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Health and Safety Guidance Factsheet

Please edit and use this guide in your organisation.

Health and safety is an important part of our role every day because it helps to protect volunteers from injuries, illnesses, and fatalities. In addition, it helps to create a safe and efficient volunteering environment. By following health and safety procedures, organisations can avoid liability issues, reduce insurance costs, and improve morale.

Supporting your volunteers physical and mental wellbeing has significant benefits to their personal health, wellbeing and the organisation they are volunteering for. 

This factsheet covers the following health and safety topics:

· Manual Handling
· Accidents & Incidents
· First Aiders and Mental Health First Aiders
· Risk assessments
· Personal Emergency Evacuation Plan (PEEP)

More Factsheets are available to download through the Volunteer Manager Zone on the Action Together website. 

If there is a topic that we haven’t covered, or if you have any questions, please do contact us. 

How to contact the volunteering team:

Call 0161 339 2345 or email volunteering@actiontogether.org.uk 

Website details: www.actiontogether.org.uk/volunteering 








Manual Handling

Manual handling of loads or manual material handling involves the use of the human body to lift, lower, carry or transfer loads. The average person is exposed to manual lifting of loads in the organisation their volunteering for, their workplace, in recreational atmospheres, and even in their own home.

Remember these 6 Manual Handling Principles to avoid injury that we refer to are summarised as follows;
· Plan – plan your lift adequately.
· Position – centre the body & feet correctly.
· Grip – use your whole hand.  
· Lift  – lift item using good posture.
· Carry – move toward desired location safely.
· Lower– set object down safely.

Watch this short video to always keep you and your team safe.
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If you have any manual handing concerns, please speak to your Volunteer Manager.   




Accidents & Incidents

An accident that happens is an unforeseen event in the place the person is volunteering that results in an injury. 

Always know where to locate your First Aid box and your Accident book.  

	First Aid box is located
	Accident book is located

	


	

	Checked on a regular basis by:


	Checked on a regular basis by:





An accident book is an essential document for Organisations and Volunteers who are all required by law to record and report details of specified voluntary and work-related injuries and incidents. 

In law, you must report certain injuries, near-misses and cases of voluntary/work-related disease to the HSE. This duty is under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations, known as RIDDOR. 

For more information please visit The Oldham Council Website

When to call 999

You should call 999 in a life-threatening emergency only. Life-threatening emergencies are different for adults and children. 

Find out more about the differences by visiting The NHS website

When it’s not life threatening 
Use the contents of your first aid kit based on your assessment of the injury. 
If the person needs to attend an urgent treatment centre call 111 for help and guidance. 

Asking for help
Always ask for help, guidance and assistance from your team and Volunteer Manager. 




First Aiders and Mental Health First Aiders

First Aiders 
First aid is the first and immediate assistance given to any person with either a minor or serious illness or injury, with care provided to preserve life, prevent the condition from worsening, or to promote recovery until medical services arrive. First aid is generally performed by someone with basic medical training. 

Mental Health First aiders 
The primary role of an MHFAider is to provide support and signpost someone experiencing poor mental health to the support available to them. MHFAiders also play a vital role in reducing stigma and promoting positive mental health in the workplace.

	Your First Aiders
	Your Mental Health First Aiders

	
	


	
	


	
	


	
	





Risk assessments
Risk assessments are part of the risk management process and are included in the Management of Health and Safety at Work Regulations. A risk assessment is the process of identifying what hazards currently exist or may appear when volunteering. 
Risk assessments have been completed are available on request. 

Assessments completed by:
Date of completion: 

If you have any health and safety concerns, please speak to your Volunteer Manager. 


Personal Emergency Evacuation Plan
(PEEP)

A Personal Emergency Evacuation Plan (PEEP) is used to document how people will be evacuated when they have difficulty responding to a fire alarm or escaping from a building unaided, in the event of an emergency.

A permanent PEEP is required for anyone who has mobility, sight, hearing or cognitive impairments, or any other relevant circumstances. For short-term injuries such as a broken leg, or temporary medical conditions and those in the later stages of pregnancy, a temporary PEEP is required. 

What should be included in a PEEP?

A PEEP should include: 
· how the alarm will be raised 
· identify and name individuals responsible for assisting the individual ensuring their safe removal from the building (including in staff’s absence) 
· outline the method of assistance e.g. transfer procedures to be used for the individual in each area of the building
· identify what equipment will be used and what they currently use 
· outline the step by step evacuation procedure
· outline safe routes to be used
· a safe meeting point 

A Volunteer Manager is responsible for ensuring the safety of their volunteers. It is their responsibility to identify individuals who may require a PEEP and to implement the PEEP assessment. This PEEP should be reviewed at least annually or where a person’s condition changes.

An example of a PEEP form is on the next page. Please adapt accordingly to suit each volunteer. 

For more information on fire safety and evacuation plans please visit:  www.gov.uk/workplace-fire-safety-your-responsibilities/fire-safety-and-evacuation-plans 



Personal Evacuation Plan for:  
	Name 
	

	Role 
	

	Date 
	

	Volunteer Manager 
	



	Designated assistance (The following people have been designated to give me assistance to get out of the building in an emergency)


	
	

	
	



	Methods of assistance / equipment used / equipment needed 

	



	Safest routes / Safe meeting points 

	



	Agreed evacuation plan - from raising the alarm - to safety 

	Step 1

Step 2 

Step 3 

Step 4 



	Agreement by the Volunteer
	

	I confirm that I have been shown the location of the evacuation routes, facilities and equipment detailed in this plan
	

	I confirm I have received a copy of this plan in a format that I understand 
	

	I agree to follow this personal emergency evacuation plan 
	



	Signed by Volunteer 
		



	Signed by Volunteer Manager 
		




Top tips:

When recruiting new volunteers include this Health and safety guidance as part of the induction and training essentials for their volunteer role. 

Provide refresher training for all volunteers. 

Display this vital information around your Organisation. 

Keep a checklist in your First Aid box to keep essentials up to date (remember some may go out of date).  

Review your accident book on a regular basis. 

Create a PEEP with every volunteer that has difficulty responding to a fire alarm or escaping from a building unaided, in the event of an emergency. 

When an emergency / injury / incident happens, assess, report and record following the correct procedures covered in RIDDOR.  

Review all your Health & safety records on a regular basis. 
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