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1. Introduction  

East Kent Housing has establiH&Sd an integrated Health and Safety (H&S) 

Management System. The system applies to East Kent Housing operations and the 

control of their suppliers and contractors. 

This document summarises an integrated approach to managing key aspects of 

H&S.  It includes the H&S policy together with an overview of arrangements in 

respect of key topics.  The document forms an integral part of the H&S management 

system and the overall operational management system for East Kent Housing. 

This document will also form the basis of a review of current performance and a 

report from which an action plan will be developed to maintain and improve the 

management of risk across each East Kent Housing site and within its activities.    

2. Health and Safety Policy Statement 

2.1 The Chief Executive, the Directors and members of the Board of East Kent Housing 
recognise their own legal obligations and the obligations to which the organisation is 
subject with regard to safety, health and environment.  East Kent Housing will provide 
adequate resources in order to meet these obligations.   

2.2 An integrated management system has been developed to deal with all aspects of 
safety, health and environment.  The performance and impact of East Kent Housing 
will be measured against clear and quantifiable goals.  We are committed to 
achieving these objectives for the benefit of all staff, residents and any other person 
who could be affected by our activities. To this end, the objectives are of equal 
importance to other business goals. The integrated system will continually improve 
upon high standards of performance, risk management and sustainability across all 
areas to develop and improve upon the reputation of our organisation. 

2.3 East Kent Housing’s vision is to provide a good and reliable service.  We will achieve 
this by working with our partner councils and by ensuring that we employ and 
develop highly skilled staff. We want to achieve adequate control over risk in order to; 

 minimise accidents, injuries and ill health;   

 care for and protect the environment in which we operate; and 

 ensure that we are able to deliver our vision and priorities 

2.4 Every member of staff within East Kent Housing has a responsibility for the 
implementation of this policy.  

 

 
Deborah Upton, Chief Executive 

05 Sep 2019 
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3. Organisation and Responsibilities 

3.1 East Kent Housing Board 
3.1.1 East Kent Housing (EKH) is a company controlled by Canterbury City Council, Dover District 

Council, Folkestone & Hythe District Council and Thanet District Council within the meaning 
of part V of the Housing Act 1989. East Kent Housing is an “arms length management 
organisation” (ALMO) that manages the housing services of the four councils.  The East Kent 
Housing Board is made up of tenant and leaseholder members, local authority members and 
independent members including an independent Chair.  The Board has overall responsibility 
for safety, health and the environment.  The Board will ensure that is has proper oversight of 
all such issues and that adequate resources are available for the management and 
monitoring of Safety, Health & Environment at EKH. 

 
3.1.2 The Board will: 

 Oversee the Chief Executive and the Operational Management Team in 
implementing this policy. 

 Approve this policy and annual budgets to ensure that there are adequate resources 
to implement it effectively. 

 Receive for consideration an annual report on H&S performance. 

 Support the Chief Executive in her role. 

 
3.2 Chief Executive 
3.2.1 The Chief Executive of East Kent Housing has the ultimate responsibility for Safety, Health 

and Environment (H&S) throughout EKH.  Her role is to ensure that there is an effective H&S 
policy and supporting arrangements in place and adequate resources have been allocated 
for its implementation. The Chief Executive also has direct responsibility for ensuring the 
health and safety of all staff, contractors and other persons authorised to work for EKH or 
affected by the work of EKH.  H&S may delegate those duties and responsibilities to a 
member of the Operational Management Team (OMT). 

3.2.2 The Chief Executive will; 

 Demonstrate to all a visible commitment to promoting high standards of H&S 
Management throughout the organisation and its activities. 

 Ensure the necessary funds are available for H&S expenditure. 

 Review and sign the H&S policy annually. 

 Ensure that the H&S policy and performance is communicated to all EKH staff. 

 Communicate the effectiveness of the H&S policy to the Board, including informing 
them of all H&S incidents and issues that require their attention. 

 Liaise with the Operational Management Team (OMT) over the full range of their 
individual responsibilities with respect to complying with H&S Legislation. 

3.3 Director of Customer Services 
3.3.1 The Director of Customer Services has been delegated the day to day responsibility from the 

Chair of the Board and the Chief Executive to lead on Safety Health and the Environment for 
East Kent Housing. 

3.3.2 The Director of Customer Services will; 

 Take executive responsibility for implementation of this policy and its associated 
procedures; 

 Chair the Safety Health and Environment Committee; 

 Ensure that progress made with the H&S Action Plan is regularly monitored by the 
Operational Management Team; and  

 Ensure that an annual progress report is made to the Board. 
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3.4 Operational Management Team 
3.4.1 All senior managers within the OMT report to a member of the EMT.  They will assist the 

Chief Executive and their Director to establish and implement a policy, management and 
support framework within their own area so that EKH and its staff are enabled to deliver their 
obligations under H&S legislation and regulation. 

3.4.2 All Senior Managers will; 

 Lead on H&S in their area of responsibility; 

 Set policy standards and targets for H&S improvement within  their area of 
responsibility; 

 Attend (or ensure that they are represented) at meetings of the H&S Committee if 
required, and review its outputs. 

3.6 Operations Manager (Repairs & Compliance) 
3.6.1 The Operations Manager (Repairs & Compliance) leads a team that look after; 

 Asbestos inspections/ remedials 

 Building Engineering 

 Services Electrical inspections/ remedials 

 Direct Heating Spares (DHS) 

 Fall Arrest Systems 

 Fire Safety  

 Gas/ Heating Safety 

 HHSRS  

 Lift Safety 

 Lightning Protection 

 Water Hygiene 

 Servicing and Inspection regime S20 (Section 20 consultation required for works to 
leasehold properties) 

3.7 Lead Director and Lead Manager 
3.7.1 Arrangements for managing each aspect of the H&S Management system are set out within 

this document as a series of Topic Statements.  For each topic, a Director and a Manager 
will be designated to take the lead on that subject and to ensure that there is a clear goal – 
(i.e. the topic policy and “Why this matters” statements are clear and fit for EKH needs). 

3.7.2 They also ensure that supporting documentation is in place and that Managers and Staff are 
aware of their role.  Supporting documentation may include a range of formal procedures, 
guidance and pro forma. 

3.8 Competent Person 
3.8.1 EKH has appointed all members of the Operation Management Team (OMT) to fulfil the role 

of a ‘competent person’ as required under Regulation 7 of the Management of Health and 
Safety at Work Regulations 1999.   

 
3.8.2 The Competent Person has a responsibility for working across the organisation to establish 

and implement a policy, management and support framework that enables EKH and its staff 
to deliver their obligations under health and safety and environmental legislation and 
regulation.  The intent is to embed robust H&S practice and effective risk management within 
the day-to-day activities and culture of the organisation. 

3.9 General Responsibilities of all Managers and Supervisors 
3.9.1 The role of all managers is to apply the H&S management system within their area of 

responsibility and operation, on behalf of the person above them. They must ensure that safe 
and healthy working conditions are promoted and maintained and that staff reporting to them 
carry out their duties in accordance with the EKH H&S Policy and associated procedures.  



Health and Safety 
Policy, Organisation and Arrangements 

 

 

Printed copies are uncontrolled unless verified against the electronic original 
H&S Policy, Organisation and Arrangements – Ref: HS1 (a) Version 1.1 September 2019 

  4 
 

3.9.2 Managers are best placed to be familiar with and to manage the day-to-day business 
activities within their area of operation. They should be proactive where change is planned or 
occurs to ensure that H&S matters are considered in light of that change.  Managers have a 
responsibility for the health, safety and welfare of staff working under their control.  They also 
have a similar responsibility for all other staff, contractors, residents and others that may be 
affected by their work and that of their team.  Managers have an overall responsibility to 
influence attitudes towards H&S in the day-to-day activities of EKH.  

3.9.3 They must also ensure that within their area of responsibility: 

 The training needs of their staff are identified and staff are inducted and trained in 
matters of H&S and their role; 

 Risk Assessments are completed and that any actions are reviewed to ensure that 
they are implemented within appropriate timescales; 

 Staff are provided with the correct tools for the tasks required of them; 

 Personal protective equipment is provided to staff where a risk assessment has 
shown it to be necessary; 

 Any maintenance or tests of plant and equipment is completed to ensure compliance 
with the law; 

 Accidents and incidents are recorded, investigated and reported and prompt action is 
taken when necessary to avoid a reoccurrence; 

 H&S is included as a topic at team meetings to ensure that all staff are consulted on 
such matters and given an opportunity to raise any issues that are of concern to 
them; 

 Periodic audit and inspections are undertaken; 

 KPIs are reported and maintained; 

 Specialist expertise is sought when matters arise that require specialist knowledge 
and/or the agreement of appropriate actions. 

3.10 General Responsibilities of all Staff 
3.10.1 A number of staff at various levels within EKH may have specific functions to fulfil in relation 

to safety, health, and environment management systems.  These may be set out in job 
descriptions and working instructions.   

3.10.2 Health and safety legislation places legal duties on all staff to take care of their own safety 
and that of other people, to co-operate with EKH in matters relating to health and safety, not 
to interfere with or misuse anything provided for their health and safety and to resolve or 
otherwise report all problems which they feel may be unsafe.  In order to comply with these 
general duties all EKH staff must: 

 Help their line manager achieve their own health and safety targets; 

 Observe the H&S Policy and associated procedures; 

 Attend H&S training as provided; 

 Co-operate and assist in the effective completion of risk assessments and the carrying out 
of any actions that may be required; 

 Report to their line manager/supervisor any shortcomings, defects or hazards in working 
practices, equipment or processes that may be a risk to the health and safety of themselves 
or others in the course of their job; 

 Maintain good workplace housekeeping standards at all times; 

 Carry out all operations and use protective clothing and safety equipment provided for their 
particular work in the correct manner; 

 Report any incident or accident, including near misses, to their line manager immediately to 
enable action to be taken. 
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4. Reviewing Performance 

4.1 Continual Monitoring  
An ongoing process of performance review is used to evaluate the effectiveness of our H&S 
Management System. A quarterly review of H&S performance and consultation is undertaken 
by the H&S Committee consisting of a representative cross section of Directors, Managers 
and Staff.  The Staff Health and Wellbeing Group also discuss and review ideas and make 
recommendations for positive changes to the health and wellbeing of all staff who work 
across East Kent Housing.  

4.2 Annual Review 
A formal review of annual performance in H&S is undertaken at a formal management review 
meeting which is arranged during the first quarter of the following year.  Corrective or 
preventative actions will be recorded in the form of minutes.  Inputs shall include:-.   
 

 A review of H&S policy and objectives; 

 Performance against objectives and targets over the previous year; 

 Suitability of the management systems in achieving objectives and targets;  

 Changes which could affect the management systems and significant changes to 
those management systems; 

 Feedback from audits (internal and external) (including compliance with legal and 
other requirements to which East Kent Housing subscribes); 

 Feedback from customers, suppliers or other interested parties; 

 The status of corrective and preventive actions (including incidents investigations); 

 Follow up actions from previous meetings; 

 Recommendations for improvement; 

 Resource issues; 

 Communication/Complaints from stakeholders and enforcement agencies; 

 Changing circumstances, (e.g. developments in legislation and other requirements); 

 Changes to H&S Management System and objectives; 

 Recommendations for further improvements. 

 Outputs will demonstrate a review of the performance of the H&S Management System, its 
policy and objectives with a view to continual improvements to the effectiveness of those 
systems. 

4.3 Business Insight Manager 

The Business Insight Manager is responsible for compiling reports of performance based 
upon the information and statistics provided to him by the managers and teams who have 
responsibility for delivery key services and actions covered by the EKH H&S Policy and 
Procedures.   
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5. Arrangements for Safety, Health and Environment 

Accidents and Incidents – EKH wants to prevent and reduce the amount and impact of accidents 

and incidents arising from its activities.  Members of staff are encouraged to report events that had 

the potential to result in injury or ill health to people, damage to property, defect and malfunctioning 

of equipment, impact on the environment, the quality of service we provide or any other loss.  This 

includes incidents involving staff, contractors or residents regardless of whether or not an injury 

occurred.  Reported incidents will be recorded and investigated to determine root causes and to 

identify and implement remedial actions to prevent a recurrence.   

Why do accidents and incidents matter to EKH? 

In an ideal world there would be no accidents, but things happen that were unexpected or unplanned.  A 

colleague or tenant acts unexpectedly, equipment malfunctions, or a series of unfortunate events occur.  

When things go wrong there is a chance that people could get hurt.  These unplanned events could lead to 

injuries or ill health to people, damage to property or other loss.  EKH needs to know about accidents and 

incidents so that it can establish what happened and why? And what we could do to stop it happening again.   

Asbestos – EKH takes steps to identify any asbestos containing material at in tenants’ homes and 

if found, its amount, location and condition.  Records of all materials on EKH properties that are 

known or presumed to contain asbestos are kept up to date and made available to anyone who is 

liable to work on or disturb them.  Plans are implemented to manage the risks from those 

materials.  Safe systems of work ensure that the risk of disturbance of such materials is managed 

and the safety of our staff and residents is assured. 

Why does asbestos matter to EKH? 

Asbestos was widely used in construction materials from asbestos cement to floor tiles and adhesives in 

buildings constructed before 2000. Left undisturbed and in good condition, it presents no risk to health.  If 

disturbed, (e.g. when installing a boiler, or during redecoration) fibres could be released.  If inhaled, they can 

damage the lungs and cause serious diseases.  Symptoms may take several years to develop. By the time 

they are diagnosed, it may be too late to do anything about them. EKH identifies asbestos containing 

materials so that the risks of damage and release of fibres can be avoided.  

Audit, Inspection and Monitoring – EKH undertakes regular audit, inspection and monitoring of 

equipment and processes.  Results are reviewed to ensure that appropriate standards are 

maintained and statutory requirements are complied with.  Each review includes consideration of 

the overall effectiveness of the safety, health and environment management system to ensure that 

hazards have been identified, risks are being managed, set targets are appropriate to the needs of 

the organisation and that performance across all aspects of H&S is maintained. 

Why does audit, inspection and monitoring matter to EKH?  

It is relatively easy to make statements, set standards or targets for achievement in safety, health or 

environment.  Unless we results and compare them with what we wanted to happen, it is impossible to know 

whether we succeeded in meeting or exceeding the target.  If we think about the result, we can also decide if 

what happened was good enough and what we need to do next – carry on with more of the same, do it 

differently or with greater effort to achieve the result, or even change the target and relax efforts, allowing 

more emphasis in another area.   
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Business Continuity Management – EKH has a business continuity management plan that 

provides an organisational and procedural framework for the response to significant events, crises 

and/or emergencies. The purpose of the plan is to manage the impact of events on people, the 

environment, the quality of our services and our business activities.  The plan will ensure that 

essential functions can continue during the event and afterwards, to maintain a service to our 

tenants and customers and to re-establish operations as swiftly and smoothly as possible.   

Why does business continuity management matter to EKH?  

Some events are so significant that they impact on the way a business operates, its staff or the environment.  

A fire might mean that we lose access to a building.  A flu epidemic might mean that we have a building but 

few staff to provide a quality service or to deal with enquiries. It is impossible to know what the critical event 

might be, or when it might happen.  What is important is that we are ready as an organisation to respond to 

the situation when it arises, and can work to re-establish operations as swiftly and smoothly as possible.   

Confined Space – EKH identifies and controls risks that may arise as a result of work in restricted 

or substantially enclosed space.  Where the assessment identifies risks of serious injury or harm 

arising from the presence of hazardous substances or other conditions then entry to  work in that 

confined space will be avoided, for example by doing the work from the outside.  If entry to a 

confined space is unavoidable, a safe system of work will be followed and adequate emergency 

arrangements including the ability to recover an injured person will be put in place before the work 

is started.  

Why does confined space matter to EKH? 

Some staff may need to work in a restricted space from time to time.  A resident’s loft space, floor void or 

under stairs cupboard which may be accessed during an inspection are all likely to be restricted and/or 

enclosed.  If there is an additional hazard such as the presence of a harmful chemical, high temperatures or 

a lack of oxygen, then these areas are classified as confined spaces.  We need to understand exactly what 

the risk is within these confined spaces and ensure that enough is done to safeguard staff from harm. 

Construction – EKH will ensure that installation and maintenance projects in customer homes are 

planned so that the risks are managed from start to finish.  This will include co-operation, co-

ordination and communication with all involved parties at every stage of each project to ensure that 

risks to safety or health arising from the work are properly identified and effectively controlled. 

Why does construction matter to EKH?  

Every installation of equipment or any modification of a resident’s home that we undertake or arrange 

involves an element of construction.  Whether we are the sole designer or contractor, a principal designer or 

contractor in charge of others, or just one of a number of organisations working on a large project, we have a 

responsibility to ensure that the work is carried out safely and that information is shared. 

Consultation and Communication – EKH consults with its staff on matters of Safety, Health and 

Environment through a range of structures and processes including Team Talks, feedback from the 

H&S Committee and other initiatives.  Members of staff are encouraged to engage and information 

is shared with them on EKH performance.  The inclusion of these topics will be standard agenda 

items at all levels of meeting including meetings of managers, team meetings and individual 

supervision.   

Why does consultation with staff matter to EKH?  

The effectiveness of the safety health and environment management system depends upon the contribution 

of everybody who works for EKH.  Good communication means making this a part of everyday conversation 
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and action by everyone within EKH.  To ensure that the conversation is started, all staff will be encouraged to 

participate through effective systems of consultation, communication and training.   

Contractors – EKH works with contractors to ensure their health and safety as well as that of our 

staff, visitors, residents and any others who may be affected by the contractor’s work. There is an 

exchange of information between EKH and each contractor with regard to the work involved, 

materials and equipment used, known hazards, risk and control measures, and other 

arrangements that relate to safety, health, environment and quality. Contractors are required to co-

operate with EKH in all matters. They must also ensure that any employee or sub-contractor under 

their control is made aware of and complies with the appropriate arrangements.  

Why do contractors matter to EKH?  

The effectiveness of the safety health and environment management system depends upon the contribution 

of every contractor.  Their actions reflect upon EKH and have an impact upon us and our local authority 

partners and residents.  Contractors will work in our residents’ homes as well as outside on the estates 

managed by EKH. Contractors will be encouraged to adopt values that align with our own.   

Corrective and Preventative Action – EKH ensures that safety, health and environment related 

hazardous conditions and situations are identified and addressed by appropriate corrective and 

preventative actions.  Each action will specify who has responsibility and authority for resolving the 

issue and the timescale within which an action should be taken. If the issue is not addressed or the 

response is inadequate, this will be escalated through the management structure to ensure that 

corrective and preventive action is undertaken appropriately.   

Why does corrective and preventative action matter to EKH?  

Audits, inspections, investigations arising from incidents or resident complaints, or simple observations and 

feedback by staff might reveal that a problem exists somewhere within our systems or in the way that they 

are implemented.  This problem may lead to a single or repeat failure or difficulties in meeting our required 

standards.  It might also identify trends or an opportunity for further improvement.  Corrective actions will be 

identified to say what needs to be done, by whom and by when to eliminate the cause of the problem and to 

make the necessary improvement. 

Data Protection – EKH will ensure that the personal information relating to staff, and tenants is 

accurate and only handled according to strict data protection principles.  Staff with access to 

personal data will be provided with training and systems to ensure that they understand and 

comply with all aspect data protection.  In particular, personal data will be kept safe and secure 

and used only in a fair and lawful manner.  It will be used for limited, specifically stated purposes in 

a way that is adequate, relevant and not excessive and kept for no longer than is absolutely 

necessary.   

Why does data protection matter to EKH?  

EKH needs to store information about our residents and staff.  As well as holding information such as names, 

addresses and telephone numbers, we may hold a whole range of other information of a personal nature 

including dates of birth, employment history, medical details and credit history.  We need to control this data 

to ensure that we maintain a balance between an individual’s right to privacy and our ability to use that 

information to run our business. 

Display Screen Equipment – EKH ensures that for each workstation that includes display screen 

equipment (DSE) there is an assessment that takes into consideration the equipment, furniture, 

working environment and staff who use it.  Where necessary, additional measures are taken to 

remedy or manage the risks that are identified by the assessment.  All staff using DSE will be 
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provided with information relating to the risks to health associated with DSE work and how these 

risks are to be avoided. 

Why does display screen equipment matter to EKH?  

EKH Staff use a range of equipment including PCs, laptops, tablets, Personal Digital Assistants (PDAs) and 

mobile phones as work equipment.  Anyone who uses this type of equipment for an extended period of time 

can experience aches and pains or eye discomfort.  This does not mean that using this kind of equipment is 

unsafe or a risk to health but it makes sense to avoid discomfort as far as possible.  We can achieve this by 

ensuring that the right equipment is being provided, set up and used properly.  

Document Control – EKH has established an integrated safety, health and environment 

management system.  In order to ensure the integration and coordination of H&S policy, 

procedure, guidance and forms, all documents and data are reviewed and approved by authorised 

personnel prior to issue. Each subject will have a named owner responsible for managing the 

related documents.  All documents will be referenced with a date and owner.  A central register for 

all H&S documents will be maintained by the Business Insight Manager. As well as the policy, 

arrangements and organisational structure of the H&S management system, other documents 

such as procedures, work instructions, guidance and forms will be recorded.  

Why does document control matter to EKH?  

It is important that staff have access to the right documents and information at the right time. Changes 

happen frequently whether these are to staffing, equipment or processes.  These need to be documented in 

procedures and systems.  Without control over the documents and organising them so that they can be 

easily accessed, reviewed and revised, staff will struggle to find the most up-to-date document or be 

unaware of new versions.  This will lead to inconsistency and mistakes that cost EKH time, money and effort.     

Driving – EKH manages the risks to staff from work related driving. EKH vehicles are maintained 

in a safe condition, inspected regularly and suitable for their intended purpose.  EKH staff that use 

their own vehicles to drive on company business are expected to maintain them in roadworthy 

condition and have a duty to ensure that they are fit and healthy to drive and that they drive in a 

safe and responsible manner at all times.  They should ensure that their journeys are planned to 

be fuel efficient.  

Why does driving matter to EKH?  

Several people drive on EKH related business.  This includes maintenance inspectors, housing officers and 

surveyors and other staff undertaking business mileage in their own vehicles.  While we cannot exercise the 

same control over staff and the hazards they face when they are driving on the road as we can in the 

workplace, there are practical steps that we can all take to reduce the risks. 

Electrical Equipment and Systems – EKH ensures that all electrical wiring systems and 

equipment at properties under its control are installed and maintained in a safe condition and that 

they operate efficiently.  Risks arising from systems and equipment are monitored by a 

combination of testing, inspection and user checks.  All systems and equipment are tested in 

accordance with IEE Wiring Regulations.  This includes installations within tenants’ homes. The 

frequency of testing depends on the environment and the conditions in which the equipment is 

used.   

Why do electrical equipment and systems matter to EKH?  

Electricity is essential to our business, whether in the form of a fixed wiring system providing light and power 

to the workplace, or customer’s home, or the equipment that is connected to it to enable staff to do their job 
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or enable a resident to make a drink or watch television.  It is important that these systems and the 

equipment that is attached to them are safe to use and reliable.   

Events and Activities – EKH organised events and activities will each have a suitable and 

sufficient risk assessment conducted as part of the planning process.  Where EKH takes part in an 

event organised by others, a similar risk assessment will be undertaken for those activities in which 

EKH, its staff or others participate.  Where significant risks are identified, they will be recorded and 

strategies implemented in order to manage those risks.  

Why do events and activities matter to EKH? 

EKH is an organiser and contributor to events.  We may be involved in events such as open days planned at 

a sheltered housing scheme or in the communities where we operate. Before each event we need to ensure 

that they have been planned properly and that they will run safely and effectively. 

Fire Safety Management – EKH assesses and manages the risk of fires in its premises or 

activities.  Each site displays the arrangements for action in the event of fire being discovered and 

evacuation of persons for fire or other emergencies.  A record of regular evacuation drills, 

equipment tests and maintenance is kept.  Fire risk assessments are reviewed on an annual basis 

or sooner where it is believed that the assessment may no longer be adequate.  A new 

assessment is completed where significant changes have taken place.   

Why does fire safety management matter to EKH?  

Fire is a risk to any business or building and people who live and work there.  Fire risk assessments help 

identify where fires might start and what to do to prevent them starting.  If there is a fire we need to ensure 

that people know about it and know what to do.  The assessment considers the precautions to be taken, 

equipment such as fire alarms and extinguishers that need to be in place, training that needs to be provided 

to staff and information for visitors and residents so everyone is able to remain safe. 

First Aid – EKH will provide first aid boxes that contain a sufficient quantity of first aid materials for 

all offices and work areas. There will be a person appointed to look after the contents of the first 

aid kit and to take charge in an emergency.  Where risk assessment has shown first aiders are 

needed these will be selected from staff and trained to an appropriate level of knowledge.  Staff will 

be provided with first aid materials for their own use where risk assessment has shown this to be 

necessary. 

Why does first aid matter to EKH?  

Although we will always work to prevent accidents and injuries, it is likely that first aid will be needed from 

time to time.  This might be because a member of staff suffers a minor injury at work.  They may equally 

have sustained an injury elsewhere and need a fresh plaster to cover the wound.  We will make sure that 

there is an adequate supply of first aid materials available for staff to use and at our larger sites, trained staff 

to administer first aid. .  

Gas (and Fossil Fuel) Appliances and Storage – EKH will ensure that all fossil fuel (gas, oil or 

solid fuel) based appliances and their associated fittings, pipe work and flues are installed, 

maintained and tested only by competent persons, so that they may be used in a safe condition.  

The risks arising from use of such equipment will be monitored a combination of formal testing, 

inspection and user checks.  Measures will be taken to ensure that any cylinders containing gas 

are stored and transported safely and tanks containing oil are bunded to prevent unscheduled 

release.   

Why does gas and fossil fuel safety matter to EKH?  
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EKH uses mains supplied gas for heating. It also uses a lot of gas in cylinders.  Many of our residents have 

gas supplies in their homes for heating and cooking. Some gases are highly flammable and even explosive if 

they leak in an enclosed space.  Other residents may use oil or solid fuel. We need to ensure that the fuel 

supply and the equipment to which it is connected, is installed, operating and used safely.   

Hazardous Substances – EKH ensures that procedures are in place for the elimination or, where 

this is not reasonably practicable, the control of substances hazardous to health and the protection 

of staff and residents from the adverse effects of those substances.  This will be achieved by 

assessment of the risks presented by use of such substances, selection and use of appropriate 

substances, and provision of training and information to staff. All assessments will include an 

element of environmental impact of those substances.   

Why do hazardous substances matter to EKH?  

EKH uses a limited range of substances in our workplaces.  This includes, cleaning products, lubricants and 

dusts, fumes and vapours in the air.  If used incorrectly, some of these substances could cause harm to staff, 

contractors and residents. We need to find out what the health hazards are, decide how to prevent harm to 

health, provide control measures to reduce harm to health and make sure that they are used. 

Home Visits – EKH will ensure that staff members are equipped with the knowledge and skills 

necessary to make choices to protect themselves and others from unsafe situations when working 

off site or in a resident’s homes, including personal alarms. 

Why do home visits matter to EKH?  

A significant amount of the work we do take place takes place in a public area or in other people’s homes.  

The majority of these visits will take place without incident, but it is always necessary to ensure staff 

members are able to recognise and avoid potential situations of violence and aggression, accusations of 

wrongdoing and other compromising situations.    

Home Working – EKH is committed to allowing staff to work agile, which means that they can 

work from home at their own choice and with agreement from their manager, where it meets the 

needs of our residents and their role.  However all staff are office based and any home working is 

done at the own risk.  It is the responsibility of any member of staff who choses to works at home 

to ensure that their environment is safe and suitable.   

Why does home working matter to EKH? 

Certain staff may start and end their working day at home and may undertake administrative tasks at home.  

Other staff may work from home occasionally, (e.g. to complete a specific piece of work, or because they are 

fit to work, but unfit to travel).  Whatever the circumstances, we want to ensure that staff members are able 

to work safely at all times. 

Infection Control – EKH seeks to prevent infection and will attempt to control its spread by the 

implementation of good hygiene and infection control precautions.  Where a specific risk is 

identified, (e.g. an infectious disease) further control measures will be introduced.  

Why does infection control matter to EKH?  

Unfortunately, some of our residents have a degree of frailty or infirmity that could make them susceptible to 

ill health.  Staff should avoid working in direct contact with residents if they are suffering from conditions such 

as diarrhoea and vomiting or contagious illness.  It cannot be assumed that every customer’s home is as 

clean as we would wish it to be.  Home visits should be followed up by good hygiene practices such as 

washing hands before eating. Staff who may come into contact with a contagious disease, e.g. a family 

member should report this in confidence to a member of the Operational Management Team. 
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Inspection by Outside Authorities – EKH will co-operate with inspecting officers from outside 

authorities who have inspection and enforcement powers and other duties relating to environment, 

health, safety and fire safety.  Where defects are found as a result of an inspection, EKH will co-

operate with the enforcing authority to ensure that risks are managed and controlled effectively in 

order to prevent harm and to achieve compliance with the law. 

Why does inspection by outside authorities matter to EKH?  

A range of inspecting officers and enforcement agencies could become involved in situations that directly or 

indirectly relate to EKH and its work.  These include; 

 Health and Safety Executive; 

 Fire and Rescue Service; 

 Environmental Health; 

 Environment Agency; 

 Water Authority; 

 . 

Legal Compliance – EKH ensures that it remains aware of relevant UK law and regulation, 

European Union Directives and other requirements such as codes of practice that relate to the 

safety, health and environmental aspects of its activities and services.  This is achieved by a 

regular review of all applicable legislation and an annual audit of compliance against the required 

standards for each activity.  Objectives goals and targets will be set by EKH to meet legal 

requirements as a minimum and to exceed these where it is in the interests of EKH to do so.  

Why does legal compliance matter to EKH?  

There are several laws and regulations that apply to the way we work.  It is important that we are aware of 

those requirements and standards and take steps to meet the law.  Compliance with the law also makes 

good business sense.  Not only does it prevent prosecutions against EKH for failing to do something that it 

should have done, or for doing something that it should not, it also goes a long way to keeping staff and 

residents safe and safeguarding the environment.  

Legionella Control – EKH takes steps to identify potential Legionella hazards in water systems 

under its control, and to prevent or minimise the risk of exposure to Legionella bacteria.  All water 

systems that could be a potential source of infection are identified and assessed for risk.  Where 

necessary, control schemes are implemented to minimise the risk of exposure.  Instruction and 

training is provided for staff to ensure control schemes are operated in an effective manner. 

Why does legionella control matter to EKH?  

Legionnaires’ disease is a serious lung infection caused by legionella bacteria infecting your lungs. It is 

usually caught by breathing in small droplets of contaminated water. The infection isn't contagious and can't 

be spread directly between people.  Legionella bacteria is found (often in harmlessly low numbers) in 

sources of water, such as ponds, rivers and lakes. The bacteria can rapidly multiply if they find their way into 

artificial water supply systems, in large buildings, such as office blocks and housing schemes.  EKH have 

assessed the risk of contamination and have taken steps to prevent this from happening. 

Lifts, Lifting Operations and Lifting Equipment – EKH ensures that passenger lifts are;  

 Strong and stable for the particular use and marked to indicate safe working loads; 

 positioned and installed to minimise any risks; 

 used safely and subject to ongoing thorough examination and, where appropriate, 

inspection and maintenance by qualified and competent people. 

  



Health and Safety 
Policy, Organisation and Arrangements 

 

 

Printed copies are uncontrolled unless verified against the electronic original 
H&S Policy, Organisation and Arrangements – Ref: HS1 (a) Version 1.1 September 2019 

  13 
 

Why does lifting operations and lifting equipment matter to EKH?  

We carry out regular inspection and maintenance of passenger lifts to ensure that they remain in good 

condition and are safe to use.  We also ensure that staff can understand which equipment to use and how to 

use it. 

Lone Working – EKH manages the risks to all staff arising from their work.  This includes ensuring 

that staff members who work alone are at no greater risk than their colleagues who work in the 

presence of other staff.  An assessment will be made of the risk including the potential for violence, 

the medical suitability of the individual to work alone and whether the workplace itself presents a 

particular risk.  Identified risks will be managed to an acceptable level by altering the way that the 

task is undertaken as well as through other measures such as training and regular contact with the 

remote worker.  Our personal safety and lone working policy can be found at 

https://eastkenthousing.org.uk/about-us/publication-scheme/our-policies-procedures/ 

Why does lone working matter to EKH?  

Working alone can bring additional risks to a work activity. As part of managing the safety, health, 

environment aspects of our activities we need to control risks that might arise due to working alone. To do 

this we need to think about what might cause harm to someone because they are working away from others 

and then decide whether we are taking reasonable steps to protect each person from harm. 

Machinery and Guarding – EKH provides work equipment that is suitable for the tasks for which it 

is used and ensures it is regularly inspected, tested and maintained to ensure that it is safe to use.  

EKH also ensures that staff members are provided with suitable and sufficient information, 

instruction and training on each item of equipment they are required to use and that all staff use 

equipment in accordance with that information, instruction and training. 

Why does machinery and guarding matter to EKH?  

We use a range of fixed machinery and portable equipment.  These are fitted with guards, emergency stops 

and other safety features.  Staff members need to know how to use the equipment safely and the risks that 

might arise from improper use.   

Maintenance - EKH ensures that vehicles, equipment and systems under its control are 

maintained in a good condition.  This includes documenting planned preventative maintenance 

work that is managed, regularly inspected and reviewed.  Such maintenance will ensure that it 

continues to operate correctly, in a safe condition and energy efficient.  Further procedures for 

managing the risk arising from reactive maintenance tasks are also established.  These provide 

clear systems for shutting down, locking out of energy sources and commissioning of plant and 

equipment. 

Why does maintenance matter to EKH?  

Equipment can become worn, damaged and less efficient over time.  That is true for machinery and tools 

used in the maintenance of our residents’ homes vans used for travel and movement of tools, equipment and 

materials, and even the PCs, printers and copiers used in our offices.  Regular scheduled maintenance and 

repairs will not only keep a piece of equipment running more efficiently and for longer but can also save 

money by avoiding breakdowns that disrupt or cause the quality of our work to be diminished. 

Manual Handling – EKH aims to avoid the need for staff to undertake any manual handling 

operation that involves a significant risk of injury. Where this cannot be achieved, an assessment 

of the manual handling operations is conducted and measures introduced to reduce the risk of 

injury to the lowest level reasonably practicable. Staff members are provided with training and 

information relating to manual handling operations that they undertake.  Managers ensure that 

https://eastkenthousing.org.uk/about-us/publication-scheme/our-policies-procedures/
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manual handling assessments are carried out in areas for which they are responsible and that 

effective measures are implemented to control the risks identified. 

Why does manual handling matter to EKH?  

Some of our work involves manual handling in the form of lifting and lowering, pushing and pulling or holding 

and carrying of items.  This applies at all stages including inspection of equipment, property, fixtures and 

fittings.  It also applies to staff who work in support areas such as offices. Incorrect handling techniques 

including lifting too heavy a weight or lifting in the wrong way can lead to accidents and injury.   

Occupational Health – EKH will ensure that measures are introduced to manage occupational 

health risks to staff that may be caused by its processes and activities.   Priority in terms of effort 

will be directed at implementing prevention measures.  Other activities including health promotion, 

health monitoring and rehabilitation will also be considered where these are felt to be appropriate 

and effective. 

Why does occupational health matter to EKH?  

EKH staff members are an important asset and we want to look after and protect our staff.  A healthy 

workforce provides many benefits to EKH, its staff and residents.  These include reduced sickness absence 

and retention of staff with a further benefit of being able to maintain high standards of service delivery.   

Packaging and Waste – EKH takes steps to limit the amount of packaging waste that it produces.  

This is achieved wherever possible by reducing the unnecessary packaging it uses, by sourcing 

packaging made from recyclable materials, by reusing packaging and by promotion of recycling. 

Why does packaging and waste matter to EKH?  

Although some packaging is necessary to hold and protect the products and equipment we purchase, supply 

and install while it is being stored or transported, it does cost money for EKH.  Reducing and reusing 

packaging saves on initial costs.  Recycling packaging saves on the cost of disposal, including the cost to 

bury it in landfill and is a good way to save the earth’s resources. 

Permits to Work – EKH operates a Permit to Work system where it is necessary to control high 

risk activities. These enable an assessment of risks to be made and to specify control measures 

which will be put in place in order to minimise the risk. Permits to work will usually be necessary for 

such activities as maintenance, construction or hot work by external contractors, unless a risk 

assessment indicates otherwise. 

Why do permits to work matter to EKH?  

Other work activities including work by contractors, all work involving heat and unusual / non-standard work 

require special arrangements to be in place, authorised and managed under a permit to work system before 

the work can happen.  

Personal Protective Equipment – EKH will ensure that steps are taken to identify and then to 

eliminate or otherwise adequately control risks to the health and safety of its staff.  Where it is not 

possible or reasonably practicable to adequately control risks in other ways, staff will be provided 

with suitable personal protective equipment for use in the workplace.  Staff will also be provided 

with information, instruction and training on each item of personal protective equipment they are 

required to use to ensure that they understand why, how and when it is to be worn. 
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Why does personal protective equipment matter to EKH?  

Wherever possible, the risks in our activities should be managed by eliminating or reducing hazards to an 

acceptable level.  Where measures cannot be taken to control exposure then personal protective equipment 

(PPE) is worn to protect the individual staff against those hazards.  PPE should be used as a measure of last 

resort as it protects only the wearer while being worn and it offers no protection at all if it is worn out. 

Personal Safety – EKH will manage the risks to staff from acts and threats of violence and 

aggression, verbal, physical and psychological abuse and challenging behaviour.  This applies 

whether the perceived threat arises from an encounter in a public or private place, during a 

meeting, telephone conversation or online. Staff will be trained to spot potential risks, manage 

threatening situations and be enabled to make choices to maintain their personal safety.  Any 

incident in which a member of staff is abused, threatened or assaulted in work related 

circumstances must be reported and will be investigated in the same way as any other incident.   

Why does personal safety matter to EKH?  

The safety and wellbeing of our staff is of vital importance to EKH.  Any incident of aggression or violence 

whether or not it is an actual physical assault, verbal abuse, or a threat of assault is unacceptable and needs 

to be reported as any other accident or incident.  

Persons at Special Risk – EKH recognises that certain people may be at a higher level of risk 

due to their individual circumstances.  The risks to which those with a known disability, health 

condition, new or expectant mothers, young persons and those who may have a poor command of 

written or spoken English will be assessed.  Action will be taken as necessary to remove, reduce or 

control any risks to the health and safety of the individual, or in the case of a new or expectant 

mother, that of her baby.  

Why do persons at special risk matter to EKH?  

Our risk assessments look at the hazards involved in the work we do and identify the measures that need to 

be taken to manage those risks.  Most of the time, this will be sufficient to apply to staff, contractors and 

residents.  Sometimes, we need to do a bit more or differently to protect certain groups of people from risks.  

The additional risks to which new or expectant mothers, people with a disability or health condition, children 

and young persons might be exposed will be assessed and managed.  

Radiation – EKH will assess, identify and implement measures to eliminate or reduce risks from 

exposure to sources of optical and ionising radiation in the workplace in order to protect its staff.  

This includes processes involving arc welding or use of ultra-violet light and the presence of radon 

gas.  Where required, EKH will ensure that: 

 areas with significant sources of radiation are clearly marked; 

 protection is provided and used to prevent exposure to such sources; and  

 any other controls are properly used. 

Why does radiation matter to EKH?  

The ground in many parts of East Kent release radon gas.  This needs to be adequately dispersed.  All forms 

of artificial light are classified as artificial optical radiation.  This includes light bulbs, LED lights, Computers 

and PDAs.  Most of these are harmless to staff.  Some forms of artificial light including ultra violet light 

sources and the light produced during the welding process and lasers used during surveying can be more 

harmful to the eyes and skin unless protective measures are in place. 
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Risk Assessment – EKH workplaces, equipment, substances, processes and systems of work are 

subject to a programme of formal risk assessments.  These are intended to identify and select the 

measures necessary to protect people, the environment and the business as a whole by the 

elimination of hazards and the management and control of risks at an acceptable level.   

Why do risk assessments matter to EKH?  

As part of managing the safety, health, environment aspects of our business we need to control risks. To do 

this we need to think about what might cause harm to someone or something and then decide whether we 

are taking reasonable steps to prevent it from happening.   

Safeguarding of Vulnerable People – EKH will provide training to its staff to enable them to 

recognise and report concerns in order to protect vulnerable persons from potential or actual 

abuse.  Where such concerns are raised, whether relating to actual or potential incidents, EKH will 

make an appropriate referral in line with the policies and procedures issued by Kent County 

Council.  A copy of our safeguarding policy can be found at xxx. 

Why does safeguarding of vulnerable people matter to EKH?  

Staff may come across issues of concern in dealings with residents or their family, friends, or advocates.  

These might arise during home visits or during telephone conversations.  Setting up a mechanism for staff to 

raise and record their concerns within EKH will ensure that they are noted and passed on to the right people 

(usually the relevant local authority) to deal with the matter and ensure the safety of the vulnerable person. 

Smoking – EKH workplaces are designated as smoke free.  Staff, contractors and visitors are not 

permitted to smoke in any enclosed or substantially enclosed areas controlled by EKH.  This 

includes anywhere indoors, in a resident’s home, in company vehicles and other vehicles whilst 

being used for company business. This prohibition on smoking includes the use of electronic 

cigarettes.  

Why does smoking matter to EKH?  

Smoking indoors while at work or in a public place is against the law. EKH also has a duty to protect the 

health of staff whether smokers or non-smokers who visit customer’s and may need to work in a regular 

smoker’s home.  While we cannot prevent a customer from smoking, we can take steps to limit exposure.  

Stress – EKH is committed to protecting the overall health, safety and welfare of its staff. EKH 

recognises that work-related stress is a health and safety issue and acknowledges the importance 

of tackling the causes of stress in the workplace.  EKH will monitor its activities to identify 

conditions that may lead to stress for individuals within its workforce and take steps to prevent or 

otherwise reduce the effects of those conditions.  EKH will also ensure that staff members who 

may be suffering from the effects of stress feel able to report their concerns. 

Why does stress matter to EKH?  

Stress develops because a person is unable to cope with the demands being placed on them. If insufficient 

attention to job design, work organisation and management has taken place, it can result in work related 

stress. Stress, including work related stress, is known to be linked with high levels of sickness absence, staff 

turnover and other issues such as more errors in work. 

Training – EKH provides staff with health and safety information, instruction, training and 

supervision as necessary to ensure their health and safety at work and their ability to undertake 

tasks at the required level.  Training is provided as part of the induction process for all new staff in 

permanent and temporary positions.  Training is also provided to staff exposed to new or increased 

risks because of a change of job, equipment or system of work. 
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Why does training matter to EKH?  

Everyone who works for EKH needs to know how to work effectively and safely and be able to make their 

contribution to the safety, health and environment management system.  A mix of training, information, 

instructions and supervision will be provided to all staff so that they can better understand their role and help 

their line managers to understand and better assist EKH to meet its targets. 

Waste Management – EKH recognises its legal obligations in respect to environmental legislation 

as well as its social responsibility and will work to reduce levels of waste produced by its activities, 

and by corresponding reductions in energy used and emissions produced.  Packaging materials 

will be reduced, reused or recycled.  Waste materials will be disposed of in a responsible manner.   

Why does waste management matter to EKH?  

EKH has a responsibility and a commitment to look after the environment.  Reducing waste and disposing of 

it safely saves resources and reduces the effects on the environment and the places in which we live and 

work. Waste is also a cost to EKH.  Waste might be something that we bought and did not use, or something 

that we could have re-used instead of buying a replacement.  It costs money to deal with waste materials, for 

collection, transport, treatment and disposal.   

Work Equipment – EKH provides work equipment that is safe and suitable for the tasks it is 

required to do and ensures it is inspected, tested and maintained as required.  EKH also ensures 

that staff are provided with suitable and sufficient information, instruction and training on each item 

of equipment they are required to use and that staff use equipment in accordance with that 

information, instruction and training. 

Why does work equipment matter to EKH?  

Everyone uses work equipment at some time during their working day. We need to make sure that we have 

provided the right equipment for the right job and that staff know how to use them correctly.   

Working at Height – EKH ensures that all work at height is properly planned and organised and 

that staff involved in such work are competent.  The risks from work at height are assessed.  

Appropriate measures such as the installation of edge protection, or the provision of work 

equipment including ladders, working platforms, and fall arrest harnesses is selected, inspected 

and maintained. 

Why does work at height matter to EKH?  

Working at height occurs in any place where if there were no precautions in place, a person could fall and be 

injured.  Commonly, this involves use of ladders, step-ladders and working platforms, for example inspecting 

the work of contractors.  For EKH this could also mean accessing a loft with a fragile floor.   

Workplace Environments – EKH ensures that workplaces under its control are provided, 

equipped and maintained in a good condition to ensure the health safety and wellbeing of its staff 

and others who may use the workplace.  This includes adequate light, heat, ventilation, toilet and 

rest facilities.  Staff and others who work at our sites are expected to play their part in maintaining 

these areas in good order or reporting defects.  All environments will also be managed to ensure 

energy efficiency is maintained. 

Why do workplace environments matter to EKH?  

EKH has made a commitment to focus on creating a comfortable workplace environment which supports a 
culture of safety, health and wellbeing for all staff. It is also important that energy is not wasted 
unnecessarily.  


