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Cotswold Canals Trust

Management Procedure

Philosophy

The directors of the Cotswold Canals Trust (CCT) are committed to promoting a healthy and safe environment for all members of the Trust to work in. They achieve this by implementing the following key tenets and having an effective Health and Safety Management structure which applies to all members of the trust from the Chairman to occasional volunteer.

The structure of the CCT H&S management complies with the nationally recognised organisation chart shown below:

	Policy


	Organisation


	Planning and 

Implementation


	Audit

	Measure

Performance


	Review


Each of the sections is interdependent and will be reviewed on an annual basis.

Policy

The importance of Volunteers to the Trust

The CCT will ensure the workplace is a safe working environment, with volunteers being provided with interesting and varied work, recognising that job satisfaction and involvement can increase and improve health and well-being of the volunteer. The ultimate goal is to improve the health and safety performance, so that accidents and ill health are eliminated and the work forms part of a satisfying life to the benefit of both the individual and the CCT.

Commitment from the directors of the Trust to the implementation of Health and safety initiatives helps strengthen the health and safety culture of the Trust. Communicating this health and safety commitment to the membership and appointing managers to tasks, is an essential means of controlling the health and safety of the volunteer workforce. The directors of the CCT will ensure the appropriate structure is in place and jobs and systems are designed to reduce or eliminate unwanted events.

Organisation

Management
This is a key element in the control of the Trust. To this end the Trust has a chairman and a Trust Council who have the responsibility for the control of the Trust, its philosophy and operations. Health and safety policy and its management is the responsibility of the H&S Director supported by the Chairman and Trust Council. The Trust Council appoints Team Leaders and where appropriate Project Managers for specific tasks. As task managers they have the responsibility for producing the appropriate documentation in support of the task. This includes Risk Assessments, Method statements and Training requirements. They are also responsible for the implementation and management of the Trust’s Health and Safety policy. Where necessary, specialists will be appointed to act as advisers to any group. 

Communication
Communication is the most difficult process to implement. Information received, flowing around and being disseminated by the Trust has to be managed. A number of procedures for achieving this have been established:
Information received
Information received from various agencies will be reviewed by the appropriate Trust Council Member and distribution of the information managed accordingly. Where documents are produced by Team leaders they are to be reviewed by the H&S Director who will call upon other Trust Council members to assist as he sees fit and their content agreed before being presented to volunteers. The information can be disseminated before or during a project which ever is the most appropriate. 
Information flow within the Trust
A number of means of transmitting information throughout the Trust have been established. Within the Trust Council the quickest means is by Email supported by documents in writing when necessary. For members there are five methods: 

· At the top level the quarterly magazine the Trow is used. 

· There is a Cotswold Canals Trust web site where information about the Trust including H&S documents can be found. 

· For active members there is a n Electronic Newsletter which is used to distributed information as and when it becomes available. This system is especially valuable when vital or time dependant information needs to disseminated to active members. 

· Direct communication between Team Leaders and those involved in a particular activity can be, and is usually, conducted by Email.
· Finally there is a centralised filing system in the CCT office, in Cirencester, where all documents are stored electronically. Copies can be supplied on request.

Planning

This is essential for the implementation of Health and Safety policies. Adequate control of risks can only be achieved through co-ordinated action by all members of the organisation. An effective planning system controls risks; reacts to changing demands and sustains a positive health and safety culture.

Project planning
Team Leaders/Project Managers have to produce a plan of action for their activity. This plan must include a Risk Assessment, Method Statement and if necessary a Training programme. It must ensure adequate Resources and Time have been factored into the programme (to rush an event courts disaster). Equipment procurement must take into account equipment and maintenance schedules which are available from the central office. Finally all plans or programme of works have to be submitted to the Works Action Group (WAG) for discussion. The WAG is chaired by one of the Trust Council Members, he/she will refer any plan/programme of work recognised as worthy of implementation to the Trust Council for approval before it can be given the authority to proceed.
Equipment Procurement/Maintenance
Safety not only comes from the personal approach to a task it also comes from the quality of the tools/equipment provided and used. To this end a procurement procedure is used which addresses the competence of the equipment for the task. For example the ease of maintenance and the Hand Arm Vibration (HAV) characteristics of the equipment must be assessed to ensure the maximum use can be made of the equipment. A regime is in force where volunteers, on an annual basis, inspect/service equipment owned and used by the Trust. This team also undertakes where necessary equipment repairs. Where this can not be achieved by the volunteer work force the equipment will be sent to an outside contractor for repair, or scrapped. When a piece of equipment is found to be faulty outside of the scheduled maintenance programme it is taken out of service immediately by the Team Leader/Project Manager and sent to the repair team for action.  
Measuring Performance

Measurement is essential to maintain and improve performance and systems. There are two ways to achieve this, Active and Reactive measurement. Active measurement is the measurement against plans and or projects, whereas Reactive measurement is against accidents, incidents and or near misses. 

Active measurement
Where a project or plan is generated then the leader of the activity will report its progress to the Chairman of the WAG who in turn will report the progress to the Trust Council as necessary. This will maintain a wider perspective and control of activities as they progress.

Reactive measurement
All accidents incidents and or near misses must be recorded by activity leaders. The completed forms are then sent to the central office for recording and storage. Any incident must be assessed against the activity Risk Assessment and Method Statement by the activity leader, and recommendations made to the Health and Safety Director. Where changes to the documents are proposed they must be discussed and agreed with the Health and Safety Director before implementing. The Health and Safety Director will report any changes to the Trust Council and the changes broadcast through the various communication channels established in the Trust.

Serious Incidents
Serious incidents have to be investigated independently of the activity leader and should be investigated by at least one Council member and the Health and Safety Director. Reports should be presented to the activity leader and the Trust Council. Recommendations should be implemented throughout the Trust. Where an incident requires contact with formal bodies such as British Waterways or the Health and Safety Executive this must be conducted by the Health and Safety Director only.

Auditing Performance and Procedures

Auditing is an essential element of measuring performance.

Procedures and Documents
Procedures should be reviewed on an annual basis by the Health and Safety Director any changes will be circulated for review and agreement by the Trust Council before implementation. Once agreement has been reached the changes will be notified through the communications channels referred to previously.
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