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Health and Safety Policy
In order to achieve effective health and safety arrangements within the MS Society the “PLAN DO ACT CHECK” model as recommended by the Health and Safety Executive is being followed
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PLAN 
In line with MS Society policy template this section relates to:
Section 2: Policy statement; Section 3: Responsibilities; Section 4: Laws and Regulations; Section 7: Review and Maintenance
Introduction
Health and safety law requires that the MS Society has a policy in place supported by an overall strategic plan and appropriate risk management systems consisting of risk assessments and supporting documents that enable the implementation of such risk assessments. 
Compliance is important because it helps to protect workers (staff and volunteers) from injuries, illnesses, and fatalities. In addition, it helps to create a safe and efficient work environment. By following health and safety procedures, businesses can avoid liability issues, reduce insurance costs, and improve staff and volunteer morale.
[bookmark: _Int_07SgOKz7]This policy applies to all volunteers, staff, contractors, service users, and other stakeholders regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation, socio-economic background or any other personal characteristic.
Statement of intention
[bookmark: _Int_fh4toKfE]The Multiple Sclerosis Society (the MS Society) is committed to ensuring we provide a safe working environment and to encourage the continual improvement of the health, safety and wellbeing of all members of staff and volunteers who work with us, those using our services and anyone else affected by what we do. We all have responsibilities to take reasonable steps to ensure our own health and safety, and that of others.
[bookmark: _Int_uEbMGqiV]Health and safety considerations are taken into account in all our decisions. The Chief Executive will ensure the Board of Trustees is kept informed of key health and safety matters. To implement our legal responsibilities, we will recruit appropriate staff and liaise with suitable outside expertise.
[bookmark: _Int_wMpEVzeR]We will implement all relevant legislation to provide a safe working environment. To achieve this, we are committed to promoting co-operation between trustees, management, staff and volunteers to design and develop appropriate risk management systems and provide suitable training and support so when everyone plays their part, we create the safe environment that we all deserve.
The MS Society’s policy will be reviewed and updated annually and in response to changes within the MS Society or developments in legislation and best practice across the UK, whichever is first.
Organisational arrangements
Full details of responsibilities can be found in Appendix 1 of this document. 
Board of Trustees
The Board of Trustees of the Multiple Sclerosis Society is responsible for ensuring the MS Society operates within its charitable objects and complies with the law and appropriate regulations including health and safety standards.
Chief Executive
The Chief Executive has ultimate legal responsibility for the management of health and safety within the MS Society as a whole, including all the MS Society community networks. 
Executive Group (EG)
Under the Health and Safety Executive guidance “Leading Health and Safety at Work” INDG 417”  EG is responsible for the operational management of health and safety in terms of approving and monitoring the Society’s health and safety plan and the implementation of policy and guidance in its particular areas of control. 
Head of Health and Safety
The Head of Health and Safety is the competent person for the MS Society and has overall responsibility for ensuring that MS Society has a fully functioning and sustainable safety management system.
Health and Safety Officer
Each Health and Safety Officer has the day-to-day responsibility for ensuring that MS Society health and safety policy and guidance is put into practice. 
Head of Service and Managers 
[bookmark: _Int_VCxsmnHT]Each Head of Service and Manager is responsible for the implementation of health and safety policy and guidance in their particular areas of control and supporting their staff and others they have influence on to do the same. 
MS Society Group Coordinators
[bookmark: _Int_UH5UZPaW]The MS Society Group Coordinators are responsible for the implementation of health and safety policy and guidance for all activities they are involved in and supporting their Group, its volunteers and others they have influence on to do the same. 
Staff and Volunteers
[bookmark: _Int_wrW8Wg57]Staff and volunteers have a legal duty, under the Health and Safety at Work etc. Act 1974, to cooperate with EG, managers, health and safety representatives and MS Society Group Coordinators to achieve safe and healthy working conditions and to take reasonable care for their own health and safety and that of others who might be affected by what they do (or don’t do). This includes the implementation of health and safety policy and guidance for all activities they are involved in and supporting those they have influence on to do the same.
Contractors and Visitors
[bookmark: _Int_yiIaX6dU]All contractors and visitors to MS Society premises are required to observe the MS Society’s health and safety requirements and ensure that their activities do not adversely affect the health or safety of staff, volunteers or other visitors.
Standards of compliance 
The health and safety plan outlines the work needed to sustain the existing safety management system and implement the changes needed to ensure its ongoing functionality in line with changes in the MS Society and updates to legislation. 
DO 
In line with MS Society policy template this section relates to:
Section 2: Policy statement – standards; Section 6: Training and Support
Risk profiling
The Head of Health and Safety in conjunction with the Health and Safety Officers have developed four risk management systems to cover the range of activities staff and volunteers are involved in, these are Transport, Property, Fitness and Events - social and fundraising. Full details of these systems and how they can be used are on the volunteer website.
For high-risk activities, such as managing transport or running an MS Walk, the system consists of risk assessments that identify the hazards and highlight control measures that when implemented will either eliminate or reduce the level of risk to an acceptable standard. Supporting documents such as checklists are available to help event organisers, property managers and volunteers and transport volunteers achieve these standards. 
[bookmark: _Int_32rwXKL6]For low-risk activities, such as regular meetings in a coffee shop or attending an event run by a professional organisation, the system contains appropriate low risk assessments which are called guidance documents along with supporting materials that will enable event organisers to meet standards in a simpler way while keeping everyone safe. Reasonable adjustments will be considered as part of this.
The existing systems will continue to be reviewed every three years or sooner if there are changes within the MS Society or updates to legislation. The outcome of this will be communicated using the associated website and where appropriate internal newsletters and other channels. 
Organisational risks
Accident and incident reporting
Staff and volunteers must report accidents or incidents that relate to their work or MS Society activities using the MS Society reporting forms. These are available either electronically from the appropriate website or from their supervisor, manager, health and safety representative or a member of the health and safety department. These forms can be found here.
If you are unsure as to whether you should report an accident or incident contact a member of the health and safety team.
Consultation and communication
The health and safety department will consult with staff and volunteers on all relevant issues that may affect their health and safety and will disseminate information regarding health and safety as follows:
· Through the national health and safety committee.
· At National offices, day-to-day departmental health and safety matters are dealt with through the existing departmental management structure.
· At MS Society Group level: 
· [bookmark: _Int_uHwc2hAI]Health and safety matters for fitness and events will be communicated via the Health and Safety Officer for events and fitness who will be available to provide guidance, advice, information and training. 
· [bookmark: _Int_3jI58swY]Health and safety matters for transport and property will be communicated via the Health and Safety Officer for property and transport who will be available to provide guidance, advice, information and training. 
Emergency provisions 
All event organisers, those responsible for each MS Society premises or transport services will ensure that a full risk assessment is completed which includes arrangements for first aid provision, fire prevention and emergency management.
In managed venues, event organisers will confirm they are aware of the emergency arrangements and will work with venues to fill any gaps. They will inform attendees of these at the start of each event. 
In all MS Society properties and transport services, suitable and sufficient first aid provision will be available and adequate emergency fire prevention and emergency evacuation systems will be installed. 
In properties where the Society is responsible for emergency arrangements (owned or leased); evacuation plans will be tested twice a year to enable systems to be assessed, reviewed and upgraded as needed. 
In properties not managed by the Society, i.e. a single office in a managed building, evacuation plans will be tested in line with the building management requirements. 
All new starters will be informed of the emergency arrangements in their building as part of induction and where appropriate first aid, fire awareness and emergency evacuation training will be provided. 
All Group transport volunteers will be responsible for ensuring that anyone driving or assisting has been trained as part of the induction on what to do in an emergency. 
Maintenance and safe use of equipment
[bookmark: _Int_bAEjz6Ks]Any person or Group who is responsible for the maintenance and safe use of equipment must be competent to do so and must complete the appropriate risk assessment which will ensure that equipment is inspected, maintained and used in line with manufacturer’s instructions. 
Where specific training is needed such as MiDAS training for minibus drivers, or first aid provision in MS Society buildings, information will be provided on the level of training required in line with legislative requirements. 
Managing contractors
The person or Group who is responsible for each MS Society premises, or whoever gives the contractor an instruction to work on site, will be responsible for ensuring that the contractor is competent to carry out the agreed tasks, is legally able to do so, e.g. they have the correct qualifications, insurance etc., and that they have all the documentation in place e.g. risk assessments, method statements to carry out the activity safely. 
Once on site, they must complete a health and safety induction with the contractor that will provide them with adequate information before any work is carried out to enable them to work safely. Discussions should also be held on any risks to those in the vicinity from the contractor’s work to persons in the vicinity. 
[bookmark: _Int_L6MYk3nz]Where a Group wishes for contractors to carry out work that is considered high risk, they must contact the MS Society to discuss. 
Non-compliance with MS Society health and safety processes
A clear process is in place to support those implementing the health and safety risk management systems, this includes the action to be taken for non-implementation by a member of staff or Group. Support will be available from the health and safety team. 
Products and services
Any person or Group who is responsible for sourcing products or services must work in line with the procurement policy that can be found on Axon. They will be competent in the pertinent area e.g. for staff - all workstation equipment for the MS Society will be sourced by the ICT department as they have the knowledge and skills to ensure the equipment is appropriate; for Groups – although they will be responsible for purchasing their own equipment they can request guidance from ICT on what is most appropriate.  
Training
All members of staff, volunteers and contractors will be given a health and safety induction that is appropriate to their role. Where applicable this will lead to other health and safety training such as fire awareness, first aid, manual handling, risk assessment, safe use and management of transport or property.
For members of the Board and the Executive Group training is available regarding their health and safety responsibilities in line with the Health and Safety Executive guidance “Leading Health and Safety at Work” INDG 417”.
Group coordinators and managers are responsible for identifying training needs and should approach the volunteering team or HR team with their requests as appropriate. 
Records for volunteer health and safety training will be kept by the volunteering team.
Records for staff health and safety training will be kept by the HR training department.
Welfare facilities
Adequate welfare facilities will be provided in all occupied MS Society properties to ensure that all staff and volunteers are able to readily access the facilities that are available. 
Implementing plans
The health and safety plan for events and fitness will be managed and implemented by the health and safety officer for events and fitness. The health and safety plan for property and transport will be managed and implemented by the health and safety officer for property and transport. 
These roles will be supported by the administration team as appropriate along with members of staff with specific roles and delegated responsibilities in areas such as fire safety and the provision of first aid. 

The health and safety plan for fundraising will be reviewed in conjunction with the Community and Events team to determine how the plan will be managed and implemented going forward.  
[bookmark: _Int_Dyq0enp3]The Head of Health and Safety will oversee, provide support and check compliance of these plans along with staff led activities. 
CHECK 
In line with MS Society policy template this section relates to:
Section 5: Monitoring and Compliance
Accident and incident reporting
The health and safety team will review all incident and accident reports and where necessary investigate them working with the relevant members of staff or Group as appropriate. 
This process will include reviewing risk assessments, ensuring supporting documents have been used appropriately and that agreed rules and safe working practises were followed. This, along with feedback from those involved, will help determine the root cause and enable the health and safety team to make an informed decision on the level and type of action needed to prevent reoccurrence.
Where necessary accidents will be reported to the Health and Safety Executive under the Reporting of Injuries, Diseases and Dangerous Occurrence Regulations (RIDDOR).
Monitoring performance
Health and safety audits
Events and fitness activities within our community are audited every two years. The process is managed by the health and safety officer for events and fitness with administrative support. The outcomes allow them to determine if extra support or training is needed, which is delivered by the health and safety officer for events and fitness.   
The outcome of the review of the health and safety plan for fundraising, will include a strategy for auditing the system.
To maintain a sustainable and functional safety management system, all MS Society property and vehicles and the processes around them are audited annually by a consultant. The Health and Safety Officer for transport and property in conjunction with administrative support will process and feedback on these outcomes offering suitable support and training. 
Health and safety performance measurement
[bookmark: _Int_sPjTfFs0]Key performance indicators and milestones have been put in place to determine whether the safety management system is leading to clear improvements across the MS Society and ultimately preventing accidents and incidents.
Health and safety reporting
Quarterly reports are provided to EG and the Board to enable an assessment to be made of progress and any areas of concern.
An annual health and safety report is produced for EG and the Board showing the progress the MS Society has made in areas of health and safety. 
ACT 
In line with MS Society policy template this section relates to:
Section 7: Review and Maintenance
Reviewing performance
Accidents/ incidents
All accidents/ incidents will be reviewed quarterly and the outcomes compiled to detect trends. Should a trend be identified, a plan will be developed on how best to share the information across the Society. This will form part of the quarterly reporting to EG and annual reporting to the Board. Updates will be provided at each health and safety committee meeting.
Regular reminders will be given to staff and volunteers highlighting the importance of reporting accidents and incidents and how their outcomes can have a positive effect on activities across the MS Society.
Health and safety performance measurement
The health and safety milestones will be reviewed either when dates are due, quarterly or when delays are expected whichever is first. The key performance indicators will be updated at the end of every quarter.
Learning lessons
Where audits or general feedback highlight issues, where there have been changes in processes within the MS Society, where legislation has been updated or accidents or incidents have resulted in changes to how the MS Society deals with situations, the following process will take place:
· Research into the area to find the most effective way for the Society to deal with it.
· Re-development of appropriate documentation (where needed).
· A communication plan to ensure that any changes are communicated to the correct volunteers and staff in relation to the activities they are involved in.
· A system will be set up to review performance from these changes. 
[bookmark: _Int_x70mw3Bl]If it becomes apparent that milestones or key performance indicators are not being met on a regular basis, discussions will take place to determine how this can be dealt with in order for the MS Society to comply with the standards required by legislation.







Appendix 1: Responsibilities 
Board of Trustees
The Board of Trustees of Multiple Sclerosis Society is responsible for ensuring the MS Society operates within its charitable objects and complies with the law and appropriate regulations. This includes health and safety standards.
If unsure of their responsibilities, they should request training and support. 
Chief Executive
The Chief Executive has ultimate legal responsibility for the management of health and safety within the MS Society as a whole, including all the MS Society community networks. If unsure of their responsibilities, they should request training and support. 
Executive Group (EG)
Members of the Executive Group will: 
Approve an annual plan for improving the management of health and safety for the MS Society as a whole.
Receive reports that are monitoring progress against the plan and make appropriate comments.
[bookmark: _Int_J0sVyPXz]Ensure staff and others under their control are clear as to their responsibilities and have the appropriate skills, knowledge and resources to enable them to fulfil their responsibilities.
Encourage a culture of cooperation with health and safety within the MS Society.
Seek advice on health and safety issues where appropriate and if unsure of their responsibilities they should request training and support.
Head of Health and Safety
The MS Society’s Head of Health and Safety will:
Establish a health and safety policy for the MS Society.
Establish organisational arrangements for health and safety.
Set standards for compliance.
Manage the measurement of performance.
[bookmark: _Int_mM0D0wpl]Audit, review and revise stages where necessary; ensuring relevant, new and amended legislation is applied.
[bookmark: _Int_ubMGdazC]Review all volunteer, staff, service user and visitors where appropriate accidents and incidents and investigate those where serious injury has occurred or on request.
Determine accident/ incident trends and develop procedures to stop reoccurrence.
Ensure any changes to the MS Society ’s methods of operation are reflected in policy arrangements.
Provide guidance, advice, information, and training.
Health and Safety Officer
The MS Society’s Health and Safety Officer will:
Manage and implement the health and safety risk management programs.
Provide guidance, advice, information and training to volunteers and staff.
Undertake audits to ensure activities are being run in line with the MS Society’s health and safety risk management system. 
Support those responsible for health and safety administration in the processing of audits and following up of outstanding actions as appropriate.
Provide the necessary tools and information including accurate and up to date Frequently Asked Questions to enable them to support those implementing the health and safety risk management systems both volunteers and staff.
Feedback to the Head of Health and Safety any suggestions for improvements to the health and safety risk management system. 
Communicate any system changes to those implementing the health and safety risk management systems both volunteers and staff.
Where appropriate investigate accidents and incidents that occur using the accident and incident investigation process as laid out in HSD: 001.
Work with the head of health and safety to ensure the internal compliance checks of health and safety systems result in a positive outcome. 
     Health and Safety Administrators within Services and Support
The MS Society’s Health and Safety Administrators will:
Review and approve all group risk management activities and events and Service Level Agreements for service provider led activities.
Process the health and safety property and transport audits in line with the MS Society’s health and safety risk management system.
Follow up on outstanding actions working directly with those implementing the health and safety risk management systems where appropriate to resolve these.
Feedback to the appropriate Health and Safety Officer any suggestions for improvements to the health and safety risk management system, the auditing method, or the system in place for processing audits. 
     Health and Safety Committee
The MS Society has a health and safety committee with staff members from teams across the organisation along with staff representatives. Their responsibilities are laid out in the committee’s terms of reference which are reviewed and updated every three years. The terms of reference and notes from the latest meeting can be found on Axon.
All members of the committee who act as the health and safety contact or form part of the facilities team for their office must work with the health and safety team to implement the appropriate health and safety risk management system, keeping risk assessments and supporting documentation up to date and readily available for the external auditor and appropriate health and safety officer as requested.
     Heads of Service and Managers 
Each Head of Service and Manager will ensure that staff and others they have influence on are:
Aware of and adhere to the MS Society’s health and safety policy.
[bookmark: _Int_fkpTBMZE]Clear as to their responsibilities and have the appropriate skills, knowledge and resources to enable them to fulfil their responsibilities.
[bookmark: _Hlk196485461]Ensure their staff and others under their influence complete any required training so that they can work in MS Society properties in a safe manner.
Adequately supervised to enable them to work safely.
Along with themselves, work in accordance with appropriate risk assessments as laid out in the health and safety risk management systems when organising MS Society Group and staff led activities.
[bookmark: _Hlk198827841][bookmark: _Int_V41dQqsW]If Heads of or Managers are unsure of their responsibilities they should request training and support. They should also ensure that all their staff complete mandatory health and safety training in relation to their role and also where it is a requirement of their accessing an MS Society property. 

MS Society Group Coordinators
The MS Society Group Coordinators will ensure that: 
MS Society Group volunteers and other stakeholders, are aware of and adhere to the MS Society’s health and safety policy.
activities planned, considered, or undertaken by the MS Society Group are subject to the required risk assessment as laid out in the appropriate health and safety risk management system.
[bookmark: _Int_2hliZVUy][bookmark: _Int_4cpl2E7I]adequate support and assistance is rendered to the event organiser in order to achieve the requirements laid out in the health and safety risk management system.
any land, buildings, property, plant, equipment, and vehicles whether owned, leased, rented, controlled, shared, or used by the MS Society Group is safe and fit for the MS Society’s use and activities and used in accordance with the health and safety risk management system.
All risk assessments and supporting documentation for property and transport are completed and kept readily available for the external auditor and appropriate health and safety officer as requested.
All risk assessments and supporting documentation for events and fitness are completed and uploaded to Assemble so they are readily available for the health and safety administrators to review and approve. If there are issues these are escalated to the appropriate health and safety officer. 
All volunteer accidents and incidents are reported to the health and safety department as soon as practicable, as per instructions on the relevant form. 
All completed accident and incident reports are sent to the health and safety department at Carriage House, 8 City North Place, London N4 3FU or healthandsafety@mssociety.org.uk
Where a Group wishes to keep a copy for reference it should be held securely either digitally or in a locked container in line with the data protection requirements and destroyed after three years. 
Staff and Volunteers
All staff and volunteers will:
Take reasonable care for their own health and safety.
Consider the safety of other persons who may be affected by their activities on behalf of the MS Society.
Never misuse or interfere with anything provided for health and safety purposes.
Undertake any health and safety training advised or provided.
Work in accordance with health and safety risk management systems.
Where appropriate, provide support in implementing and using the health and safety risk management system and undertake and/ or participate in health and safety audits to ensure activities are being run in line with these systems.
As soon as practicable, report a health and safety problem that they cannot safely correct themselves to the appropriate responsible person. If in doubt about who that person might be, they will report to a member of the Health and Safety department.
Office-based staff involved in an accident or incident must report it to their office health and safety contact and complete the appropriate report form.
Home-based staff involved in an accident or incident must report it to their manager and complete the appropriate report form, returning it to the Health and Safety department.
Volunteers involved in an accident or incident must report it to their MS Society Group Coordinator and complete the appropriate report form, returning it to the Health and Safety department.
All staff and volunteers must complete mandatory health and safety training in relation to their role and also where it is a requirement of their accessing an MS Society property. 

Visitors
All visitors are the responsibility of their hosts while on MS Society premises
All visitors to MS Society premises are required to observe the MS Society’s health and safety requirements.
Information will be provided to visitors regarding the relevant emergency evacuation procedure and the location of fire exits.
All visitors are required to respond to any instructions issued by their host including what action to take in an emergency.
Contractors
All contractors are the responsibility of the person in charge of the premises or whoever gives the contractor an instruction to work on site and must follow their instruction.
Prior to working on MS Society premises Contractors will complete an induction and they must stipulate the impact any work they carry out might have on others located in the work area. 
Contractors, having been given adequate information, are required to ensure that their activities do not adversely affect the health or safety of staff and volunteers of, or visitors to, the MS Society.
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Appendix 2: Related documents	
	Document title
	Relationship to this policy

	Health and Safety – Confidential folder
Restricted access to health and safety team and Director of Services and Support
Includes but not limited to:
· Accident and incident records
· Group timelines: audit progress or non-compliance issues
· Health and Safety committee meetings
· Health and Safety policy review and update records
· Health and Safety reports
· Specific areas where questions or concerns have been raised – usually one off or out of the ordinary
	The folders and all their documents linked to on the Right-Hand Side (RHS) support the implementation of the Health and Safety Policy. 

	Health and Safety – Events, Fundraising and Fitness
All information held on the Volunteer website
Includes but not limited to:
· Health and Safety basics: advice on general issues like reporting accidents and incidents, health and safety policy and insurance. 
· Running activities: all the documentation needed on how to run a social, fundraising or fitness activity and how to obtain training or support. 
	The folders and all their documents linked to on the RHS support the implementation of the Health and Safety Policy. 

	Health and Safety – Property and Transport
Restricted access to health and safety team and Director of Services and Support and administration staff supporting the property and transport process.
Includes but not limited to:
· Setting up audits: what is needed to set up and manage the health and safety property and transport audits
· Processing audits: what is needed by those processing and following up on the health and safety property and transport audits
· [bookmark: _Int_CWYEwCmu]Category information: each folder contains a full history of each Group or member of staff managing day centres, garages, offices, shops or transport.
	[bookmark: _Int_WSmqrvwh]The folders and all their documents linked to on the RHS support the implementation of the Health and Safety Policy.  

	Health and Safety  - staff run activities
Restricted access to health and safety team and Director of Services and Support and staff managing an event for the MS Society
Includes but not limited to:
· Blank documents: all risk assessments and supporting documents that staff need to implement the Society’s health and safety risk management system.
· Training and information: includes training packages, information such as “how to” guides and updates on public liability insurance.
· Income generation: includes all the fundraising activities currently set up by staff to raise money for the MS Society
· Events set up by staff: not directly for fundraising.
	[bookmark: _Int_h1a30prV]The folders and all their documents linked to on the RHS support the implementation of the Health and Safety Policy.  

	Staff resources: contains out of the ordinary staff related issues or processes.
	[bookmark: _Int_dm1md0cU]The folders and all their documents linked to on the RHS support the implementation of the Health and Safety Policy.  








Appendix 3: Document provenance
	Date endorsed
	Category
	Summarise changes made
	Reason for changes
	Consulted
	Changes endorsed by

	[month/ year]
	[Scheduled review / Interim update]
	[list changes made to policy]
	[List the reason for the changes]
	[List who was consulted]
	[Job title/Board/Committee/EG]

	
	
	
	
	
	

	April – July 2025
	Scheduled review
	Most changes linked to the MS Society policy template; list of changes can be found at: Health and Safety Policy - review documents
	Annual review required by HSE and three-year review required by the Board
	Health and Safety Committee
Group health and safety volunteers
Country Directors
	

	Oct 2024
	Scheduled review
	Delayed due to ill health, review will take place in 2025 and to be signed off by the Board

	Oct 2023
	Scheduled review
	Minor changes can be found at: Health and Safety Policy - review documents
	Annual review required by HSE
	Health and Safety Committee
Shop Managers
EDI Lead
	EG

	Oct 2022
	Scheduled review
	Minor changes can be found at: Health and Safety Policy - review documents
	Annual review required by HSE
	Health and Safety Committee
Transport Volunteer
Fitness Volunteers
	EG
Board

	Oct 2021
	Scheduled review
	Changes in responsibilities, can be found at: Health and Safety Policy - review documents
	Restructure within Services and Support
	Health and Safety Committee
Country Directors
England and Scotland Council members - Volunteers
	EG

	Oct 2020
	Scheduled review
	Addition of COVID specific risk assessments
	Annual review required by HSE
	Health and Safety Committee
Shop Managers
	EG

	Oct 2019
	Scheduled review
	Changes to define health and safety officer roles more clearly, changes can be found at: Health and Safety Policy - review documents
	Changes to how the risk management systems were implemented resulted in issues being missed.
	Health and safety committee
Director of Services and Support
Selected volunteers
	EG

	Oct 2018
	Scheduled review
	Minor changes can be found at: Health and Safety Policy - review documents

	Annual review required by HSE
	Health and Safety Committee
Country Directors
England and Scotland Council members - Volunteers
	EG

	Oct 2017
	Scheduled review
	Changes to layout in line with new HSE format, substantial changes can be found at: Health and Safety Policy - review documents
	Policy updated in line with HSV: 65 – Managing for Health and Safety 2013 (published 2016)
	Health and Safety Committee
Selected Volunteers
	EG
Board

	Oct 2016
	Scheduled review
	Changes in responsibilities, can be found at: Health and Safety Policy - review documents
	Restructure within Services and Support
	Health and Safety Committee
Selected Volunteers
	EG

	Oct 2015
	Scheduled review
	No changes
	Annual review required by HSE
	Health and Safety Committee
Country Directors
Selected Volunteers
	EG

	Oct 2014
	Scheduled review
	No changes
	Annual review required by HSE
	Health and Safety Committee
Selected Volunteers
	EG

	Oct 2013
	Scheduled review
	No changes
	Annual review required by HSE
	Health and Safety Committee
Volunteer Risk Management Group
	EG
Board

	Oct 2012
	Scheduled review
	No changes
	Annual review required by HSE
	Health and Safety Committee
Volunteer Risk Management Group
	EG

	Oct 2011
	Scheduled review
	No changes
	Annual review required by HSE
	Health and Safety Committee
Volunteer Risk Management Group
	EG

	March 2010
	Interim update
	Addition of list of legislation with links can be found at: Health and Safety Policy - review documents
	Request by Board member
	Director of Corporate Services
	EG
Board

	Sept 2009
	Scheduled review
	Substantial changes can be found at: Health and Safety Policy - review documents

	Policy was not set out in line with HSV: 65 – Managing for Health and Safety 1997
	Health and Safety Committee
Volunteer Risk Management Group
	EG
Board



Appendix 4: Privacy impact assessment
Screening question:
Does this policy relate to the gathering, processing, storing or the use of personal identifiable information of staff, volunteers, service users or donors; or gathering processing or storing commercially sensitive information (either ours or partner organisations); or altering processes or systems relating to gathering, processing or storing or use of this information? 
YES

Data Privacy Impact Staff Checklist
You can use this checklist to assess whether your project requires completion of a Record of Processing Activity (ROPA) or a Data Privacy Impact Assessment (DPIA) Work through all the questions unless prompted otherwise.
	Question
	Yes
	No
	Action

	1. Are you collecting and processing data anonymously? 
This means that no one can identify an individual from the answers provided at any stage of the process, and the numbers are sufficiently high to allow anonymity. If in doubt, contact Data Governance
	
	X
	[bookmark: _Int_nEQiWDHg]If you answered yes, you don’t need to complete a ROPA or other assessment. 
However, you may still need to check on other due diligence or approval processes around the collection of data. Please move to question 4

	2. [bookmark: _Int_GLHGu883]Have you checked the Excel ROPA to find your processing activity and current status?
If no, please do check to ensure the processing is already logged and remains the same. 
	X
	
	[bookmark: _Int_3VE5L9WQ]If your activity is listed and has a status of recently reviewed (within the last 18 months) with process either moved to One Trust or approved to continue, you don’t need to complete a **new ROPA or other assessment. 

	3. Will personal data be collected, used, and/or stored in a new way?
Examples- a new working process, new purpose for existing data not covered in ROPA or new personal data elements?
	
	X
	[bookmark: _Int_qMQwtTz0]If you answered yes, you will need to complete a ROPA as a first step.


	4. Will you be using a new third-party system or contracting new processors?
[bookmark: _Int_QuJ75LpA]Check our **Asset register to find out if the system is already in use. View column P ‘Systems’. 
	
	X
	If you answered yes and your system is not listed, you will need to complete a ROPA. 
If system is listed on Asset register and this has not been reviewed in the last 2 years, please complete a Minimum Security Requirement form and submit to Data Governance before proceeding. 
Please note you only need to complete these actions if you are processing personal data.
In relation to Q1, you will need to check with procurement on contractual arrangements and as noted in response to Q1

	5. Will you be using a new third-party system or contracting new processors?
[bookmark: _Int_vqIPcCys]Check our **Asset register to find out if the system is already in use. View column P ‘Systems’. 
	
	X
	If you answered yes and your system is not listed, you will need to complete a ROPA. 
If system is listed on Asset register and this has not been reviewed in the last 2 years, please complete a Minimum Security Requirement form and submit to Data Governance before proceeding. 
Please note you only need to complete these actions if you are processing personal data.
In relation to Q1, you will need to check with procurement on contractual arrangements and as noted in response to Q1

	6. Are you matching or cross-referencing personal data, collected in different departments? 

	
	X
	[bookmark: _Int_snbvLM0U][bookmark: _Int_jhwSFUxN]The Data Statement provided when data was collected may mean you can’t lawfully do this unless covered within our privacy notice or is not unusual. You should complete an LIA form to find out if you can proceed.

	7. [bookmark: _Int_SsjAkMj3]Does the project involve you using new technology which might be perceived as being privacy intrusive? For example, the use of biometrics, facial recognition, or any application of machine learning?
	
	X
	[bookmark: _Int_cufegEoi]You will most likely be required to complete a DPIA as well.



	8. Will the project result in you making decisions or taking action against individuals in ways which can have a significant impact on them?
	
	X
	[bookmark: _Int_Hf995r8W]You will most likely be required to complete a DPIA as well.

	9. Is the information particularly likely to raise privacy concerns or expectations? For example, health records or other information that people would consider to be particularly private.
	
	X
	[bookmark: _Int_Q0zr5jjw]You will most likely be required to complete a DPIA as well.

	10. Will the project require you to contact individuals in ways which they may find intrusive?
	
	X
	[bookmark: _Int_nrnkCllE]Unless covered within our privacy notice, you should complete an LIA form to find out if you can proceed and on what lawful basis.



Appendix 5: equality impact assessment 
Screening question:
[bookmark: _Int_UijWywBz]Does this policy or any of its processes have an impact on staff, volunteers, supporters, users of our services or activities or any other people who may come into contact with us?
NO – not relevant

Appendix 6: Environmental impact assessment 
Screening question:
Does this policy or any of its processes have an impact on the environment e.g. potential change in use of harmful substances; carbon emissions, from the activities.
NO – not relevant
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