Agencies, or providers, will ba asked to confirm that emporary staft
has had suitzbile tests and have corrective spectacies, when refained for
work with DSE, '

DSE Tralning

Training and advice on the safe use ufﬂu.mntmn Eguiprment will ba givan by
tha Establizh CPC, who can bai-numactad an 5722,

Photocoplers :

Photocopiers will be ocated with t:urtsldlamtlun o the possitle disturbing
aftect on workslations or thoroughfares| by traffic to and fro and by the use of
the machines. ;

Coplers will only be used by stalf haulnp suficient training 1o enable them o
use the maching salely and sfficiently. Attention will be given to the setting of
control functions and the matter to be copled. In particular, staff will ensure
that the Bght guard is propery positionad to prevant the operating light
affecting either their eyes or those of other people.

Sm|ff replenishing paper, toner or other supplies have the responsibility to
check that the materials are compatible with the machine. The same is
required if copy|ng on to transparency or other specialist material. Good
nijues must be used when handling paper stock, Paper
supplies are boked in multiple packs, usually banded with plastic strapping.

aving received training In safe handling techniques. Banding
should be cut and safely disposed of in/{general} wasts bins to prevent trip

g{ packs should be cpened and wrapping paper disposes of in
wasta hInE Flain wrapping paper may *ﬂﬂ placed in recycling bing — any other

d kept fres from flarl'lmahia matarial and gnnd houseakeaping
: by paper cartons should be left adjacent to general waste bins
or “fNattened” arnd placed in these bins. |

Toner is covered under the COSHH lations and is classed as
carcinogenic. Tihe use of disposable gloves is recommended when
repéenishing torer. Whilst the process limits any exposure of personnel to
toner dust thareIs always the possibility that spillage may occur. In this case
the COSHH Dala sheet information / instruction must be followed. Damp

paper towels myst be used to collect spilled toner as any atternpl to use a
vacuum or brush will resull in dust being raised into the breathable air.

Faults occurring whilst operating coplers will trigger elther operator clearance
action or call fol maintenance. Staff using copiers are respansible for clearing
faults if traimed { capabie by following the instructions indicated by the
maching, Whilst operation is interrupted by the opening of doors / cover and
panel’s staff must be aware that certain pans of these machines may still be
“ive” and will bd hot. Before attempting to open panels — disconnect the
machine from tHe powar supply by switching off at the gutlet. Foliow the
instructions if pdssible but seek assistance if in any doubt or if attempts 1o free




obstruction / fault fall or If the machina Indicates that an angneer is requirad.

Contact BMPLU.
sSmoking

HMP Manchester's palicy on smoking has been prepared &
consideration and consultation and |s publehed in the Safe

er caraful
Palicy.

Az trom 1 September 2004 Governges Ordar No 42704, it 18
Manchester that alf areas ara “No Smoking” unless speci
and authorised by the Governor as "Smoking”. n general
nat permitied in any building. The onfy exception to this
prisoners may smoke, Smoking is not parmitied in any
contracted to the prison. Staff may be permitted 1o smoke |
by agreement with Line Managers. Staft will not smaks whi
prisoners of escorting contractors of other mambers of the
contractors and membars of the pubdic will also be subject
will be requirad to abstain from smoking whilst within the pri

Alcohal And Drugs

palicy at HMP
i des.ignate:l_

be cells, whare
& ownad by or
axternal areas
I supanizing
ie. Such

thiz policy and

Aleohol and drug abuse have serous implications for users, their families,

far thair work and work colleagues.
Employeas are encouraged to seek assistance from Ling

Wrﬂ and
Personnel support i they believe that they have a problem alcohol,

drugs or other substances.

Managers are required 1o make a note of employees who Lh:w SYMPIoms

of alcohal or other intoxication when at work. These symptpbms include:

- smell of alcohol

- slurrad speach

- unusual lack of co-ordination

- changes in behaviour, panicutarfy aggressiveness.

Anyone found taking alcohol or drugs on the premisas without prior

authorisation is guilty of gross misconduct, and will be disgplined

accordingly.

Anyone found to be significantly intoxicatad by alcohol or on thea

premises will be removad, guilty of gross misconduct and gisciplined

accordingly. Similarly, anyone supplying drugs on prison ises or during

prison time will be guiity of gross misconduct and discip accordingly.
Slips, trips and falls

Slips, trips and falls due to poor housekeaping accownt formany workplace

injuries. Manchester's safely policy clearly sets out ilities and

responsibiities for good housekeeping, e.g. management fesponsibility for

gach area, for parts used in commaon and for the premisas as a whole.

All employesas will be expectad to apply the following res, where

appropriate.
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Any spillage or a of liquids (e.g. water or olf) or solids which may be
liable to constinge a slip hazard must be cleaned as soon as it Is safe to do
so. Otherwise, the spilagefisakage sholld be reported to the Estates
mManagement Sarvices. |

Residential Marfagers will ensure that a/designated wing cleaner is made
avaliable at magl times to clean up any IEpIIFaga immadiately.

Manchester will promote good housekepping by positive supervigion,

Materials will bd properly stacked o that they are not liable to constitute a
hazard.

Waste or surplus materials will be returmed to a designated storage area or
placed in a wa%hh‘u"slﬁp and not laft rg:-lng around to cause a hazard.

Materials must pot be allowed to encroach onto designated padestrian
walkways, [

Wall and floor sbekets will be fisted to preclude excessive trailing cables.

Cabies for equipment still fitted with Fl|l‘b5 and leads will be properdy routed
and coverad if fecessary to reduce the probability of trip risks.

Dirty or contam|nated floors contribute 'b:: the probabdlity of slips, trips and
falls. Cleaning dparations can themselhves add to the risk whilst they are in
prograss. I

Floor treatment (washing, pofishing, sealing, etc) will be applied lo each
surface compaible with that surface type, to prevent either slip hazards or
surface deteriofation, |

The system of work for all treatment and maintenance of underfoot surfaces
will include the Lse of safety barriers and waming signs at all times, since
amployees, visltors or other persons néed to be aware of the dangers.

Building / Site managers will ensure rhin any oculdoor pedestrian routes on
the site are reglilary swept and, during icy/frosty conditions, are
sanded. i

Siips, trips and falls due to poor floor surlaces are easily prevented, but may
develop slowly due to wear, repeated minor damage, or faulty maintenance
Regular checks will take place as part of the ongoing safety inspections by
Safety Managers and Safety Representatives

Underfoot surfces will be provided that are suitable for:

- the environment where used (e.g. indoorsfoutdoors)

- the work actidity and type and amourt of raffic (pedestrian, works
vehicles, hand frucks, stc.). :

Underfoot surfgces will be maintained [n good condition and free from
damage and

EVanness. I
Small changes|in the level of walking surfaces, such as slopes, steps.
ridges or unevénness, will be eliminated where reasonably practicable, or
have adequate lighting to reduce shadows, etc. They will be marked, if
I

necessary.

Where storage racking is provided auciaaa staps will be used 1o access the
higher levels
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Vantilation

Foarly designed or maintained ventilation can affect accumulation of

fumesfvapoursidusthumidity, or can be responsible for un
draughty conditions,

Whera reasonable, a fresh air supply will be provided by
by a ventilation / alr conditioning system, provided and
instalkersuppliermaintenance contractor.

comfortable

tural means o
ined by the

Alr-conditioned rooms should not have the windows opendd except when

nacessary for cleaning purposes.

Waorking areas within premises will be designated No Sm
possible there will be designated area(s) which may be pr
appropriate ventilation.

Windows and Doora

ing. Whera
with

Windows will have lower edges of more than B0OOmm abovi interior floar

leved, or will have a barrier to prevant anyane falling out.

Opening and closing windows will be saslly accessible, or
devices, cables or poles fo avoid the danger of falls,

Wil have othar

Assassment will ba made of windows in vulnerabla positio
it is necessary to consider the use of safety material / sa

Transparant surfaces, such as glass doors or large glazed
will have markings that make them apparant.

Window cleaning will be carried out by contract cleanars,
written schema of safety pracautions for their oparations a

Flaora

& to determing If
filrm.

partitions/panals,

will provide &
our pramises.

Slips, trips and falls due to poor fioor surfaces are easily
develop slowly due to wear, repeated mincr damage, or fa

Undertoot surfaces will be provided that are suttable for:
- the environment whare usad {a.q. indoorsfoutdoors)

ented, but may
Ity maintenance,

- the work activity where used (e.g. resistance ta likely ¢
- the tvpe and amount of traffic (pedestrian, hand trucks,

Underfoot surfaces will be maintained in goad condition an
damage and unevenness.

Small changes in the level of walking surfaces, such as sl
unevenness, will be aliminated whare reasonably practica
adequate lighting to reduce shadows, etc. They will be ma
o draw attention to the surface change.

Where pangways for padestrian traffic are neaded through
will be kept clear.
Staircases

Staircases will be fitted with handrails and have, where a
slip tread kept in good condition. Stalrcases will be wall &t
from obstructions,

minanis)
i

free from

, fidges or
, or have
, If necessany

peork areas, they

opriate, an anti-
nd kept free




Housskeeping [

Manchester's Health and Safety Policy cleary sats out accountabilties and
responsibilities for good housekeeping, e.9. management responsibility for
aach araa, for parts used in common and for the premises as g whoie,

Al umpl_w&as il be expected o prli.r the fallowing procedures, whera
appropriate. -

Any spiilage
may be liable to

ol leakage of iquids (e.g. water, drinks etc) or othar items that
constitute a slip hazard must be cleaned as soon as it is

safe to do so. Otherwise, the splilage/ieakage will be reported to the estates
manager and Warnings displayed. |
The jall will pramote good housekeeping by positive supervision and

premises [ departmental safety checks. Waste or surplus materials will be
rafumad to a designated storage area or placed in a waste bin/skip and not
laft lying arount to cause a hazard. Materials will be properly stacked so
that they are not liable 1o constitute a hazard. Materials must not be allowed
to encroach orto designated pedestrian walkways,

A d, adding 1o the fire fsk or eguipment failure.
Cables for porfable electrical equipment will be properly routed and / or

Storage [

A build up of unnecessary flammable material will Increase the fire load.
Untidy vmf-_ﬁi;‘ns cannot be effectively cleaned and materials stored on
floors also p t effective cleaning. |

|
All staff, superyisors and managers hdya a responsibifity 1o consult and wark
togethar o engura effective use of storage facilities and the maintenance of
salisfactory warking conditions n the workplace. Work stations - desk tops,
under desk argas, shelving, cabinets and cabinet tops are to be kept tidy and
free from accumulated materals. Keys will be removed from drawer /
caninel locks. [
When storing materials consideration will be given to the positioning of
loads in relatiof to their weight and bulk. Serious accidents can happen
when heavy oljects are placed, stored or retrleved at a high level. Heavy
iterns will be stored as low as reasonably practicabie. If high level storage is
necessary due fto Emited storage space, packages will be split into smaller
units where possible. Heavy, awkward Ioads will be stored in positions
enabling safe decess and handiing - and not in low or high locations likely to
requite stooping or stretching during retrieval, Were equipment is stored
consideration will be given to access for retrieval and the proximity to
heaters, lighting and potential obstruction or other hazards,

Bg, including stai . whatever the size of anicles or the
of deposition,

be stored In padnstrh.lf'l alstes, or placed there on dalivery,
ant & tipping hazard or jobstruction.

Imtendad lang

Goods must no
gince they pres
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Storage areas will be chacked to ensure that flammabde m
ignition sources all separated, Matarials having symbals

ceilings or other racking, as recommandad by the supp
and health co-ordinatos(s) upon inspection.

Salaty Hep_ramnlaﬁvas and Managars will review departm
Managers(s) appraised of performance regulary. The Safaly and Health

KManager will also conduct random safety inspections of Degartmental
standards.

INFECTION AND CROS3-CONTAMINATION CONTROL

Infectlon Risks

The Head of Healthcare Sarvices will notify the Govermnar of any prisoner
suffering from a contagious or infectious disease. of staff ars under
a duty to notify personnel if they are sufferdng from a hous or infectious
dizease,

Infaction Contral

The notion of categorising patients into infection-risk grougs will be rejected.
While, the Directorate of Healthcare recommends speci@l precautions for
treating palients known o be carrying bood-bome vinuses such as Hepatitis B
and HIV, many patients will not have been identifed
approach is to assume that any patient may be a camier,
these situations and provides advice. It Is essential, in order to prevent cross-
infection to always employ good clinical practices, as outlined in the Infection
Zontrod Policy Documaent, the contents of which are as fol :

# Basic Hygieng pracHcas inciuding the treatment of blood body fued
spillage.

Decontamination of used medical insiruments.
Protective clothing and the avoidance of neadie stick injuries.
Clinlcal waste disposal,

Resusciation {pariculary mauth o mouth).
Immunisation against Hepatitis B.

All Healthcara staft will be issued with a parsonal copy af Infaction Control
Polley and it will be brought to the attention of all staff. ies will be held in
the Healthcare Centre for easy relarsnce and additional coplas will be made
available for all interested parties on request. This Establisiment has in place
a communicable dissasses working party, this group meets an ragular basis.

> B & B &
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advised upon reception of the dangers of HIV and Hepalitis
@45, Staff and Prisoners will be afforded the opportunity of a
sation agalnst Hepatitis B. Furthermaore, PS0 3605 refers fo
s and Lina Managers should risk assess their area and
@ procedures. '

Zoonotic Infectio
implarnent suitab

Hygiene |

The establishment will conform fo the Hygiene in Prisons Manual wherever
practicable.  AR| staff, prisoners and o imvalved in the preparation oF
serving of food Will ba cleared by Healthcare prior to taking up work. Initially,

awareness training will be provided, followed by a Basic Food Handiing
Certificate Level | arranged by the Catering Department,
1

Laundry |

Arrangements afe in placa for the laundering of soiled and fouled linen, which
is classed as irjfected. Al such items will be bagged in soluble bags al
source, with the |soluble bag placed in a white and red siriped outer bag. All
such laundry will be handled by stall and inmates wearing protective clothing
and gloves and|will go through a speciaily heated washing process. Best
practice would be to assume that all linen/clothing is infected and wear

Wing Laundrie

Thesa will be inspected dally by the cl'ea.nkng officer; checks will be made o
ensure that the rea is clean and all dryers are free from lint. When not in use,
thesea rooms will be kept lockad. |

Blood Splilage :

Blood spillage Wits are avallable in all mEmﬂh the safe and effective
cleaning up of Blood and body flulds. lal areas and the Segregation
Unit will hold a lstock of thase, which ﬂl.a.n be replenished, via the Healthcare
Centre. On ocdasions, it may be necessary to clean and disinfect a soiled or

'‘Dirty Protest’ cpils. When this situation arises, the Manager will employ the
services of industrial spacialists who contracted and tmained o undertake
the work,

Waste Management |

I
The Governor will ensure that so far asfis practicable waste will not be allowed
W accumulate |in the workplace, exgept in suitable receptacles. Prison

protocol dictates that, in accordance with the Environmental Protection Act
1990, ali sm:hl}am is disposed of via reglstered carriers, and that when t is
transferred, it id done so under the cover of a written description of the wasle
invoheed, [
Personal Hygl I

Staff, prisonerd and others should actively encourage maintaining personal
hyglene standards in respect of hand washing. Washing your hands
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frequently can reduce the spread of cross-contaminatipn and infection,
Wherever possible, personal profeclive equipment such as gloves and aprons
ete should be wom and hand washing should take place following removal or
contact with potential contaminants.

Peat Control
The Works Department are respansible for ensuring the pest control
contrect is maintained and staff must utilise the small repa* system to inform
themn of any percelved increased activity.

Legionella

The policy regarding Legionealla is contained in a stand-along documant hald
in the Estate Management Services, but in essence wa undértake to comply
with all relevant statutory requirermnants under the Watar Supply (Water
Fittings) Regulations 1989, ACOPS L8 the controd of laglongdlosis (including
lagionnaires disease) and to ansune that all reasonably icable mezsuras
are taken to avoid risk 1o our employess and to others whn ay ba affected
by our activitias.

The allocation of spacific respansibilities and the arranges
place to implement this policy and we will also ensure that
are employed we are safisfied with their policies, practices apd procedures
with regards to the Water Suppfy (Water Fittings) Regulations 1909, ACOPS
L8 the control of lagionelicsis (including legionnaires diseasa).

Control of Legionella

afts will Be in
ara contractons

The Estate Managament Services Manager will ensure an &
implemented and maintained for the contral of legionedla, Tes

conducted at regular intervals and the results of such tests mus
for Inspection. A palicy will be published containing the Estz
systems for managing the controd of legionalla and the name
parson.

Indapendant Bodies must camy out risk assessments and thiey must be

reviewed periodically andlor follewing a change of circumstances, which may
increass the risk or affecting the systems. The items identifigd under the risk
assessment must be enterad anto a managemeant action plan and prioritised
for action to be taken and praogressad.

Sample temperatures of hot and cold-water outiets must be fake
that every outlet |s coverad at least annwally.

o ansure

Shawerheads must be cleanad and disinfected at least quarferly or more
frequantly for little used outlets. Monitoring for the presence pf legionefla must
be conducted and, upon discovery of an elevated level, the 2
applied as contained within the guidelines. Any positive findi
treated in accordance with the Guidance without delay.




Pandamic Flu

The health implications of the Prison being affected by Avian Flu have been
considered and|contingency plans have been formulated to mitigate as far as
is possible its censeguences. Regular meetings of the Pandemic Flu Planning
Committea are held to keap abreast of current trends and information,

HEALTH !

@ policy 1o promote and improve the health, fitness and

QCCUPATIC

It is Prison Se

general well beipg of all Stalf. This policy is based on the belief that a healthy
waorkforce is beqeficial to Individuals and to the work at Manchester. The
Occupational Health Advisor will be the source of advice for the Safety
Committee to agt upon matters relating to Health, However, careful attention

must be given by all employees ragardl-rlg measures Intended to safeguard

Occupational Health and Hyglena. This includes reading notices to Staff and
protocols regarging Heaith and Safety and Occupational Health that concern
them diractly. '

The cbjective Is{to reduce sickness absence and encourage all Staff in the
Prison Service tp take an active intamslin thair own health and In the general
well belng of coleagues. In pursuit of this, the Occupational Health

5 lo encourage! |

+ Hazalth protection |
s |
Thig will be pursued in the following wa#-a

ng and managemant hh_l Managers and Personnel,

+ Programmas and campaigns will be "rmntad 1o increase the awareness 1o
s introduction of local inffatives aimed at improving fitness/
health and 59 also raising the awa.reLe-ss of healthy living.

+ Care Team personnel will provide a confidential counselling service and

Post Incident Care counselfing and support service for all Staff that have
e in incidents in Establishments, Detalls of which are
promulgated in the weekly bullatin.

|
ent's Senior Management Team will be responsible for

g effect of initiafives publishing the results as required.
best practice advice \TH ba regularly reviewed and
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The development of this pobcy owes much 1o régular Jisc

Prison Service Management and Trade Unions in the of the Health
and Safety and Accommodation Cammittes and Whitley Council.
The QOccupational Health Advisor will carry out health survaillance for

individuals on request from the Health and Safety Managen or Managers as
required by the Management of Health and Safety at regulations 1939
and the Control of Substances Hazardous o Health Regulations 2002.

The Occupational Haalth advisor will carry out pre-employrhant and pre-
placement health checks on behalf of the Head of Persannel as requasted.
Thesa heaith assessmanlts will supplement advice for new Facruits and othars
a5 raguested.

Tha Occupational Health advisor will set up and deliver an fmmunisation
programme against communicable diseasas, as part of the assessment of nsk
a programme of vaccination against communicable adhering to
clinlcal protocols will includa:

Hepatitis B, for front line Staff
Hepatitis A, drains and sawar Wworkers
Tetanus

Tuberculosis

The Establishment will ensure that proceduras for managiﬁ Ocoupational
Health risks are identified by risk assessmants and r for issues such
a5 strass, noise, vibration, radiation etc, eto.

Tha Establishment's Occupational Health strategy encom
team, which Involvaes the Health & Safaty Manager and
Advisor visiting work areas in industries, and other parts ofithe prison In order
1o rigk assess causes of il health. Any identified problems should be recorded
oy Management wha will request the Services to implemedt controls; these

may include health survaillance If found necessary.

As required, Managers are ta use the Services t0 anabla
work assassments. The Occupational Health Advisor Is to advise Staff and
Managers regarding compensated dufies or hours requir
individual. Thase assessments vary from parson o pe depending an their
raspectiva individual cases, but include phasad return o work plans, where

necessary, agread with Line Managers.

pravide medical report interpretation for personnel office ogly, but will contact
employees If absence exceeds self cerification period or gn request from
Managers or personnel,

The Oocupational Health Advisor will, on request 1o the HOF af Personnel,

HMP Manchester has a protocol far contacting Staff; this grotoesd 18 avalkabhe
from the Head of Support Services, Head of Persannel, The Occupational
Health Advisor or the Personnal Office. The Occupational Ith Advisor will
maintain contact with long term absent Staff and report to parsonnel as
requingd.
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The Cocupational
ordinator will take
=taff including

Violence

The Prison Serv
vinlant bahaviour
force. The use
resort, whather
resistance, or
will be highlight
personal skills to

However, siluatio
order to prevert
damaging prope
prison discipline
clrcumstances, n

particular situation

Health Advisor together with the Healthy Prisons Co-
e lead within the prison on all health related topics for
ing, heart disease, healthy living and health at work.

will strive to contain and manage difficult, recalcitrant or
y persuasion and other means that do not entail the use of
force must conltinue ko be regarded as a matter of last
tf are confronted with 8 passive demonstration, non-violent
of violence by individuals or groups acting on concert. This
in training, and stafl should make full use of their inter-
eal with such situations without recourse 10 force.

sometimes arise in which the use of force Is necessary in
prisoner injuring thamseives, other prisoners or stali, or
. and in certain circumstances o achieve compliance with
n ather methods have falled or are appropriate. In such
more force than is deemed necessary to deal with a
ghould be applied.

|

|
The principles belng cleary set out in Prison Pule 44 (1) (Young Oftender

Institution Rula 47

"An officer
and whan
farce than

Violence Redu

In keeping with
the armaunt of vio
meets on ar
action plan has
as the installation
Bullying Strategy
ongoing basis.

Sirens

who display sign
benaviour or pe
decisions, comp

n: |

n dealing with (a prlsnr*er} shall nat use force unnecessary
& application of force to (a prisonar) IS n@cessary, no more
necessary shall be usgd”,

n Commities

instructions 1o put in place a strategy designed to reduce
nce in the Prison, the Yiolence Reduction Committee
basis to formulate policies to deal with this problam. An
devised to highlight problem areas and measures such
ol cameras in selected greas and the updating of the Anti
nave been introduced. This is subject to monitering on an

|

on performance is l.mal established and in the interests
eas and afficlency, it qiahnuh:l be minimised,

raged to seek assistance from Line Mangers and
believe that they have a problem with stress.

staff in general must be alert to staff and colleagues

of work related stress which is agversaly affecting
rance. Loss of temper, iritabillty, difficulty in taking
ints of palpitations, fainting, dizziness, sweating, lack of
twitching and trembling, stammering, insomnia, pers:stant
I

&1



Staff axpariencing frequent feelings of - depression, Irritab
exhaustion, anxlety, dissatisfaction, dificultias rekaxing,
akzohol consumplion, heavy smoking, etc. shouid seak
own GP, Other assistance may bé available through the

. lathargy and
biting, excassiva
istanca from thelr
pational

Health Advisor,

The Prison and Ling Managers have a responsibility 1o arm workalaces
and work lasks and workioads giving consideration to tha upon staff.
Confidential stress counsedling may be amanged in addition to the parsonnal
procaduras for agsisting in tha rasolution of stresstul work Ilitualinns. This is

not imtended to be a substitute for solving the situations.

Confidential suppon may be available for employees wﬁﬂﬂg from clinically

diagnosed conditions, e.g. depression, although this is not o be used

instead of medizal or psychiatric advice,

Tha Occupational Health Advisors may advise on stress risk assessmants

and make recommendations for stress control and reductian.
Violence and Threats againat Staff
The Govemor is committed to the reduction of violence and threats against al
personnel within the establishment, Al incidents of ult, attempled
assault, verbal abuse or threatening behaviour should be reported fo
managers without delay and assaufts must be entered 0 the Accident Book,
The manager of the area where the incident cccumad must Investigate and
anter tha findings on an incident form and accident report HFOOS,

Undar tha Reporting of Injuries, Diseases and Dangerous Occurrence

Regulations 18595 (RIDDOR), assaults on personned must
Health and Safety Execulive (HSE). Line Managers must

be reported to the
imfrm the Health

and Safety Clerk immediately, in ordar that the HSE ane confact via the

incidant telephone line.

Slafl subjected 1o personal threaks must report this imm

Manager for action 1o be commenced. In most cases th
procedures can be adopted ie. Prison Rules, SIRA,
SheeliOceurrence Book and or Basic regime. In exceptio

tely to their Line
nofmal operating
antry in Hislory
nal circumstances

an assessment may be conducted to ascertain the extent of any threat beaing

roaleed,

& Risk Assessment can be wsed for this purposs and contro

maasures should

be implementad to reduce the risk. The following personnel should be

imvalved in this process, although this list is not exhaustive:

The Line Manager
Tha Line Managers - Manager

The Individual (his/her union represantative or collsague, &to)

Securlty should be contacted to provide additional

i ation
assistance from police liaison, It necessary. NB wm;E’r"r:qdam o other

astablishments may prejudice any potential criminal inva
consideration must be given on how to procesed.
B2

and or

afion and caraful




[
Personnel subjedted to personal threats of viclence should be referred to the
Occupational Hedlth Advisor, Care Team and the Staff Care and Welfare for
suppart and or cqunselling, if necessary.

or Effects of Violent incidents

All members of staff will be encouraged fo consider seeking counselling if they
indicate thay are|suffering stress and particularly after any violent incident no
matter how minds, The Care Team is advertised around the establishment
and g available ffor general stress problems as well a5 stress connected 1o
incidants (see ahnex 3 for current list of Care Team members). All Care
Team staff are trained and offer a confidential service.

Stress and the 4

Une Managers should inform their managers of any person who has indicated
or may be suffefing from the efects o symptoms of stress. Debriefs must
always take plage following siressful siluations and events. The Personnsl
Department may need fo be contacted and advised of the circumstances.
Occupational Heglth may also be informed to assess the current situation and
o provide advics

Staff Weifare

All staff are encuraged to use the seryices of the Personnel Department faf

problems thay may have, including any they may wish to discuss in private.
Personnel staff will be able to assist with problems, although thay may refer
persons io; |

« Staff Carg Team

= Staff Carg and Welfare Department

s Individuali agencies

« Qccupatignal Health Advisor

|

INTERVIEWING OF CLIENTS / MEMBERS OF THE PUBLIC
Whisre staff intefacts with members of the public in connection in their work,
there is a potedtial for them o be exposed to hostile behaviour which may

involve verbal of physical abuse. There is also the possibility that allegations
of misconduct may be made against staiff

silable on interviewing practice and all interviews will be
ardance with this. :

Staff who underiake Interviewing activities will be eligible for training in
recognising and|responding to Aggression and Violance.

Interviews involfing the pubtic, which ams conducted on prison premises will
take place in rodms / areas which enable visual / audible contact with other
members of stalf or whare “alarm” facilifies are provided. Whers alarms are
nat installed staff should ensure that they are in possession of oparational
personal alarms,  Interviewing siaff will|position themsslves between
inerviewees and exits from interview rooms.
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Where staff visit non prison premisas for interviewing, thesa guidetines should
ba followed wherever possibla. I insufficient facilities exist| staff shauld
reconsider interview arrangements and assess the risks iated with the
circumstances.

ESTATE MAMAGEMENT SERVICES
Asbestos (See ANNEX E)

In addition 1o the specific asbestos legislation other statutorny requiremants will
apply including the Health and Safety At Work Act 1974 the Management of

Health and Safety At Work Regulations 1989 and the struction [Design
and Managamant] Reguiations may apply in certain circumstances.

The establishment will appoint an Asbestos Manager who will receive training
o periorm the role and who will be responsible for keeping, reviewing,
updating and maintalning the asbestos register and providing information to

any person required fo undertake any work where they
exposed o asbestos in the establishment,

The Competent Appointed Parson at the establishment is
Department and any matters relating to this subject should
o him for consideration.

Iinadvertent Exposure to Asbastos

If any member of staff considers thal they may hava In
exposad to asbestos while al work, they must contact

are likety to be

PO of the Warks
referred directy

antly baan
&n;mgaﬁonal Health,

Contractors

The Govemor through the Head of Estates Services the Head of
Fersonnel will ensura that adequate co-operation and cp-ordination takes
place to enable the establishment and all contractors to comply with the
requiraments imposed upon them by all relevant stat provisions.  In
addition, all reascnable steps will be implemented to ensure the health and

safety of all parsons who may be affected by those cont
esfablishmeant,

Thare will be an exchange of Heath and Safety |

fors whitst in tha

Documents and any other statutory provisions i.e. sale systems, COSHH, risk,
noise and ergonomic assessments between the establishment and any
contractor. The contract will operate in accordance with PSO 3800, PSI

44/1997 and P30 5800, or any amandmeants/inclusions tha
obtain compliance with Prison Service policy and or legislat

Contractors will be invited to the Health: Safety Welfare & H
and permanentiong term contractors (Education/Probation,
a representative attends to relay information to their pe

rsg
Contracts P.O. is responsible for ensuring mnﬂ'&ulm{
bl

compliance. The Health and Safety Officer is avalla
guidance, If required.

are necessary o

giene Committee
eic) must ensurs
nel. The Works
and legislative
for advice and




|
[

Electrical Applignces |
1
Undar the above|regulations the Prison Sarvice is required to carry cul a
system of proper| electrical inspection and maintenance. This will be
delegated responsibifity of the Estates Manager who will organise an annual
programme of parable electrical equipment testing. All equipment will be
noted in a registar held within the Works Services Department. However
depariments and areas are advised to maintain records of forecast inspaction
and tests. [

All Staff are to efsure that all items of portable electrical equipment used are
routinety subj to simple visual inspections and that all new aquipment wil
be tested beforelapproval is given for its use by the Works Depariment.

Stat! who wish t9 use personal portable appliances must seek agresmant af a

Line Manager. Lina Manager will réfer any request to the Works

Manager who will offer advice on saiety considerations pertaining 1o the use

of aquipment and ensure any appliances inroduced are inspected. Staff are

10 carmry out furthier visual Inspections and take the appropriate action if faults

are found, i.e. rémoval of the equipment for repair by an electrician or similar
: [

|
Staff are to remémber that the Health & Safety at Work Act places a legal duty
upon individuals to protect themseives and othars by reporting known defects
in portable & cal equipment and to go-operate with their employer. Staff

Staff must not uhder any circumstances atternpt repairs o 1o open egquipment
or plugs to rectily suspected faults. Only competent glactriclans or
malntenance Staff must undertake this work. Therafore, ensurs the appliance
i switched off at supply and warn other members of Staff not to use apphance
by & nofice (e.g] “Faulty do not use™) and report the fault, |f possitie lock the
appliance away [until the repair can be mada. If in doubt about the condition
of the electrical jrams:

1) Do not uge

2] If disconnpected to not reconnect |

3) Report apy concems to Line Manager

4) Lnder nd circumstances is it expected any electrical Item is to be
rapaired oy youl I

The Head of Estate Management Services will ensure that Planned Inspection
of Bulldings (P18} and Planned Preventative Maintanance (PPM) programmes
are undertaken, which together with the Small Repairs system, aims to
makntain the Establishment In a safe and decent order. The size and spread
of the Establishinent means that not every area can be coverad all the tima. It
s therefore the Huty of every member of Staf to repon any item, which In their
judgament, is i need of attention.




Line Managament of Works will assass the small repair r

ests daily and

arranga for maintenance to be carried out accardingly. Any major damage fo

buildings causad by vahiclas or machinery should be repa
the Warks Departmant and the Health and Safaty Officer
Al minor repairs to buildings and plant will ba allocated wi
remeadied as imea pammils. Repairs for deficiencies, which
Health and Safety, will be réemeadied a5 soan as reasonably
wamings placed to identify any hazards.

work systems are in operation, if necessary. In particular,

immediataly o
axtension 5726,
24 hours and

& sk o
cable and

confined

Wharever work i2 conducted, the Haad of Works wiil EI'ISH.IEIHET permit o

spaces, hot work and electrical rapairs atc. ameargancy pro
implamentad and workabla in the event of falure,

Heating

duras are to be

The Governor endorzses the Mational Whitkey Councll Jolnt Agreemeant and will

ansure that:

a)
buildings is reasonable.

b}
inta the workplace of fumes, gas or vapour of such ¢
such axtent that they ara likaly 1o be njurkous or o
person.

A sufficient number of thermameaters are pravided to
detarming the emparatuse [n any workplace inside
[Managers should ansura complianoe).

c)

Under normal conditions, atempts will be made to maintain
at least 16 Cantigrade in areas of mainly sedentary work
When excassively high temperatures are exparenced, the
consult with the functional heads and the Head of Works to
praciical steps could reasonably be taken to allaviate Stalf
discomion.

Lighting

Lighting levels should at all times comply with the Health a
ete Act 18974 and be suitable for both the task required and
arrangements. The works departmant will ensura that:

aj

B)
c)

Every workplace has suitable ard sufficient Hghting.
The lighting, so far as reasonably practicable, by na
Emargency lighting is provided by a means of other

During working hours, the temperature in all workplades inside

er and to
ive ta any

A method of heating or cooling is not used which rﬂmﬂ;ﬂ;ma BsCape

nabls persons o
buliding.

tamperature of
137 In othars,
will
shdar what

prisonar

Safety at Work
rity

| light.

n that of normal

lightirsg, which will become immediately effectivaly in tha event of a

failure in the nomal lighting.




Lighting levels must meet the recommanded guidelines of HSE (G) 38
‘Lighting at Wofk’ and the Chartered Instiute of Building Service Engineers
{CIBSE).

Work Equipment

in accordance with the Provision and Use of Work Equipment Regulations
(FUWER) 1998 the Govemnor will ensure that all work equipment under his
control is so copstructed or adapted as to be suitable for the purpose for
which it is used|and that all items of work equipment comply with the stated
requirements. Machinery on hire will be inspected before use to ascertain
compliance with regulations and that a safe system of work Is impiemented.
In addition, any|new equipment procured will be assessed prior to purchase
with Health and safety being of prime !r:'rpurlﬂrma.

The Governor wia the Estates Services| Manager will ensura, through Planned
Preventative Maintenance that work egulpment is maintained in an efficient
state, in an efficient working order and in good repair. Specialised items of
ery are subjact lo planned maintenance and inspections by
qualified and authorised parsonnel,

8 must make regular Inspections of plant and machinery,
ice equipment (seating and desks etc) to ensure that the
safeguards are |n place. Funhermore, Ihat protective equipment or clothing is
available and worn where necessary. |

|
All efforts will be made 10 avoid the use of work equipment that is likely to
involve risks 10 health or safety. Where such a choice is unavoidable
however, the governor will ensure that the use of that work equipment is
restricted to those persons frained and authorised to use it and that they are
provided with |adequate health and safety information and Instruction
pertaining o e use of such eguipment. Training in the use of work
equipment and|in the risks entailed and precaufions to be taken will be
axtendad not |only o personnel using the equipment but also to
Managers/supanisors,

Tha Govermnor s
with the hierarcly of levels as specified in Regulation 11(2). Additionally, that
all measures afe to taken to ensure that such guards are sultable for the
they are designed and of sound material, good construction
ant maintained in efficient and good repair. The Govemor shall also ensure
that all equipment is marked clearly in negard to health and safety and that ali

ings of waming devises Incomporated imo/ on to work
ambiguous, easily seen and easily understood.

1
Mew machinery| and plant brought into the establishment will comply with
regulation 10 and must be brought to the attention to the Health and Safety
Adviser. Health and Safety Is of prime importance. Priar to any purchase
being authorised, items will be vetted for health and safety, with advice being
sought from the |Health and Safety Policy Unit, if necessary. In addition, risk
assessments, sdfe systems of work, electrical'equipment testing. noise and
COSHH assas?rants will be undertzken before the issue and use of any item
fro the main storps. [
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Waorking at Height

All reasonable steps shall be taken by HMP Manchestar to
warking enviranmaent for employeas, prisoners, prison visitofs and contractors
who ara required to carry out their trade or professional skills at haight.

This law came into force on 6 April 2005, and applies to virtja
industry and brings tagether principles refating to waork at hii

enshrined in existing legiskation, such as Construction (Heaith, Safety and
Welfare) Reguiations 1996 (CHSWR), Workplace (Health, Safety and
Welfare) Regulations 1938 (WHSWR), and certain other curant legiskatian

Fundamental to the regulations is the new hierarchy of requirements for fal
protection {Regulation 8). The intended concept behind thejwording is that
any work at haight activity should be considerad i the folioling ondar:

« Don't work at haight unless you have 1o, if there is sgme athiar
reasonably altemative way of carmying out the task that avolds warking
at haight than do it that way.

+ If you have o work at height then do it from an “existing place of work™
if you can, which is best thought of as a “safe” place of work, i.€.
somewhere you don't need 10 use or add any extra pork equipment to
remove tha risk of a fall from height occurring.

» [If you can't operate from an axisting place of work you will nead wark
aquipmenymethods to protect against a fall, These are selected based
on reasonable practicability In the following order.

[a) Use work equipment/mathads that prevarf any fall ocourring,

{b]  Only when you cannot do (a), use work eguipmentmathods
that minsmise the haight and consaquences of any fall;

(¢}  Onlywhen cannol do (b}, use work equiph ent'methods that
minimise the consequences of any fall;

(d}  Only when you cannal do (c), us8 WO 8
that do none of the above and minimise
occurring through instruction.

» rigk of the fall

HMP Manchester shall provide the necessary preve
measures to prevent falls of persans or materials
Managars and Suparvisors will liaise with any persons in
at haight activity to prevent any accidents ccturring.

replace
ed in amy warking

The employee and any other parson involved in any working at haight activity
shall co-operate in the implementation of this policy.

The responsibility for the implementation of this saction offihe policy on behalf
of the Governor of HMP Manchaster lies with the Estates Manager, Industries
Manager and Health and Safety Manager.




MEASURING PERFORMANCE - AUDIT & MONITORING

Heailth and Safety| performance will be measured by:

[
Acthve monitoring: |

|
Via regular insp n of the workplace and checking with staff to ansure that
standards are beig implemented and controls are actively working.

Reactive monitoring:
Via investigating pocidents, near misses, lifigation cases, both internal and
external, identifying whethar performance was substandard.

The Governor is fommitted to reducing lpmcrdarr’m within the workplace and
ensuring that the| establishment meets all its legal obligations as regards
health and safaty.

Audlt and Rev |
Information for managers to enable them 1o review
activities and to decide how to improve performance. Audits will complement
these monitoring ittes by looking at policy, organisations, systems and
revealing whether they are achieving the gorrect results.

Monitoring will pr

The Governor, h the Safety Committee and the Health and Safety
Officer, will combine the results of both pro-active and reactive monitoring with
the results obtained from the audits to manage, control and improve the health
and safety parformiance of the establishmant,

audit the establishment on an annual rolling programme
Audit Forms must be returned to the Health and Safety
onth of issue (28 days). The audit teamn will comprise:

Line Managers wi
and the complet
Officer within ong

= The manager of the area under review.

* Union Satety Representative/Fire Officer,
+ An Indepan manager. |

I

The audit will covel the following topics: |

& & 8 F & § & @& @ @9




¢ Expectant'Mursing Mother
» Training requiremenis

Line managers must complete a Health, Safety and Fire Action Pian from the
Audit and address any Issues that are ralsed on a priority basis. The Health
and Safety Adviser will monitor performance of individusl areas after a pre-
determined period. Any major issses raised will be br t betore the Haalth
and Safety Committee, which meets each quarter. Origifjals of all audits are
available from the Health and Safety Adviser.

Standards Audit

The Standards Audit Unit (SAL) will audit Health, Safety and Fire as part of
the Prison Sarvice Standards every two years. Presently this will include an
adviser from the Home Office Health and Safaty Services and Prison Service
Fire Safety Section. I is recommended thal peer
approximataly six months prior to the arrival of the Sall team to ascertain the
gxtant of improvements neaded.

Home Otfice Health and Safety Adviser

The Home Office Heatth and Safety Adviser for HMP Manchester is (il
who can be contacted for advice and assista on all health and

satety matters. |n addition, they can be called upon to conduct noise and dust
monitering assessments and provide training, if required.

Area Heath & Safety Advisor (NSNS NWAO, Chorley. Tal: (P
b ==

Area Catering Adviser
The Area Catering Manager will periodically undertake Inspactions of the
Kitchan and will provide a report for the Governor. I addition, they will
provide advice and guidance on compliance.

Health and Safety Executive and the Employment Medical Advisory
Service

Health and Safety Executive and the health and Sa Department and
reports arising from visits will be made available 1o the or immediately
and all Health and Safety represantatives upon request,

Regular communication will be maintained between Wrs of the

The Health and Safety Executive Inspector can be contacted at the fallowing
addrass and telephong numbar:

H3E

Grove Houss
Skerton Road
MANCHESTER
LM1E ORE

Telephone 0161 852 B200 Fax (161 952 8222
B0




