Health & Safety Management Arrangements 

For Young Persons

Management and Employee Guidance

Introduction

Wirral Council acknowledges that young persons may need extra supervision and as an employer, we must take into account that these young people are likely to be inexperienced, unaware of health and safety risks and physically or mentally immature. These arrangements have been produced by following the Health & Safety Executives guidance document INDG364 and other legislation.
Because of;

· Inexperience

· Lack of training

· Unfamiliar surroundings

· Being too embarrassed to ask questions

· Not being able to recognise an unsafe act or condition

Definition(s)

A ‘young person’ is anyone up to 18 years of age. Consideration should also be given to persons up to 25 years of age dependant on their previous work history, experience and the work activities they will be expected to undertake. 

A “risk assessment” is simply a careful examination of what, in the work place, could cause harm to people, so that you can decide whether you have taken enough precautions or could do more to prevent harm. 

A “hazard” is anything which has the potential to cause harm.

Manager Responsibilities

Managers at all levels within the Council will ensure that these arrangements are applied consistently within their own area of responsibility, ensuring that;

· A suitable and sufficient risk assessment is in place  prior to any young person starting work, there may be  no need to carry out a new risk assessment providing your current assessment takes account of the range of characteristics of young people and the work activities which present a risk to their health & safety (see appendix 1)

· The parents/guardians of any students (and employees) below minimum school leaving age (16) know the key findings of the risk assessment and the control measures taken before the young person starts work/work experience; this does not need to be in writing and can be done via the school or work experience agency or the departmental staff training Development Officer
· All young persons attend the corporate induction, departmental induction and also receive a local induction from their line manager. Young persons on work experience should just receive a local induction (M70) as it is not practicable to send them on all 3 inductions in the short amount of time they are working for the Council (see appendix 2 & 3)
· Health & safety training is provided for any health & safety significant processes i.e. manual handling 

· Extra supervision is provided for young people to ensure they are following training that has been provided and are competent to do the job (a mentor should be appointed for young people on work experience) 

· Investigate all incidents, accidents or near miss reports made by a young person and review risk assessments, training requirements and supervision arrangements as necessary.

Employees Responsibilities

It is the responsibility of any young person to ensure:

· They attend and follow any training they require to carry out their job safely and follow all safe systems of work 

· Familiarise themselves with any significant findings of risk assessments and raise any concerns over control measures with their supervisor

· Report any defects to their supervisor or manager regarding any work equipment that has been provided 

· They report any accidents/incidents or near misses 

· They follow all signage visible within the workplace (see appendix 3)

· Not interfere with any measures put in place for the health and safety of themselves or others (including personal protective equipment).
· They do not use any equipment or carry out any work activity for which they have not been trained 
Links to other Policies and Arrangements

These arrangements should be read in conjunction with;

· Health & Safety Management Arrangements for Risk Assessment

· Health & Safety Management Arrangements for Control of Substances Hazardous to Health

· Health & Safety Management Arrangements for the Control of Vibration

· Health & Safety Management Arrangements for Health Surveillance

· Health & Safety Management Arrangements for Controlling Noise at Work

Appendix 1

Risk Assessment

When you offer a work experience placement to students you have the same responsibilities for their health, safety and welfare as for all Council employees.  As an employer, you will have to carry out a risk assessment for young persons on work experience and those that are under 18 years of age. 

This means looking at work activities or locations that could cause harm to people, so that you can weigh up whether you have taken enough precautions or should do more to prevent harm.
Before employing a young person, your health and safety risk assessment must take these specific factors into account:

· the fitting-out and layout of the workplace and the particular site where they will work; 

· the nature of any physical, biological and chemical agents they will be exposed to, for how long and to what extent; 

· what types of work equipment will be used; and what hazards this equipment creates (noise, vibration, chemical etc)
· how the work and processes involved are organised; 

· the need to provide health and safety training; and 

· risks from the particular agents, processes and work.

· The work load or pace of work

There is no need for you to carry out a new risk assessment each time you employ a young person, as long as your current risk assessment takes account of the characteristics of young people and activities which present significant risks to their health and safety.

Restrictions on the Work of Young Persons

The extent of the risks you identify in the risk assessment will determine whether you should restrict the work activities of the young people in your care.  
Except in special circumstances, you should not employ young people to do work which: 

· is beyond their physical or psychological capacity; 

· exposes them to substances harmful to human health, e.g. toxic or carcinogenic substances, 

· exposes them to radiation; 

· involves a risk of accidents which they are unlikely to recognise because of e.g. their lack of experience, training or attention to safety; 

· involves a risk to their health from extreme heat, noise or vibration
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                                                       Appendix 2
Health and Safety Induction

This checklist must be used for every new employee to Wirral Council including temporary staff, part time staff, shift workers and work experience staff. A signed copy should be retained once the induction has been carried out. 
An introduction to the following health and safety procedures and practices: 

	Discussion Items
	Tick when completed
	Remarks (if any)

	a.
	Notice Boards
	 FORMCHECKBOX 

	

	b.
	Fire Evacuation Procedures
	 FORMCHECKBOX 

	

	c.
	Accident/Incident Reporting
	 FORMCHECKBOX 

	

	d.
	First Aiders/First Aid Kits
	 FORMCHECKBOX 

	

	e.
	Risk Assessments & Suitable Control Measures
	 FORMCHECKBOX 

	

	f.
	Employee Responsibilities
	 FORMCHECKBOX 

	

	g.
	Health & Safety Training
	 FORMCHECKBOX 

	

	h.
	Eyesight Test
	 FORMCHECKBOX 
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Health & Safety at Work


Information for Young People


‘The � HYPERLINK "http://www.hse.gov.uk/youngpeople/law/management.htm" �Management of Health and Safety at Work Regulations’ � require that young people are protected at work from risks to their health and safety








If you are new to the workplace or inexperienced in a job, you are more likely to have an accident than other people





Learning to recognise hazards helps reduce accidents at work. 


A hazard is any dangerous situation or action that could cause an accident. It might be;


An unsafe action (something you do or forget to do)


Equipment or machinery (faulty equipment)


Workplace conditions (poor lighting etc)


Working practices (unsafe system of work)








Young people…are more likely to be involved in accidents because of;


Inexperience


Lack of training


Unfamiliar surroundings


Being too embarrassed to ask questions


Not being able to recognise an unsafe act or condition














Induction Training


You should receive the following health & safety information when you start;


Emergency arrangements (fire, first aid etc)


How to report accidents/incidents


Electrical safety


Safety signs and symbols


Personal protective equipment


Hazardous substances


Training (manual handling, ladder safety etc)





Be safe in the workplace by…..


Following what you are taught in training


Co-operate with health & safety policies


Follow proper procedures – Don’t take short cuts


Report hazards, be on the look out and prevent an accident from happening


Be aware of safety information and signs


Use personal protective equipment which you are issued with (see above)


Always report accidents/incidents and even near misses, if you let you manager know about any possible dangers, they can put controls (precautions) in place.





Risk Assessment


A risk assessment is a way to look at the workplace and the jobs people do, to find out if there are any hazards.


The risk assessment helps to make work safer by removing or reducing hazards by using appropriate controls (precautions).


Make sure you see the risk assessment for your work area or tasks you carry out.





What does a risk assessment cover?


All jobs and activities with the potential to cause harm


All hazards in your workplace


Who can be harmed and how


Control measures to reduce the risk


All tools and equipment with the potential to cause harm.























�EMBED Word.Picture.8���              For further information or advice please contact the 


                                                                                      Health, Safety & Resilience Team on 606 2071





Reporting hazards helps keep the workplace safe for everyone!





Health & Safety at Work


Information for Young People





‘The � HYPERLINK "http://www.hse.gov.uk/youngpeople/law/management.htm" �Management of Health and Safety at Work Regulations�’ require that young people are protected at work from risks to their health and safety








Fire Safety and Emergency Procedures


Never put things on radiators, heaters or other sources of heat


Don’t overload electrical sockets or cover vents on electrical equipment


Practice good housekeeping – put things away when you have finished using them.


Never leave flammable materials near sources of heat


Don’t let rubbish build up


Follow the “no smoking” rules in the workplace





Be prepared……


Take part in all fire drills and emergency training programmes


Know how to set off the fire alarm


Know where your exit is and where other exits are


Know where the muster point is and know who your trained fire marshals are for your work area








Develop your safety senses


Ask yourself some questions BEFORE you start your job;


Do I know enough about what I am doing?


Do I have the right skills?


Have I had the proper training? (manual handling etc)


Is my mind clear and free from distractions?


What risks are involved?


How can I avoid them?


Should I get help? Who should I ask?








Safety Signs 





Prohibition (red and white)


These mean ‘Don’t do’. 


(E.g. No pedestrians)





Safe Condition (green and white)


They tell you the safe way to do something or give first-aid information.  (E.g. Fire exit)





Warning (yellow and black)


They warn you that there is a risk of danger.


(E.g. Caution)





Mandatory (blue and white)


They tell you that you must do 


the safety operation shown.


(E.g. Ear, eye and head protection must be worn)











� HYPERLINK "http://www.online-sign.com/build_sign.php?pic=57" \t "_parent" �� INCLUDEPICTURE "http://www.online-sign.com/signs/prohibition/thumbs/10.jpg" \* MERGEFORMATINET ����





� HYPERLINK "http://www.online-sign.com/build_sign.php?pic=106" �� INCLUDEPICTURE "http://www.online-sign.com/signs/safety/thumbs/9.jpg" \* MERGEFORMATINET ����





Be positive about safety……….





Recognise that an unfamiliar workplace means unfamiliar hazards





Recognise that there are good reasons for safety rules and more importantly good reasons for sticking to them





Don’t be scared to ask questions, if you are unsure check before you do it





� HYPERLINK "http://www.online-sign.com/build_sign.php?pic=34" \t "_parent" �� INCLUDEPICTURE "http://www.online-sign.com/signs/warning/thumbs/22.jpg" \* MERGEFORMATINET ����





� HYPERLINK "http://www.online-sign.com/build_sign.php?pic=96" \t "_parent" �� INCLUDEPICTURE "http://www.online-sign.com/signs/mandatory/thumbs/23.jpg" \* MERGEFORMATINET ����
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