
FWinc H&S Policy

FWinc Health & Safety Policy

1. Purpose  

Funny Wonders Inc. (FWinc), as an organisation, aims to provide opportunities for people to experience 
and participate in creative arts in a supportive, safe environment. The purpose of this policy is to 
establish and maintain a healthy and safe environment in which to carry out FWinc activities whether 
they in our permanent premises or elsewhere. 

2. Scope  

This Policy applies to all members and associates of FWinc. 

3. Definitions  

An accident is defined as an unplanned event that results in personal injury or damage to equipment or 
property. 

An incident is defined as an unplanned event that could have resulted in personal injury or damage to 
equipment or property. 

4. Statement  

FWinc recognises and fully accepts the legal and moral responsibility to ensure, as far as is reasonably 
practicable, the health, safety and welfare of all members and associates of FWinc during FWinc 
activities. FWinc aims to provide and maintain healthy and safe conditions, equipment and methods of 
work for all members and associates of FWinc in premises used by FWinc. 

FWinc is committed to taking all reasonable action in planning, instigating, developing, supporting and 
maintaining schemes and actions outlined in this Policy to ensure the health and safety of its members 
and associates, achieve acceptable standards and comply with all legal and regulatory requirements 
relating to health and safety. FWinc aims to safeguard against accidental injury and ill-health and to 
prevent damage to property.

FWinc will provide all necessary information, instruction, training and supervision to stimulate interest 
and concern amongst all workers and volunteers regarding health and safety issues. 

FWinc considers smoking a risk to the health of all of its members and associates. Please see the FWinc 
No Smoking Policy for more information. Please also see the FWinc Disciplinary Policy for information 
regarding the use of drugs and alcohol at FWinc activities. 

5. Legislation  

FWinc is not an ‘employer’, nor has over 5 employees, and as such it has no legal requirements to comply
with government legislation regarding health and safety in the workplace, to have a Health and Safety 
Policy or carry out risk assessments. However, FWinc operates under a best practice approach and 
therefore aims to comply with all legislation relevant to companies with over five employees in regard to 
health and safety matters. Furthermore, volunteers come under civil law and can be sued and found 
negligent. 
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The Health and Safety Commission/Executive (HSC/HSE) have three levels of documentation: regulations,
approved codes of practice (ACOP) and guidance. HSE Regulations are law and are approved by 
Parliament. Regulations are usually made under the Health and Safety at Work Act, following proposals 
from HSC. Regulations identify high risks and set out specific action that should be taken. HSE ACOPs 
provide practical examples of good practice. ACOPs have a special legal status and fault can be found in 
a court of law if they are not followed. The HSE publish guidance on health and safety problems and 
processes to interpret the law, help compliance with law and give technical advice. Following guidance is
not compulsory. 

5.1 Employers’ Liability (Compulsory Insurance) Act 1969  
This Act requires employers to take out insurance against accidents and ill health to their employees.

All workers, volunteers and members who have paid annual FWinc membership fees are covered 
under our Public Liability Insurance. 

5.2 Health and Safety at Work etc Act 1974  
This Act is the basis to British health and safety law. It outlines the duties necessary to be taken by 
employers as far as reasonably practicable. The Health and Safety at Work Act is goalsetting and 
affords employers freedom to decide how to control their identified risks.

5.3 Health and Safety (First-Aid) Regulations 1981  
These regulations cover requirements for first aid. They state that in order to provide first aid to 
employees who are injured or become ill at work, employers should have adequate and appropriate 
equipment, facilities and personnel. A person is not considered suitable to administer first aid unless 
they have undergone appropriate training and received a qualification. 

There is no legal obligation for FWinc to provide certified first aiders. However, we deem it 
necessary to comply with the above regulation (see 8.1).

5.4 Health and Safety Information for Employees Regulations 1989  
These regulations require employers to display a poster telling employees what they need to know 
about health and safety. 

5.5 Electricity at Work Regulations 1989  
These regulations require those in control of electrical systems to ensure they are safe to use and 
maintained in a safe condition (see 7.5).

5.6 Workplace (Health, Safety and Welfare) Regulations 1992  
These regulations cover a wide range of basic health, safety and welfare issues such as ventilation, 
heating, lighting, workstations, seating and welfare facilities.

5.7 Personal Protective Equipment at Work Regulations 1992  
These regulations require employers to provide appropriate protective clothing and equipment for 
their employees (see 7.3). 

5.8 Manual Handling Operations Regulations 1992  
These regulations cover the moving of objects by hand or bodily force (see 7.4).

5.9 H&S Display Screen Equipment (DSE) Regulations 1992  
These aim to protect the health of people who work with DSE. They were introduced because DSE has
become one of the most common kinds of work equipment. DSEs include devices or equipment that 
have an alphanumeric or graphic display screen and includes display screens, laptops, touch screens 
and other similar devices. Employers should help spot the health risks, make sure controls are 
practical, workers are informed and working in a healthy way is promoted. See 7.6.
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5.10 Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995  
These regulations require employers, the self-employed and those in control of premises to report 
specified workplace incidents. Reporting accidents and ill-health at work is a legal requirement. 
Reported information enables the Health and Safety Executive (HSE) and local authorities, to identify
where and how risks arise, to investigate serious accidents, and to provide advice on how to reduce 
injury, and ill-health in your workplace. Things to report include work-related deaths, major 
occupational injuries, over-three-day injuries, work-related diseases and dangerous occurrences 
(near misses). 

5.11 Safety Signs and Signals Regulations 1996  
These are guidance for employers, duty-holders and others who have responsibility for the control of 
workplaces, sites and premises. It is also for those operating equipment that requires verbal and/or 
non-verbal communications. Safety signs and signals are required where, despite putting in place all 
other relevant measures, a significant risk to the health and safety of employees and others remains 
and to raise awareness of the risks. Signs must be clear and legible, and should be used to identify 
actions that are prohibited (red and circular), safeguards that must be followed (blue and 
rectangular), warning of a hazard (yellow and triangular) and to direct towards fire exits/equipment 
or first-aid equipment (green and rectangular). See 7.7. 

5.12 Provision and Use of Work Equipment Regulations 1998  
These regulations require that equipment provided for use at work, including machinery, is safe (see 
7.1). 

5.13 Management of Health and Safety at Work Regulations 1999  
This outlines what employers are required to do to manage health and safety. These requirements 
include carrying out risk assessments, implementing preventative measure to risks identified, setting 
up emergency procedures, and providing information and training. 

5.14 COSHH Regulations 2002  
These regulations require employers to assess the risks from hazardous substances and take 
appropriate precautions (see 7.2). 

5.15 Regulatory Reform (Fire Safety) Order 2005 (FSO)  
This order applies to all non-domestic premises and states a responsible person (anyone in control of 
premises or has a degree of control of an area or system) should carry out risk assessments and 
implement and maintain a fire management plan in order to reduce the risk of fire and ensure safe 
escape should there be a fire. 

5.16 The Fire Safety (Employee’s Capabilities) (England) Regulations 2010  
These regulations require all employers to take into account the capabilities of employees relating to
fire. 

6. Training  

FWinc will provide necessary training during induction to the organisation to ensure the health and safety
requirements of FWinc are fully understood, followed and the above Policy Statement can be fulfilled. 
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7. Prevention of Accidents/Incidents  

7.1 Risk Assessments  
An annual risk assessment of all permanent premises used by FWinc should by carried out by the 
FWinc Health & Safety Officer (FWincHSO) with successive records kept. Risk assessments of all other
premises used by FWinc should be carried out prior to the event taking place. 

Risk assessments should identify risks relevant to the following issues: health and hygiene; premise 
atmosphere (ventilation, temperature, lighting, orderliness, cleanliness etc), personal injury; 
equipment; fire; and emergency procedures. 
 
Steps should be taken to reduce and/or remove the risk of all hazards noted in the risk assessments 
from occurring, where possible. This may include: putting up signs; enforcing restricted access areas;
providing protective clothing and equipment; informing participants of particular hazards; and 
altering items to reduce the likelihood of accidents/incidents occurring. 

7.2 Premises  
Any premises used by FWinc must have all necessary H&S signs such as fire exits, warning signs etc. If
they do not, FWinc should put them up. 

7.3 Hazardous Substances  
A Control of Substances Hazardous to Health (COSHH) Risk Assessment should be completed detailing 
each hazardous substance present at FWinc premises whether used or not. It should include details 
on associated health risks and symptoms as well as preventative and control measures. Risk 
assessments should take place annually. The FWinc COSHH Information Document should be updated 
following risk assessments. 

Safety information regarding each hazardous substance should be explained and understood before 
each FWinc activity. All necessary steps should be taken to reduce the risk of harm caused by 
hazardous substances. All hazardous substances should be used in a responsible manner by all FWinc 
members and associates. Please see Appendix A for information and procedures regarding hazardous 
substances.

If any hazardous substances are not mentioned in the risk assessment, are not stored or used 
properly, control measures are not maintained or are causing unnecessary health risks, the 
occurrence(s) should be reported using a FWinc Record of Complaint Report Form and handled 
according to the procedures outlined in the FWinc Complaints Policy. 

7.4 Personal Protective Equipment (PPE)  
All PPE outlined for use in the risk assessments should be available and in suitable condition for use 
by all. PPE highlighted for FWinc activities includes scalpel mats for using scalpels, gloves for using 
glue guns, wire and scalpels, aprons when using paints and face masks when using aerosols or strong 
glues. 

7.5 Use of High Risk Kit and Equipment  
All workshops and activities, where appropriate and required, should operate with a separate 'adult 
table' where all high risk kit and equipment should be kept and their use supervised by a trained, 
responsible adult. Highlighted items include scalpels, glue guns, wire, hazardous substances such as 
glues and aerosols, drills, saws and sharp scissors. 

FWinc aims to teach the safe and responsible use of high risk kit and equipment so skills can be 
learnt. Judgement on allowing children and untrained adults to use such items should occur on a 
case-by-case basis based on individual skill level and responsible use. 
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7.6 Manual Handling  
FWinc sincerely recommends not lifting something that is too heavy and requests all of its members 
and associates to lift items with a straight back and bended knee. 

All heavy items should be appropriately stored on lower shelves and clearly marked that they are 
heavy. No items in storage space should be stored above head height unless they are easily lifted and 
carried. 

No procedures should require the unsafe or rushed transportation of heavy or large items or without 
suitable equipment. 

7.7 PAT Testing  
In order to prevent against accidents/incidents involving electrical devices, all portable electrical 
devices should be PAT tested annually. 

7.8 Display Screen Equipment  
Some FWinc activities, particularly those of the FWinc Team and Board of Directors, involve the use 
of DSE. Use of computer equipment can be associated with neck, shoulder, back or arm pain, as well 
as with fatigue and eye-strain. To minimise the risk of such injuries the following is advised: 

 take breaks, do stretches, change position and your eye focus distance
 sit with correct posture with screens at the correct height (eyes level with the top of screens,

forearms horizontal, back straight and legs free of excess pressure from seats)
 ensure your workspace is large enough for your work and your body (legs are free to move, 

wrists are rested in front of the keyboard and mouse)
 avoid glare, bright reflections and intrusive light
 adjust the screen so it is in focus, doesn't flicker, not too bright or too contrasted, is clean, 

text is large enough and colours do not clash

8. Accident Safety and Procedures   

The roles described below in the case of emergencies should be known prior to all FWinc activities. All 
FWinc workers should be aware of the procedures associated with first aid, fire, medical administration 
and trips. 

8.1 First Aid  
A first aid kit should be present at all FWinc activities. Portable first aid kits should be maintained by
each FWinc Activity Team and taken to each activity location. A permanent kit should be maintained 
at any permanent premises used by FWinc.  Replacement of used items in the first aid kits should be 
organised as soon as practicably possible. 

We intend for at least one trained first aider (with an active certification i.e. not expired) to be 
present at each FWinc activity. They should be known to all participants as the first aider. FWinc will
not provide first aid training but may organise or promote training for its workers and volunteers 
when necessary. Only a trained first aider should administer first aid at FWinc activities. 

Please see Appendix B for the FWinc Accident Safety Procedure. Should injury incurred by an 
accident/incident require attention past the level of first aid, further medial assistance should be 
arranged for as quickly as possible. Please see Appendix B for more details.

8.2 Medication Administration  
Unless explicit consent has been given, no medicine should be given by any FWinc member or 
associate, including the first aider or FWincHSO. If un-consented medicine is to be administered, a 
parent/guardian/carer, paramedic or other medical assistant should be sent for. 
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A Medication Administration Form should be completed if consent to administer medication is given 
by the parent/guardian/carer. This should detail: when the medication is to be used; who is 
appointed to administer it; how the medication is to be stored; how the medication is to be 
administered; the conditions, time and dosage of use; emergency contact details; doctor contact 
details; and space to record administration. The Medication Administration Form should be kept by 
the FWinc activity leader. 

8.3 Fire Safety  
Fire hazards include those which increase the likelihood that a fire may start and those which impede
escape in the event of a fire. Premises are subject to inspection by appointed enforcers to check 
compliance with the law. 

The following key elements should be upheld:

 maximum occupancy should not be exceeded at any premises used by FWinc during FWinc 
activities

 appropriate fire fighting equipment in accessible places should be present at all FWinc 
premises and activities e.g. portable fire blanket, fire extinguishers

 information regarding the use of particular types of fire fighting equipment should be clearly
displayed if not explained during health and safety briefings

 flammable substances should be stored properly

 fire alarm systems should be maintained and tested

 fire drills should be conducted annually and supervising adults trained in procedures

The following steps should be taken by Activity Leaders at all FWinc activities in case of a fire or 
other evacuation: 

 the number and identities of FWinc members and associates at any FWinc activity should be 
known

 fire evacuation routes and assembly points should be identified and indicated to all 
participants at the beginning of any FWinc activity

Please see Appendix C for information on the FWinc Fire Emergency Procedure

Details of damage or loss of equipment due to fire should be recorded for insurance purposes. 

8.4 Trips  
Trips away with participants should have full risk assessments carried out and the following done to 
reduce the risk of accidents, incidents and harm. 

 obtain consent for the trip from parents/guardians/carers
 obtain medical information and emergency contacts for each participant including the FWinc

team
 have a low enough chaperone/adult to child/vulnerable adult ratio
 assess the transport and cost of the trip considering equal opportunities, food and drink
 plan for bathroom breaks
 take an attendance record
 put in place a system to prevent losing participants such as buddy systems 
 arrange times and places to meet up if anyone gets lost
 distribute a contact phone number
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9. Following an Accident/Incident  

All accidents/incidents should be reported and recorded, however minor. All records should be kept by 
the FWincHSO and in accordance with the FWinc Data Protection and Confidentiality Policy. 

Should an accident occur, following administration of appropriate aid or care, the Accident Report Book 
and a FWinc Accident/Incident Report Form should be completed by the first aider and/or any witness. 
The FWinc Accident/Incident Report Form should be passed on to the FWincHSO. 

Should an incident occur (no injury occurred), a FWinc Accident/Incident Report Form should be 
completed by a witness or the person to which the incident occurred. The FWinc Accident/Incident 
Report Form should be passed on to the FWincHSO.

All accidents/incidents should be reviewed by the FWincHSO and reported to the FWinc Core Team. Any 
steps that can be taken to prevent reoccurrence of the accident/incident should be taken. Action taken 
should be recorded and the risk added to the FWinc Risk Assessment of the premises. 

10. Consent  

Issues regarding health and safety including supervision, the administration of first aid and medicine 
should be included on all FWinc consent forms. 

Medical information should be given to the FWincHSO and kept in accordance with the FWinc Data 
Protection and Confidentiality Policy. Relevant medical information should be relayed to supervising 
adults to ensure the safety and protection of its members and associates. 

11. Implementation of this Policy  

The FWinc Board of Directors will appoint a suitable FWincHSO. 

All FWinc workers and volunteers should be made aware of this Policy, the content of this Policy and the 
procedures outlined within it and its Appendix. 

This Policy will be available at permanent premises used by FWinc and on the FWinc website. 

12. Responsibilities  

It is the responsibility of the FWincHSO to: monitor the implementation of this Policy; ensure all 
necessary information, instruction, training and supervision is provided to fulfill the Policy Statement; 
ensure suitable first aid equipment and a trained first aider is present at all FWinc activities; organise 
and keep records of first aid training for FWinc workers and volunteers; organise the replacement of used
items from first aid kits; organise PAT testing of electrical equipment; ensure all emergency procedures 
are fully understood by all FWinc workers and volunteers; carry out risk assessments of premises used by 
FWinc including COSHH; ensure suitable safeguards are in place where necessary including ensuring 
necessary health and safety signs are presented and clearly visible; maintain PPE and ensure it is 
available and suitable for use; handle and review FWinc Accident Report Forms and deal with issues that 
arise; report all accidents/incidents formally to the FWinc Core Team; bring to the attention of the 
FWinc Core Team any issues regarding health and safety including those associated with implementing 
this Policy; record damage or loss of equipment; and update information sheets and safety procedures 
when necessary. 

It is the responsibility of supervising adults of the FWinc activity to: ensure all measures put in place by 
the FWincHSO are upheld including the use of safety equipment provided; bring attention to any health 
and safety hazards including hazardous substances on the premises; ensure emergency equipment such as
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a first aid kit and fire extinguishers are present and know their location; fully understand emergency 
procedures (see Appendix); and to keep Medication Administration Forms. 

It is the responsibility of all FWinc members and associates to uphold this Policy and consider the health 
and safety of themselves and others during FWinc activities, to not endanger themselves or others by 
their conduct or behaviour during FWinc activities, to use safety equipment properly and correctly and to
comply with FWinc policies and procedures. 

13. Complaints  

Complaints regarding the procedures or handling of the procedures mentioned in this Policy, the Policy 
itself or any other matter should follow the FWinc Complaints Procedure outlined in the FWinc 
Complaints Policy.

14. Review  

This Policy will be reviewed by the FWinc Board of Directors annually or as-and-when issues arise. 

15. External Contacts  

Health and Safety Executive: http://www.hse.gov.uk/index.htm

Incident Contact Centre (ICC) (RIDDOR reports): http://www.hse.gov.uk/riddor/online.htm
                                                                         riddor@connaught.plc.uk 0845 300 99 23 (local rate)

16. Policy History  

First version adopted April 2009
Re-adopted May 2010
Revised and formatted May 2011
Re-adopted June 2011
Amended May 2012
Amended policy re-adopted Sept 2012
Re-adopted June 2013
Re-adopted June 2014
Re-adopted May 2015
Amended Dec 2015
Re-adopted June 2016
Re-adopted May 2017
Re-adopted May 2018
Re-adopted May 2019
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Appendix A

COSHH Information

Below is the information you need to know about hazardous substances.  

Potential Hazardous Substances at FWinc Premises

adhesives, paints, cleaning substances, soldering fumes, dust

Associated Health Risks

respiratory (breathing) problems and permanent lung damage caused by respiratory sensitisers. 

Symptoms

Occupational Asthma: coughing, wheezing, chest tightness
Rhinitis: constantly runny or stuffy nose.
Conjunctivitis: watery or prickly eyes.

Symptoms can be delayed and are often more severe if they are. 

Prevention and Control Measures

 identification of hazards in a COSHH risk assessment
 ensure all substances have a proper and labelled storage space and are kept correctly stored when 

they are not in use
 regular cleaning should keep the amount of dust down
 hazardous substances should be replaced by other, less harmful substances where suitable possible

Handling Hazardous Substances In Case of Exposure

If an injury occurs related to a hazardous substance follow the FWinc Accident Safety Procedure making 
particular care that the substance is cleaned up and poses no future danger. Ensure the hazardous substance 
is mentioned when completing accident report forms. 

If the hazard is air-borne, the premises should be vacated. 

If An Unknown Substance is Found

DO NOT touch it.

Report it to a supervisor or activity leader

Look for its source or enquire with others if they know anything about it

If you're not sure put up a warning sign and corden it off

Wearing suitable PPE the Supervising Adult should remove it
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Appendix B

Accident Safety Procedure

Please read this to ensure you know what to do in case of an accident.

If you sustain an injury

DO NOT PANIC

Stop what you are doing.

DO NOT move 

Call out for the supervising adult.

Supervising Adults

If an injured person calls for you, go to them.

Do not attempt to administrate first aid yourself unless you are the currently certified first aider. If you are 
not, immediately get the currently certified first aider. 

Call the emergency services (999) if requested to do so by the first aider.

Ensure other persons are kept safe from whatever caused the accident and remove the danger if applicable. 
Keep them calm. 

Once first aid has been administered notify the FWincHSO that an accident has occurred. 

Contact the parents/guardians/carer of the injured person if they are under 18 and if requested to do so by 
them if over 18. 

Clean away any mess/rubbish created during the accident or in administrating first aid. 

Ensure that the official Accident Report Book is completed. 

Ensure a FWinc Accident/Incident Report Form is completed and pass it onto the FwincSO. 

Assess the risk of the accident occuring again. 
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Appendix C

Fire Safety Procedure

Please read this to ensure you know what to do in case of fire.

If you discover a fire

DO NOT panic
DO NOT attempt to put out the fire

Shout out ‘FIRE’

Immediately leave the area or premises calmly via the fire evacuation route

Congregate in the fire assembly point and remain there until told to leave by the supervising adult

If you hear someone shout ‘FIRE’

DO NOT panic
DO NOT attempt to put out the fire

Immediately leave the area or premises calmly via the fire evacuation route leaving all belongings

Congregate in the fire assembly point and remain there until told to leave by the supervising adult

Supervising Adults

Tell all persons to leave the area/premises via the fire evacuation route and congregate in the fire assembly 
point and remain calm. 

Call the fire emergency services (999) 

Unless it is not safe to do so check each room to ensure all persons have evacuated the area/premises and 
close all doors and windows to prevent spread.

Designate someone to do a roll call, locate missing persons and keep everybody together. 

If the fire is small and you are confident in your ability to put it out, follow these steps: 

 DO NOT attempt to stamp on the fire or blow on it, this may harm yourself or spread the fire
 DO NOT open any windows, this will help spread and enlarge the fire
 DO NOT use water if it is an electrical fire
 If the fire is small: get a fire blanket and place it over the flames; if the fire blanket cannot be 

located soak a tea towel in water, ring it out and then place it over the flames
 If the fire is large: get a fire extinguisher and follow the instructions on its side
 If the fire is too large to attempt to fight: immediately call 999 and request the fire brigade. 

Go outside and wait for the emergency services.
Do not re-enter the building. 
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