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Health & Safety Policy

1. Policy Statement

Pan Intercultural Arts (“Pan”) will take all reasonable steps to ensure a safe and healthy environment in
the premises we use for all our employees, freelance staff and volunteers (“The Pan Team”), participants
and visitors. The policy will be in line with the Health and Safety at Work Act 1974.

For the Pan Team who undertake activities away from the office, Pan will implement the Health and
Safety and the relevant procedures of the venue and ensure that staff and volunteers are aware of their
responsibilities, this also includes working from home. This includes the mental health first aid of our
staff and volunteers.

Pan Intercultural Arts statement of general policy is to:

e provide adequate control of the health and safety risks and risks to mental health arising out of its
work activities

e consult with employees on matters affecting their health and safety

e provide and maintain safe equipment

e ensure safe handling and use of substances

e provide information, instruction and supervision for employees

e ensure all employees are competent to do their tasks, and to give them adequate training
e prevent accidents and cases of work-related ill health

e maintain safe and healthy working conditions

e review and revise this policy as necessary at regular intervals

The Health and Safety Officer is the Operations Manager:
Emmeline Holwell, e.holwell@pan-arts.net

2. Responsibilities

The Board of Trustees has overall responsibility for all aspects of health and safety at Pan Intercultural
Arts and for ensuring appropriate arrangements are made to comply with all statutory requirements.

The Operations Manager is responsible for ensuring that the policy is implemented.
Day-to-day responsibility for ensuring the policy is put into practice is delegated to the Operations

Manager and Project Directors for ensuring a healthy and safe environment for staff, volunteers and
participants.
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Pan will take reasonable steps to ensure:
e The provision and maintenance of a working environment for its employees, volunteers, participants
and visitors that is safe, without risks to health and with adequate facilities

e A safe means of access to and exit from the workplace

e The provision and maintenance of equipment and systems of work that are safe and without undue
risks to health

e Safety in the use, handling, storage and transport of articles and substances

e The provision of information, instruction, training and supervision necessary to ensure the health and
safety of its employees, volunteers and participants

The Pan Team must:
e Cooperate on health and safety matters

e Not interfere with anything provided to safeguard their health and safety

e Take reasonable care of their own health and safety

e Familiarise themselves and comply with the Pan’s procedures on health and safety
e Work to the highest possible standards of safety with regard to participant

e Report all health and safety concerns to the Health and Safety Officer

e Report all accidents or injuries that are caused by the working environment to the Health and Safety
Officer

e Report to their line manager if they are unsure how to perform a task safely, believe it would be
dangerous to perform a specific job or use specific equipment

A breach of the Health and Safety policy or procedures could result in disciplinary action being taken.

3. Consultation, Monitoring and Reporting

Pan will take reasonable steps to consult with the Pan Team on the following:

e Any new measure which may substantially affect their health and safety at work, for example, new
equipment, new ways of working and new procedures

e Arrangements for getting competent people to help satisfy health and safety laws

e The information we give to staff and volunteers on the risks to health and safety arising from their
work, measures to reduce or get rid of these risks and what they should do if they are exposed to a
risk, including emergency procedures

e Planning and organising health and safety training
e The health and safety consequences for them of any new technology we plan to introduce
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The information provided to staff and volunteers will be in a form that can be easily understood. The
Health and Safety Law poster is displayed in the Pan office.

Pan will consult directly with staff and volunteers through team meetings and face-to-face discussions
and will allow enough time for employees to consider the issues and give informed responses. Staff and
volunteers are encouraged to ask questions, raise concerns and make recommendations. Pan will take
their views into account before a final decision is made, respond to any concerns and questions raised
and explain the final decision and why it has been taken.

Induction and job specific training will be provided for all the Pan Team. Training will be identified,
arranged and monitored by the Operations Manager.

To monitor our working conditions, and take reasonable steps to ensure our safe working practices are
being followed, we will:

e carry out inspections and spot checks

e investigate any accidents or sickness absences that occur

e investigate accidents and work-related causes of sickness absences

e act on investigation findings to prevent a recurrence

BReporting:
All hazards in the office should be reported to the Operations Manager. Hazards in the projects’ venues
should be reported to the Project Director. Once naotified, action should be taken to clear the hazard.

All accidents, incidents and cases of work-related ill health are to be recorded on the Accident and
Incident Report Form (see Appendix 1). The forms are saved on Pan’s Google Drive .

The Operations Manager is responsible for reporting relevant accidents, diseases and dangerous
occurrences to the Health and Safety Executive as required by RIDDOR - Reporting of Injuries, Diseases
and Dangerous Occurrences Regulations 2013.

4. Health and safety risks arising from project venues

For the projects which take place outside of Pan’s Centre, risk assessments will be undertaken by the
Operations Manager in consultation with the Project Director. Action required to remove/control risks will
be discussed with the venue management team. The Operations Manager will be responsible for taking
reasonable steps to ensure the action required is implemented with support from the Project Director.
Risk assessments will be reviewed annually or when the project venue activity changes, whichever is
soonest.


http://www.hse.gov.uk/riddor/report.htm?utm_source=hse.gov.uk&utm_medium=refferal&utm_campaign=riddor-form-update&utm_content=home-page-news
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The Project Director is responsible for taking reasonable steps to ensure that our staff and volunteers
working at locations under their control are given relevant health and safety information.

5. Safe equipment and First Aid

We have procedures in place for the Operations Manager to identify all equipment needing maintenance
and ensure effective maintenance procedures are drawn up. Any problems found with equipment
should be reported to them immediately. They will check that new equipment meets health and safety
standards before it is purchased.

Health surveillance is not required in relation to any jobs at Pan. Every project team includes at least one
person trained as a First Aider. Pan ensures a ratio of one first aider per 30 young people. Staff receive
first aid training every three years to maintain their skills and readiness to respond to emergencies. First
aid kits are kept stocked and readily accessible, with the Operations Manager responsible for ensuring
first aid kits are kept stocked in Pan’s Centre. For the projects which take place outside of Pan’s Centre,
the venues’ are responsible for stocking and maintaining first aid equipment.

6. Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)

Pan Intercultural Arts has a legal duty to report certain incidents involving employees or those affected
by their work activity, including members of the public and volunteers, under the Reporting of Injuries,
Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR).

The responsible person at Pan is required to report:

Fatalities and specified injuries to employees or others arising from work activities.

Occupational diseases diagnosed by a medical practitioner.

Certain dangerous occurrences that have the potential to cause harm.

Incidents involving non-fatal injuries that result in the incapacitation of the injured person for more
than seven days.

The Operations Manager is responsible for ensuring that all relevant incidents are reported to the
appropriate authorities in compliance with RIDDOR requirements.
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7. Workstation Ergonomics and Eye Breaks

All staff are given a checklist provided by the HSE to ensure that they have limited any risk factors in
their workstation. Pan ensures the equipment is safe (e.g. through PAT testing equipment). Please see
the checklist in Appendix 2.

<

DUs
Take breaks from your VDU to do other tasks involved with your role such as filing or printing.
Ensure that your VDU is properly adjusted. Your eyes should be level with the top of the screen.
If there is a glare on your screen, move the angle of the screen or have a screen visor fitted.
If you are unable to take a break for a sustained period, avert your eyes from the screen from time to
time and look to the end of the office, and then to either side of the room. This will help to refresh
your eyes.

Laptops

e It is tempting to arch your back when using a laptop as the surface area is smaller than a PC. Try to
straighten your back. Tilt the backrest of your chair back slightly if this is more comfortable for you.

e You may feel the need to place the laptop on a height adjustable stand. This will tilt the keyboard on
a slight slope.

e Plug into a monitor, mouse and keyboard if possible. You can either do this through a docking
station or by connecting each one manually.

Mouse

e Place the mouse close to you and ensure you feel comfortable.
e Ensure that your wrist is straight, and your arm is relaxed.

e Pause or take a break every so often to rest your arm.

If you experience any problems, discuss them with the Operations Manager who may consider any
special equipment you may need to aid your comfort.

8. Remote Working

Pan Intercultural Arts recognizes the potential risks associated with remote working and is committed to
ensuring the safety of employees who work remotely as part of their duties. Remote working refers to
situations where employees work away from the office or primary work location, often without close or
direct supervision.
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Emergency procedures - Fire and Evacuation

Pan maintains a logbook to monitor the status of fire extinguishers, blankets, and fire doors at its
premises. Additionally, as part of its standard procedure, Pan ensures the presence of these
essential safety measures when conducting projects in external venues

Pan has a fire risk assessment for the premises within Camelford House.

The Fire Marshall is the Operations Manager who is responsible for ensuring that the emergency
evacuation plan is communicated to all staff and volunteers attending the office.

The Project Director is responsible for finding out and communicating emergency procedures to the
staff and volunteers at each venue.

Escape routes are to be checked by Project Directors every session at the place of delivery.

Emergency Action plan for Camelford House, Albert Embankment: as indicated by the Tenant’s
Handbook prepared by Savills UK (as of January 2025), evacuation plans procedures for Camelford
House are the following:

All occupants should proceed safely to the assembly point (Peninsula Heights) and await further
instructions from their nominated fire wardens who will be stationed at the corner of the building
near the service road entrance off Albert Embankment. The fire wardens will be receiving information
directly from the Landlord’s Incident Team or the fire brigade. No one is to re-enter the building until
the all clear has been given by the Landlord’s Incident Team or the fire brigade.

10. Working with Groups of Young People

Pan Intercultural Arts is dedicated to creating a safe and healthy environment for all participants,
including young people, and to promoting awareness of health and safety matters among them. When
working with groups of young people, Pan implements the following measures:

Participant Briefing: Before engaging in any activities, participants are briefed on relevant health and
safety procedures, including emergency protocols, safe behaviour guidelines, and potential hazards
associated with the activities.

Language and Accessibility: Health and safety information is communicated in a language and
format that is accessible and age-appropriate for the participants. Efforts are made to ensure that all
young people, including those with diverse backgrounds or abilities, can understand and engage
with the information effectively.

Continuous Reinforcement: Health and safety messages are reinforced regularly throughout the
program or activity, emphasising the importance of safe practices and encouraging participants to
take responsibility for their own well-being and that of others.

11.Mental Health

Pan wants to do all we reasonably can to:

create a positive culture where people feel able to talk about their mental health,
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e safeguard our work and staff to minimise risk of affecting mental health negatively.

Pan understands that mental ill health may be classified as a disability as referenced in the Equality Act
2010 so please also see our Diversity and Equal Opportunities Policy as part of this section.

Pan will do all they reasonably can to support their employees' health, safety and wellbeing. This
includes:

e making sure the working environment is safe
e protecting staff from discrimination
e carrying out risk assessments

Currently we have these measures in place to check in on staff mental health:
1. Supervision is provided for project groups at least three times a year with a qualified therapist.
One-to-one sessions are available if there is a work situation where the staff member feels it
would be helpful.

2. Staff are trained in Mental Health First Aid which includes training in how to take care of your
own mental health with effective ways of coping, particularly with second hand trauma.

3. Regular check-ins available for the freelance staff with the Executive Director and Artistic
Director to monitor workload and provide support where needed.

4. 1 to 1 sessions are provided for all employed staff with their line manager (Executive Director or
Artistic Director).

5. The introduction of a company-wide stress risk assessment found here.

We are continually looking for new ways to support staff with their mental health and making sure that
all staff are aware of our available support structures. The support available is covered in all staff
inductions as well as included in our staff handbook. For 2023, introduced a Mental Health at Work
Plan.

12. Review

The Health and Safety policy and procedures will be reviewed every two years or when risk
assessments indicate policy and procedures should be amended, whichever is the soonest.

Current Review: September 2024
Date of approval by the Board of Trustees: September 2024
Next Review: August 2026


https://docs.google.com/document/u/0/d/1dHTReni33M05o63zxJoWpo-xADojw6jgGgxYBYejjg0/edit
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13.Useful Contacts

More information about the way health and safety legislation is enforced and about health and safety
legislation generally can be found on the website www.hse.gov.uk and for Lambeth at
https://www.lambeth.gov.uk/business-rates-services-licensing/food-health-safety/health-safety-work

Email: foodhealthandsafety@lambeth.gov.uk

Phone: 020 7926 6110

Address: London Borough of Lambeth, Food, Health and Safety Team, PO Box 80771, London, SW2
2QQ

The Health and Safety Officer is: Emmeline Holwell
The First Aiders for the office are: John Martin, Emmeline Holwell

The Mental Health First Aid Officer is: Joanna Green

The Fire Marshall for the office is: Emmeline Holwell


http://www.hse.gov.uk
https://www.lambeth.gov.uk/business-rates-services-licensing/food-health-safety/health-safety-work
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Appendix 1

Accident and Incident Report Form

For more information please read the Health and Safety Policy.

In the event of an accident, the following procedure should be followed and carried out by the Project
Director (or Facilitator if the PD is unavailable):

e Fillin the following Accident reporting form for ALL accidents.
e Make contact with parents/carers.

e Forward the form to the Health and Safety Officer (e.holwell@pan-arts.net) for record keeping/action
required.

e Contact emergency services/GP if required.
e Record in detail all facts surrounding the accident, witnesses etc.

e Any further action.

Date/Time of Report:

Project Director:

Project:

Injured person information

Name:

Current Address/Residence:

DOB:

Accident information

Date and time of accident:

Accident reported by:
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Location:

Details of accident and injury (please
provide as many details as possible):

Details of withesses (hame and
contact number):

First Aid involved (please provide as
many details as possible):

Emergency Contact notified (please
explain by who and when):

Form completed by:

Signature:

Print name:

Role within the organisation:

Recommended action to be taken
(competed by H&S Officer):
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Appendix 2

DSE Workstation checklist
Done as part of all staff inductions

Health and Safety
Executive

Display screen equipment (DSE)
workstation checklist

Display screen equipment [DSE) worksmﬁon Ioca“on and
workstalion checkfist number (if applicable):

Checklist completed by: .o i
Assessment checked by: . e

Any further action needed:  Yes/No

Follow-up action completed on: ........coomiiiiiici s

This is a web-friendly

version of Display

screen equipment (DSE) The following checklist can be used to help you complete a risk assessment and
workstation checklist comply with the Schedule to the Health and Safety (Display Screen Equipment)
published 05/13 Regulations 1992 as amended by the Health and Safety (Miscellanecus

Amendments) Regulations 2002.

The guestions and ‘Things to consider’ in the checklist cover the requirements of
the Schedule. If you can answer "Yes' in the second column against all the
guestions, having taken account of the Things to consider’, you are complying.
You will not be able to address some of the guestions and "Things to consider’, eg
on reflections on the screen, or the user's comfort, until the workstation has been
installed. These will be covered in the risk assessment you do once the workstation
is installed.

Work through the checklist, ticking either the "Yes® or 'No” column against each
risk factor:

B Yes' answers requirs no further action.

B 'Mo’ answers will require investigation and/or remedial action by the workstation
assessor. They should record their decisions in the "Action to take' column.
Assessors should check later that actions have been taken and have resolved
the problem.

Remember, the checklist only covers the workstation and work environment. You
also need to make sure that risks from other aspects of the work are avoided, eg
by giving users health and safety training, and providing for breaks or changes of
activity. For more advice on these see Working with display screen equipment
(DSE): A brief guide.
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Risk factors Tick Things to consider Action to take
answer

I e ) | ——

|s the keyboard separate from This is a requirement, unless the

the screen? task makes it impracticable (eg
where there is a need to use a
portable).

Does the keyboard tilt? Tilt need not be built in

|s it possible to find a Try pushing the display screen

comfortable keying position? further back to create more room for
the keyboard, hands and wrists.
Users of thick, raised keyboards
may need a wrist rest,
Training can be used to prevent:

®  hands bent up at the wrist;
®  hitting the keys too hard;
B overstretching the fingers.

Are the characters clear and Keyboards should be kept clean. If

readable? characters still can't be read, the
keyboard may need modifying or
replacing.

Use a keyboard with a matt finish to
reduce glare and/or reflection.
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Is the device suitable for the
tasks it is used for?

ls the device positioned close
to the user?

s there support for the device
user's wrist and forearm?

Does the device work
smoothly at a speed that suits
the user?

Can the user easily adjust
software settings for speaed
and accuracy of pointer?

If the user is having problems, try a
different device. The mouse and
trackball are general-purpose
devices suitable for many tasks, and
available in a varisty of shapes and
sizes. Alternative devices such as
touch screens may be better for
some tasks (but can be worse for
athers).

Most devices are best placed as
close as possible, eg right beside
the keyboard.

Training may be needed to:

®  prevent arm overreaching;

® encourage users not to leave
their hand on the device when it
is not being used;

® encourage a relaxed arm and
straight wrist.

Support can be gained from, for

example, the desk surface or arm of
a chair. If not, a separate supporting
device may help.

The user should be able to find a
comfortable working position with
the device.

See if cleaning is required (eg of
mouse ball and rollers).

Check the work surface is suitable.
A mouse mat may be needed.

Users may need training in how fo
adjust device settings.
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Are the characters clear and
readable?

Health
and safety

Is the text size comfortable to
read?

Is the image stable, ie free of
flicker and jitter?

Is the screen’s specification
suitable for its intended use?

Are the brightness and/or
contrast adjustable?

Does the screen swivel
and tilt?

Make sure the screen is clean and
cleaning materials are available.

Check that the text and background
colours work well together.

Software settings may need
adjusting to change text size.

Try using different screen colours to
reduce flicker, eg darker
background and lighter text.

If there are still problems, get the
set-up checked, eg by the
equipment supplier.

For example, intensive graphic work
or work requiring fine attention to
small details may require large
display screens.

Separate adjustment cortrols are not
essential, provided the user can read
the screen easily at all times.

Swivel and tilt need not be built in;
you can add a swivel and titt
mechanism.

However, you may need to replace
the screen if:

m  swiveltilt is absent or
unsatisfactory;

m work is intensive; and/or

m the user has problems getting
the screen to a comfortable
position,
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Tick

-

answer

Things to consider

_

I = =] R (—

Is the screen free from glare
and reflections?

Are adjustable window
coverings provided and in
adequate condition?

Use a mirror placed in front of the
screen to check where reflections
are coming from.

You might need to move the
screen or even the desk and/or
shield the screen from the source of
the reflections.

Screens that use dark characters
on a light background are less
prone to glare and reflections.

Check that blinds work. Blinds with
vertical slats can be more suitable
than horizontal ones.

If these measures do not work,
consider anti-glare screen filters as a
last resort and seek specialist help.

Is the software suitable for the
task?

Software should help the user camy
out the task, minimise stress and be
usar-friendiy.

Check users have had appropriate
training in using the software.

Software should respond quickdy
and clearly to user input, with
adequate feedback, such as clear
help messages.
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Risk factors Tick
answer

K

s the work surface large
enough for all the necessary

equipment, papers etc?

Can the user comfortably
reach all the eguipment and
papers they need to use?

Are surfaces free from glare
and reflection’?

Is the chair suitabie?

s the chair stable?

Does the chair have a
working:

m seat back height and tilt
adjustment?

®m seat height adjustment?

® castors or glides?

Create more room by moving
printers, reference materials etc
elsewhere.

If necessary, consider providing new
power and telecoms sockets, so
equipment can be moved.

There should be some scope for
flexible rearrangement.

Rearrange equipment, papers etc to
bring frequently used things within
easy reach.

A document holder may be needed,
positioned to minimise
uncomfortable head and eye
movements.

Consider mats or blotters to reduce
reflections and glare.

The chair may need repairing or
replacing if the user is
uncomfortable, or cannot use the
adjustment mechanisms.
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Risk factors Tick Things to consider Action to take
answer

Is the chair adjusted correctly?

Is the small of the back
supported by the chair's
backrest?

Are forearmms horizontal and

eyeas at roughly the same
height as the top of the DSE?

Are feet flat on the floor,
without too much pressure
from the seat on the backs of
the legs?

The user should be able to carry out
their work sitting comfortabily.

Consider training the user in how to
adopt suitable postures while
working.

The arms of chairs can stop the
user getiting close enough to use the

equipment comfortably.

Mowve any obstructions from under
the desk.

The user should have a straight
back, supported by the chair, with
relaxed shoulders.

Adjust the chair height to get the
user's arms in the right position, and
then adjust the DSE height, if
necessary.

If not, a footrest may be needed.
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Risk factors Tick Things to consider Action to take
answer

EE

ls there enough room to

change position and vary
movement?

ls the lighting suitable, eg not
too bright or too dim to work
comfortably?

Does the air feel comfortable?

Are levels of heat
comfortable?

Are levels of noise
comfortable?

Space is needed to move, stretch
and fidget.

Consider recrganising the office
layout and check for obstructions.

Cables should be tidy and not a trip
or snag hazard.

Users should be able to contral light
levels, eg by adjusting window
blinds or light switches.

Consider shading or repositioning
light sources or providing local
lighting, eg desk lamps (but make
sure lights don't cause glare by
reflecting off walls or other
surfaces).

DSE and other equipment may dry
the air.

Circulate fresh air if possible. Plants
may help.

Consider a humidifier if discomfort is
severe,

Can heating be better controlled?
More ventilation or air conditioning
may be required if there is a lot of
electronic equipment in the room.
Or, can users be moved away from
the heat source?

Consider moving sources of noise,
eg printers, away from the user. If
not, consider soundproofing.
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m  Has the checklist covered all the problems they may have working with their DSE?

m  Have they experienced any discomfort or other symptoms which they attribute to working
with their DSE?

m Has the user been advised of their entitlement to eye and eyesight testing?

m Does the user take regular breaks working away from DSE?

Write down the details of any problems here:

21
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