Volunteering Canterbury
Health and Safety Policy
Volunteering Canterbury recognizes the need for all staff (volunteer and paid) to be provided with a safe and healthy place in which to work.  It is our policy to take all practicable steps to ensure the safety of our Volunteers, employees, and visitors, while at work.  For the purposes of this policy, ‘health’ includes both physical and mental well-being.  Accordingly, ‘safety’ has regard to all the physical, environmental, and emotional/psychological risks which may impact upon that well-being.
1. Everyone working at Volunteering Canterbury will be given adequate information to ensure they work safely.

2. Our workplace will be maintained to a standard that ensures all volunteers and paid staff can perform their work safely and efficiently.

3. Volunteering Canterbury will designate a staff member to be the Safety Officer and ensure compliance with the Health and Safety Act. This person will take control in the event of an emergency.  Another staff member will be deputed to take that responsibility in the Safety Officer’s absence.

4. All staff will be made aware of the emergency evacuation procedures as part of their orientation training.  Such procedures will follow the guidelines set by Christchurch Community House  Te Whakaruruhau ki Otautahi in the House Tenant Manual.  A copy of this Manual can be found in a lever arch file on the shelves nearest the window in the main office.

5. A First Aid Kit will be available to all staff and stored in a blue container on the shelves nearest the window in the main office.  A further Kit is available at House Reception.  Opportunities for first aid training will be offered to all staff annually.

6. Possible hazards for staff (i.e. any activity, situation or substance that can cause harm) will be identified and controlled by the safety officer.  Hazards identified by staff will be reported to the safety officer.  Shelving units will be securely attached to walls.  Staff will be asked annually to identify hazards, assess risk and suggest mechanisms for hazard avoidance.

7. Staff will be educated to have the necessary knowledge and skills to perform their work.

8. Staff will be trained in the safe use of any machinery or equipment (e.g. guillotine, shredder, photocopier) on the work premises.  Signs outlining the dangers to the staff of using this equipment will be displayed in a highly visible place on the equipment.   Staff who use a computer for more than fifteen uninterrupted minutes will be given OOS/RSI prevention information.  Ergonomically suitable furniture will be provided at each computer workstation for any worker using a computer for more than fifteen uninterrupted minutes. 

9. All accidents or incidents in the workplace, which cause, or have the potential to cause harm, will be reported to the safety officer and recorded.  Any accidents causing serious harm, will be reported to the nearest OSH Branch Office.  The accident and serious harm details will be recorded in the accident register.

10. Staff who carry out interviews or are in a position of having private contact with members of the public, will be aware of all safety policies and procedures to follow in the event of a potentially harmful situation.  Staff will not be required to be alone with any member of the public they feel uncomfortable with.  All interview rooms will have unobstructed windows.

11.All Health and Safety procedures and policy will be reviewed at least annually.        Volunteering Canterbury is committed to continually improving our health and safety performance.
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