
Policy Aim 

St Paul’s Community Development Trust is a charitable organisation based in Balsall Heath in 
Birmingham, is spread across three sites and includes a school, post 16 center, farm, children’s 

center, nursery, venture hall, playscheme, finance and facilities buildings. This policy outlines 
our commitment to health and safety, our responsibilities, and the procedures we will implement 
to maintain a safe working environment. 

Responsibilities 

We are committed to ensuring the health, safety, and well-being of all our employees, volunteers, 
service users, & contractors. 

Board Responsibilities: 

St Paul’s Community Development Trust’s Board of Trustees has overall responsibility for 
ensuring the health, safety, and wellbeing of our employees, volunteers, service users and 

contractors. The Board of Trustees delegates the day-to-day management and operational 
authority to the Chief Executive Officer (CEO). 

Management Responsibilities: 

1. Provide a safe and healthy workplace for all employees, volunteers and service users.

2. Ensure compliance with all relevant health and safety legislation.
3. Conduct regular risk assessments and implement necessary control measures.

4. Provide adequate training and resources to employees (and volunteers where necessary)
for maintaining safety standards.

5. Review and update health and safety policies regularly.
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Employee Responsibilities: 

1. Take reasonable care for their own health and safety and that of others who may be 
affected by their actions. 

2. Follow all safety procedures and use safety equipment as required. 
3. Report any hazards, incidents, or near-misses to management promptly. 

4. Participate in health and safety training and meetings as required. 

Procedures 

Risk Assessments: 

• Regular risk assessments will be conducted to identify potential hazards. 
• Appropriate control measures will be implemented to mitigate identified risks. 

• Risk assessments will be reviewed annually or when there is a significant change in the 
workplace. 

• Each service area will carry out specific risk assessments for their individual services.  

Training: 

• All employees and volunteers will receive health and safety training relevant to their roles. 
• Training will be provided upon induction and refreshed annually. 
• Specific training will be provided for tasks requiring additional safety measures (e.g., 

COSHH). 

Emergency Procedures: 

• Emergency procedures for fire, medical emergencies, and other potential incidents will 
be established and communicated to all employees. 

• Regular drills will be conducted to ensure preparedness. 
• Emergency contact numbers and procedures will be clearly posted on Health & Safety 

notice boards. 

Accident Reporting: 

• All accidents, injuries, and near-misses must be reported immediately. Serious accidents 
must also be reported to the designated health and safety officer and to relevant 
authorities if necessary. 

• An accident report form must be completed for each incident. 
• Investigations will be conducted to determine causes and prevent recurrence. 

Equipment Safety: 

• All equipment and machinery will be maintained in safe working condition. 

• Regular inspections and maintenance schedules will be adhered to. 
• Employees and volunteers will be trained on the safe use of equipment. 



 

 

Personal Protective Equipment (PPE): 

• Appropriate PPE will be provided to employees and volunteers as required by their roles. 

• Employees and volunteers must use PPE as instructed and report any defects. 

Review and Monitoring 

Policy Review: 

• This health and safety policy will be reviewed annually or when significant changes occur 
in the workplace. 

• Feedback from employees and volunteers will be considered in policy updates. 

Monitoring: 

• Health and safety performance will be monitored through regular audits and inspections. 
• Incident data will be analysed to identify trends and areas for improvement. 
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