3. General Control of Risk 
Floors, steps, passages and fire exits should be kept clear of obstructions at all times. 

Wires to telephones, electrical equipment etc. should not be placed so that someone could fall or put their chair on it. 

Office layout should be such that staff and others can use it safely, e.g. filing cabinets should not open into passages or across doorways. 

Adequate storage will be provided for any hazardous substances that are used in the work place. 



4. Display Screen Equipment (DSE) 
Where employees or volunteers are dependent on the use of a Visual Display Unit (VDU) for their job or use the VDU for continuous spells over one hour they should take a five minute break away from the VDU after one hour of continuous screen/keyboard use. 

5. Building Safety & Security 
The Enterprise Club for Disabled People accepts its duty to take adequate precautions against risk of fire. Staff, volunteers, contractors and visitors will be given instructions on the location of emergency exits and fire fighting equipment during their induction and at least annually thereafter. 


6. Contractors 
The health, safety and working practices of the employees of contracted companies remain the responsibility of their direct employers. 

Contractors will be informed of any substances or activities that may pose a threat to their health and safety. 



7. Reporting and Recording Procedures 
A register of accidents and injuries will be kept.
The register will include date of the accident,  name on of the person injured, brief description, name of person recording accident and name (s) of any witnesses. 

A written record will be kept for at least three years of: 

• All notifiable accidents (i.e. those resulting in an employee being off work for longer than three days. 

• Recurrent absences that are of less than three days but due to work-related injuries/illnesses. 

All accidents, near misses and incidents must be notified to the General Manager within one day of the event. The decision on further action will be discussed, agreed and recorded with the Trustees for all lost time accidents and significant incidents. 
The Enterprise Club for Disabled People has a duty to protect its employees, volunteers, contractors and visitors and, in the event of a serious criminal incident, the Police may have to be informed. 

Agreed by the Trustees of the Enterprise Club for Disabled People 27th October 2011.
