
Health and Safety in 
the workplace Policy 
 
Statement 
 
Flora Cultura attaches the greatest importance to Health and Safety matters and undertakes to 
provide a safe and healthy working environment for staff, volunteers, clients and partner 
employees, in compliance with the Health and Safety at Work Act 1974 and all other relevant 
regulations.  
 

Purpose and scope 
 
The purpose of this policy is to: 
 

●​ Prevent accidents and cases of work related ill health 
●​ Manage health and safety risks in our workplace 
●​ Ensure service users specific health and safety requirements are considered through 

continual assessment and adaptations applied if appropriate 
●​ Provide clear instructions and information, and adequate training, to ensure employees, 

volunteers, clients and partner employees are competent to carry out the activities 
●​ Provide personal protective equipment (PPE) 
●​ Consult with staff on matters affecting their health and safety 
●​ Provide and maintain safe tools and equipment 
●​ Ensure safe handling of substances 
●​ Maintain safe and healthy working conditions 
●​ Implement emergency procedures, including evacuation in case of fire or other 

significant incident 
 

Organisation duties and responsibilities 
 
Overall responsibility lies jointly with the board of trustees and the director.  
 
Day to day responsibility for ensuring this policy is put into practice lies with the director. 
 
Duty of employees :  
 

• cooperate with the trustees and director on health and safety matters;  



• work safely, efficiently and without endangering the Health and Safety of themselves, 
their colleagues, service users, volunteers and/or partner employees; 
• report all health and safety concerns to the director or the trustee assigned to health 
and safety 
• report all accidents, "near-miss occurrences" and any other hazardous situations.  
• where necessary, wear PPE 
• meet any other statutory safety obligations including that laid down in Section 8 of the 
Act, which states that no person shall intentionally or recklessly interfere with or misuse 
anything provided in the interests of health, safety or welfare.  
 

Arrangements for health and safety 
 
Accidents and First Aid 
 
All accidents, no matter how small, must be properly reported. This should be done even if it 
appears that no injury has been received. Additionally, staff must report ‘near misses’ or 
potential hazards to the director to ensure situations are investigated and preventative action 
taken where required. An appropriate Accident Book is kept at Flora Cultura HQ and details 
should be completed by a suitably trained member of staff.  
 
Under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1985 
(RIDDOR) the following must be reported to the Health and Safety Executive and/or the 
appropriate Local Authority enforcing agency immediately, the director will also inform Flora 
Cultura’s health and safety trustee:  

 
• if somebody dies or is seriously injured in an accident. NB road traffic accidents are 
exempt;  
• if there is a "dangerous occurrence";  
• if anyone is off work for more than seven days as a result of an accident;  
 

Action to be taken in the event of an accident  
 
In the event of a minor accident, assistance should be sought from a first aider or appointed 
person and details entered in the Accident book. If the accident is such that the resultant injury 
cannot be dealt with by a first aider, the casualty should immediately attend the Accident and 
Emergency department of the nearest hospital. If the injury is such that assistance and/or 
constant attention is required, the first aider/appointed person will send for an ambulance. If the 
person is seriously injured and/or unconscious, the ambulance service must be called.  
 
Accident prevention  
 
The prevention of accidents is essential to the efficient operation of the organisation. Safety 
audits, risk assessments and reviews, additional training (including health and safety inductions 



for volunteers, service users and partner employees) and anticipation by the director and 
employees will all be utilised to contribute to the prevention of accidents. Walk through activities 
at the beginning of every session to address any potential hazards. Evacuation will be 
discussed in the induction. In the event of an emergency any person at the scene should dial 
999 and request the appropriate emergency service.  
 
Accident investigation  
 
All accidents at work should be preventable. The director will investigate the circumstances of 
any accident, or near miss, whereupon a full report will be given to the health and safety trustee. 
Where possible, steps will be taken to reduce the possibility of a similar accident/incident 
occurring. 
 
First Aid  
 
First aid boxes will be provided and maintained at Flora Cultura HQ by a nominated first aider. It 
will be the responsibility of the nominated first aider to ensure that the contents of the boxes are 
checked quarterly and re-stocked.  
 
First Aid training  
 
All staff  will be trained in First Aid. It is essential for anyone providing First Aid to observe 
hygiene guidelines, gloves are provided in all First Aid boxes and these must be worn at all 
times when dealing with accidents involving contact with body fluids. Refresher training will be 
provided within the time scales specified. Names and locations of first aiders will be clearly 
displayed on relevant notice boards and on the health and safety policy. 
 
Hazard reporting  
 
All staff are encouraged to be vigilant and report any hazards to the Director. Where possible, 
steps will be taken to eliminate the hazard, where this is not possible it should be reduced to the 
lowest level. 
 
Manual handling  
 
Flora Cultura will meet its obligations under the Manual Handling Operations Regulations 1992. 
If it is established through the risk assessment process that manual handling will be an issue for 
any staff member, volunteer, service user or partner employee, then the director should give 
basic awareness training in relation to manual handling.  
 



 
 
 
Use of hand tools - especially sharp tools 
 
Proper use of hand tools will be demonstrated where necessary. Special attention will be given 
to explaining the proper use of sharp tools i.e. secateurs and saws and the importance of proper 
maintenance to ensure safe usage. This is especially important for service users who have no 
experience of gardening. 
 
Records  
 
Information relating to accidents must be kept in the Accident Book at HQ. Information relating 
to fire safety must be kept in the Fire safety Log Book at HQ. Information relating to training will 
be kept on the database held on Flora Cultura’s storage devices held by the data processors. 
 
Welfare  
 
Adequate toilet and washing facilities are available and these will be kept to a minimum required 
standard at all times. Flora Cultura’s HQ and tool shed area will be regularly cleaned and kept in 
good repair and decorative order 
 
Personal Protective Equipment (PPE) 
 
Adequate PPE will be available for all tasks undertaken by staff, service users, volunteers and 
partner employees. The importance of using the correct PPE will be provided before tasks that 
require PPE. Staff will ensure that service users, volunteers and partner employees are wearing 
appropriate PPE at all times including - 

●​ Enclosed footwear 
●​ Appropriate clothing for the weather 
●​ Appropriate PPE e.g. gloves to suit the task 

 
Attention to correct use of PPE where handling COSHH controlled substances will be adhered 
to. 
 
Fire Safety 
 
Fire extinguishers, exits and assembly points shown during induction. Service users, volunteers 
and partner employees to be informed to only water plants outside the greenhouse to avoid 
water getting near the electrical sockets. Smokers and vapers to be informed that the site is no 
smoking except for the designated smoking area.  
 



COSHH 
 
The Control of Substances Hazardous to Health Regulations 2002 (COSHH) is a law that 
requires employers to make sure that employees, contractors or others who work with 
potentially hazardous materials such as chemicals, solvents or nanomaterials, are protected 
from harm. 

All COSHH controlled substances will be stored in a locked metal container and access 
controlled by Flora Cultura staff. It is a requirement to carry out a COSHH assessment for any 
activities that require the use of COSHH controlled substances. 

The COSHH assessments must contain; 

●​ The possible hazards and their classification 
●​ Those at high risk of exposure to the hazards 
●​ The control measures your competent person needs to manage to keep your business 

safe 

 
 

Trustee assigned to Health and Safety:  
      
James Luckhurst 
Email: trustees@floracultura.org.uk 
 
Appointed first aiders: 
 
Rashid Benoy 
Email: rashid@floracultura.org.uk       Tel:      07585706840 
 
Lucy Nash 
Email: lucy@floracultura.org.uk      
 

Document Change Record 
 
Date of Change: Changed By: Comments: 

04/10/2021 R. Benoy  

10/7/2022 R. Benoy Addition of section on PPE & Fire safety 

25/8/2022 R.Benoy Addition of section on COSHH 

mailto:rashid@floracultura.org.uk
mailto:lucy@floracultura.org.uk


10.07.23 J Powell  Reviewed  

14.11.23 R. Benoy Reviewed after move to Troed yr Harn 

14/10/24 R. Benoy Reviewed before move to Bronllys Hospital 
Lucy added as first aider 

11.7.25 R. Benoy JP removed from first aiders trustee details updated 

 

Associated policies 

Dealing with a problem raised by an employee 

Complaints policy 


