectively within the workplace and business - Who will audit and review procedures for your
operations. business

Describe what you want to achieve and any targets

your business has for Health & Safety. == POLICIES FOR VISITORS & CONTRACTORS
T‘he most sgnior member of your company should Provide information on how the health and safety of
sign and review this regularly. visitors and contractors is ensured while on your

business premises.
+ RESPONSIBILITIES FOR HEALTH & SAFETY

Provide details of who within your business is
responsible for specific actions relating to health and
safety including:
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WHAT SHOULD THE POLICY COVER?

+ STATEMENT OF TEAM EXPECTATIONS + ARRANGEMENTS FOR HEALTH & SAFETY
Include the business’s expectations of team members Give details of the practical arrangements you have in
in terms of upholding and enforcing health and safety place, showing how you will achieve your health and
procedures. This may include, but not be limited to, safety policy aims. This could include, for example,
commitments to ensuring: doing a risk assessment, training employees, and

using safety signs or equipment.
- Reasonable effort is taken to ensure employees’

actions follow health and safety procedures. This section should also include information on your
- Care s taken to operate in a manner that does not risk assessment and training processes, detailing how
put other people or company equipment at risk. regularly they are reviewed.

- That employees inform management of any
breaches in Health and Safety procedures, or of
any situations that could reasonably be
considered to endanger others.
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OTHER THINGS TO

-+

Make sure every member of
staff has access to and
receives regular training on
your Health and Safety Policies
and practices.

CONSIDER

-+

Include a link to your
Whistleblowing Policy so
employees are clear on how to
make a complaint or raise a
concern.

-+

Every industry presents
different hazards. Make sure
your policies and procedures

take into account your industry
specific risks on top of those
outlined in this guide.
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NEED MORE HELP?

We can supply a structured template for a health and safety
policy and risk assessment. We also offer consultancy services if
you would like more comprehensive support.

Please let us know if you would like more information — we
would be happy to provide a quote for either service:
team@future-plus.co.uk
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