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Health and Safety Policy
Connections Counselling CIC is committed to protecting the health, safety and welfare of people affected by our work. This policy explains how we will manage foreseeable health and safety risks within our counselling service and related activities.
Scope
This policy applies to activities carried out by or on behalf of Connections, including use of our counselling rooms within Out of the Blue Drill Hall and authorised work carried out elsewhere or remotely. It applies to employees, placement students and volunteers, counsellors, individual contractors and external contractors working in our undertaking. It also aims to protect clients, visitors and anyone else who may be affected by our activities.
Independent practitioners retain their own legal and professional responsibilities. When using Connections premises, equipment or vehicles, or carrying out work for Connections, they must follow this policy and all relevant local safety arrangements.
This policy sits alongside our risk assessment, safeguarding, critical incident, data protection and other relevant procedures. It does not replace clinical risk assessment or safeguarding responsibilities.
Statement of Intent
Connections will take all reasonably practicable steps to provide and maintain a healthy and safe environment for people working in our undertaking and for anyone affected by our work. We will:
• provide and maintain safe systems of work, rooms, access routes, equipment and working arrangements;
• identify hazards, assess risks and put proportionate control measures in place;
• provide necessary information, instruction, training and supervision; and
• consult, cooperate, encourage prompt reporting and review our arrangements when circumstances change.
Responsibilities
Overall responsibility
Ian Nicholson-Kapasi, Director, has overall responsibility for health and safety at Connections. He will ensure that suitable arrangements, risk assessments and resources are in place; obtain competent advice where necessary; review significant incidents and concerns; and keep this policy under review.
Placement managers and delegated leads
Anyone given a specific health and safety responsibility will act within their competence, follow this policy, raise concerns promptly with Ian Nicholson-Kapasi and make sure that people they support know the relevant local safety arrangements.
Everyone working in our undertaking
Employees, placement students, volunteers, counsellors and individual contractors must:
• take reasonable care of their own health and safety and that of people who may be affected by their work;
• follow relevant safety instructions, training, risk assessments and emergency procedures;
• report hazards, damaged equipment, incidents, near misses and unsafe conditions as soon as possible;
• not use or alter equipment, plant, electrical items, safety equipment or access arrangements beyond their competence or authority; and
• cooperate with Connections, Out of the Blue and other relevant people in managing health and safety.
Premises providers and contractors
Some safety responsibilities depend on who controls the relevant area or activity. Connections will liaise with Out of the Blue about shared or building-wide matters, including access, common areas, fire arrangements and defects. External contractors will be selected or permitted to work only where their competence, information, coordination and safe systems of work are appropriate to the task.
Risk Assessment and Consultation
Health and safety risks will be assessed before new activities, equipment, work locations or working arrangements are introduced, and reviewed after an incident, a significant change or when existing controls may no longer be effective. Assessments will take account of accessibility, disability-related needs and anyone who may be at increased risk.
Workers may raise safety concerns directly with Ian Nicholson-Kapasi. Concerns will be considered respectfully and acted on where necessary. Relevant findings and local arrangements will be shared through induction, training, supervision or other appropriate communication.
Premises Safety and Emergency Arrangements
Safe rooms and access
Rooms, waiting areas, exits and access routes must be kept clear and safe. Hazards such as spills, damaged furniture, loose cables, blocked routes, unsafe lighting or faulty electrical items must be reported promptly. Where safe to do so, the item or area should be taken out of use until the risk has been controlled.
Keys, fobs and other access credentials must be issued only to authorised people, kept secure and never shared. A lost or compromised credential must be reported immediately. Any planned physical change to the premises must be authorised through the relevant premises agreement and considered through the risk assessment process.
Fire, first aid and emergencies
Everyone using the premises must follow the fire and emergency instructions in place at Out of the Blue Drill Hall. On discovering a fire or hearing the alarm, leave by the nearest safe route, do not delay to collect belongings, do not re-enter until authorised and follow the venue's evacuation and assembly arrangements. No one should attempt to fight a fire unless trained and it is safe to do so.
Connections will maintain first aid arrangements that are appropriate to the risks of our work and will make access to first aid information and equipment clear during induction. In a medical emergency, call 999. Assistance must be provided only within the person's training and competence.
Lone working and personal safety
Work carried out alone, including out-of-hours use of the premises, will be risk assessed and managed through local arrangements. These may include a means of communication, knowing how to summon help, reporting unsafe circumstances and agreed check-in or check-out processes where required. Anyone who feels unsafe must stop work if necessary and raise the concern promptly.
Plant Equipment and Vehicles
Plant equipment and electrical safety
Work equipment includes plant, tools, appliances, furniture, information technology and electrical items used at work. Connections will ensure that equipment it provides is suitable for its intended use, appropriately maintained, inspected where required and supported by clear information and training. Equipment brought in by an individual for work must also be safe and suitable for use.
No one may use equipment for a purpose for which they have not been trained or authorised. Defective or damaged equipment must not be used. It must be reported and, where safe to do so, labelled or removed from service. Repairs, installation, servicing and alterations must be completed only by a competent person.
Vehicles and work related travel
Whenever a vehicle is used for a work-related journey on behalf of Connections, whether it is company-owned, hired or privately owned, foreseeable risks to the journey, driver and vehicle will be managed. Drivers must hold the appropriate licence, be insured for the use required, be fit to drive and ensure that the vehicle is roadworthy, maintained and has a valid MOT where required.
Drivers must plan journeys safely, take breaks when needed, comply with road traffic law, never use a hand-held device while driving and report a defect, collision, incident or driving-related concern promptly. An unsafe vehicle must not be used for Connections business.
Training Information and Supervision
Connections will provide health and safety induction, information, instruction, training and supervision that are appropriate to the role and the risks involved. All necessary health and safety training will be provided to placement students, employees and individual contractors where it is necessary. Training needs will be reviewed when a person starts, changes role, takes on new responsibilities or begins to use new equipment or work arrangements.
Placement students will receive clear information about premises safety, emergency arrangements, incident reporting, lone working and safe use of any equipment relevant to their placement. Their work will be supported through the placement arrangements and appropriate supervision.
Remote and Off Site Work
When Connections directs or authorises work away from the premises, the relevant health and safety risks will be considered proportionately. This includes the suitability of the working environment, equipment, communication arrangements and any lone working risks. Independent practitioners working from their own premises remain responsible for the safety of their own working environment, unless otherwise agreed in writing.
Most placement sessions take place in person. Where a placement student undertakes an occasional remote client session, it will be conducted from Connections with a placement manager available on site. This policy does not replace the separate procedures for safeguarding, clinical risk or technology failure during a client session.
Wellbeing and Accessibility
Connections recognises that work-related stress, vicarious trauma, fatigue, display screen use and accessibility barriers can affect health and safety. These risks will be considered through risk assessment and appropriate support, supervision, adjustments or changes to working arrangements. Anyone who has a health or accessibility need that may affect their safety at work is encouraged to raise it so that reasonable arrangements can be considered.
Incident Reporting and Review
Accidents, injuries, dangerous occurrences and near misses must be reported to Ian Nicholson-Kapasi as soon as it is safe to do so. Connections will record and review relevant incidents, take action to prevent recurrence and make any statutory report required by law. Serious or immediate danger must be dealt with as an emergency first, including calling 999 where necessary.
This policy will be reviewed annually and sooner following a significant incident, change in premises, work activity, equipment, staffing or relevant law and guidance.
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