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<<Hotel/B&B Name>> 
Arrangements and Procedures 

 

 

 

1. Supervision 

2. Risk Assessments  

3. Workplace Safety and Welfare 

4. Control of Substances Hazardous to Health 

5. Asbestos 

6. Manual Handling 

7. First Aid 

8. Accident Reporting 

9. Electricity 

10. Laundry 

11. Water safety 

12. Work Equipment 

13. Fire 

14. Computer Screens 

15. Personal Protective Equipment  
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ARRANGEMENTS AND PROCEDURES 
 

1. Training and Supervision 

 
It will be the policy of <<Hotel/B&B name>> (“the Business”) that health and safety 
information relevant to the activities at hand is given to all employees whether full 
time, part time or temporary – i.e. agency.  

Ongoing training will be provided to ensure that employees at all levels are: 

 Competent to carry out their duties and to use any specialist tools or 
equipment especially in the kitchen or bars.  

 Aware of their health and safety responsibilities to other staff members and 
guests. 

Decisions relating to ongoing training of employees will be reviewed on a regular 
basis. The person with day to day responsibility for Health and Safety will be 
responsible for identifying and implementing health and safety training needs.  
Records of the training will be kept on each employee’s individual file.  

Where relevant, checks will be made by the supplying agency to ensure that 
temporary staff are competent to carry out the tasks allocated to them.  

All employees will attend regular training/updates to ensure they are familiar with all 
aspects of the safe use of equipment. No member of staff either directly employed or 
temporary will be permitted to use any equipment for which they are not trained. 

 

2. Risk Assessments  

(Reg. 3 Management of Health and Safety at Work Regulations, 1999) 

The management will ensure that all hazardous work activities undergo a suitable and 
sufficient Risk Assessment.  Upon the establishment of the level of risk, preventative 
measures will be introduced, maintained and revised as needed.  

 

3. Workplace Safety and Welfare  

(The Workplace (Health, Safety and Welfare) Regulations 1992;)  

The management will ensure that all areas of the Business meet the Health, Safety 
and Welfare needs of all those who will use them.  This will include any contractors 
carrying out maintenance or service works. Where works are to take place where 
guests have access, measures will be taken to ensure that they are not placed at any 
risk.    

 

4. Control of Substances Hazardous to Health  

(COSHH 2002) 

Where needed, Risk Assessments and all Material Safety Data Sheets of substances 
used will be kept at the main office.  From the risk assessments the Management will 
instigate the principles of good practice for the control of exposure as detailed in 
Schedule 2A Regulation 7(7).   No employee will introduce any substance without the 
specific consent of their Manager. 
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5. Asbestos 

(Control of Asbestos at Work Regulations 2012) 

The designated health and safety person will ensure that a survey is carried out on 
the premises and an Asbestos Register created which will detail what substances are 
found, their location and condition unless construction (or major remedial works) was 
carried out since the year 2000. No remedial, maintenance or developmental works 
will be carried out that may disturb any known or suspected Asbestos Containing 
Materials (ACM’s) without a specific risk assessment and method statement having 
been done by a specialist contractor.   

 

6. Manual Handling 

(Manual Handling Operations Regulations, 1992.) 

 
The designated health and safety person will assess all manual handling operations 
within the Business, taking into account the differing abilities of individual staff 
members. Wherever practicable the Business will provide mechanical lifting or 
moving aids in order to reduce the risk of injury to staff. Before loads are moved they 
will ensure that adequate risk assessments are carried out to identify the hazards 
associated with moving that load and will ensure that suitable lifting aids are provided.   

 

7. First Aid  

(Health and Safety (First Aid) Regulations, 1981) 

 

The Manager shall ensure that all employees have access to adequate First Aid 
provision at all times. The level of cover shall be determined by risk assessment. 
Suitably equipped First Aid kits will be located at suitable points around the premises 
and will be checked weekly by the health and safety person and topped up as 
necessary.  

 

8. Accident Reporting 

(Reporting of Injuries, Diseases, Dangerous Occurrences Regulations 2013) 

 

All accidents and incidents will be recorded in the accident book and personal details 
kept secure to comply with Data Protection legislation. Any reportable accidents or 
dangerous occurrences will be reported to the HSE as soon as possible by the 
designated health and safety person. 

 
 

9. Electricity  

(Electricity at Work Regulations, 1989) 

All electrical equipment will undergo a regular inspection. All electrical equipment in 
guest rooms will be visually checked after each letting to ensure there is no damage 
to casings, leads or plugs.  Any faulty or damaged items will be removed from use 
immediately.  All equipment used in public areas i.e. vacuum cleaners will be used via 
a Residual Current Device (RCD). All electrical equipment will be PAT tested 
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annually.  

 

10. Laundry  

(Control of Substances Hazardous to Health (COSHH) 2002) (as amended)  Personal 
Protective Equipment at Work Regulations 1992 (PPE) (as amended),  Manual 
Handling Operations Regulations 1992,  Provision and Use of Work Equipment 
Regulations 1998 (PUWER),)  

The linen store and laundry are to be located in the most convenient place in order to 
reduce manual handling for both clean and dirty laundry. The delivery doors/areas are 
to be away from areas to which guests have access, with doors wide enough for staff 
to manoeuvre trolleys. All used/damp linens are to be stored in plastic bags and away 
from clean linens to avoid any contamination. All machinery will be maintained as per 
the manufacturers’ recommendations.  

No employees are to operate the washing machines/dryers unless they have been 
shown how by their supervisor.  All cleaning liquids and powders will be stored as per 
the manufacturers’ recommendations. 

The laundry is to be kept locked to prevent any unauthorised access.  

<<Washing machines/dryers available for use by guests will be maintained  as per 
the manufacturers’ recommendations, and will be checked for any damage daily by a 
nominated person and a record kept>>  

 

11. Water Safety 

(COSHH 2002 – r 7 & 9, Management of Health and Safety at Work Regulations, 
1999) 

 

Legionella. The Manager will ensure that a suitable and sufficient risk assessment is 
carried out to ascertain the risk of exposure to legionella bacteria in every room with a 
shower.   Upon completion of the assessment suitable controls will be implemented if 
needed.  These may include ensuring that water is not left between 20⁰  – 45⁰ C, 
allowing water stagnation in pipes or storage tanks, using water treatment techniques 
and maintaining the entire water supply system. 

 

12. General Work Equipment  

(The Provision and Use of Work Equipment Regulations (PUWER) 1998)  

 

It will be the Manager’s responsibility to ensure that the Business: 

 Provides suitable equipment for the tasks to be done (Reg. 4)  

 Ensures that equipment will be maintained in an efficient state, in efficient 
working order and in good repair (Reg. 5)  

 Ensures that all equipment and plant shall be inspected as required by  
Regulation 6  

 That the operators  are competent to use the equipment (Regs. 8 & 9) 

 

(Lifting Operations and Lifting Equipment Regulations (LOLER) 1998) 
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It will be the Manager’s responsibility to ensure that any equipment intended for the 
lifting of goods/materials or people is suitable. Hoists/dumb waiters etc. will be 
checked by a competent person annually, passenger lifts will be thoroughly checked 
every six months and records kept for examination. Any lifting apparatus found to be 
faulty will be removed from service immediately until repairs can be affected.  
  

13. Fire  

(The Regulatory Reform (Fire Safety) Order 2005) 

It will be the responsibility of the Manager to ensure that weekly tests are carried out 
on the fire alarm systems and that a Fire Risk Assessment is carried out regularly. 
The Manager or nominated person will ensure that fire extinguishers are available at 
locations to be advised by the fire assessment.  All fire extinguishers are to be 
checked annually by a specialist contractor. 

It will be the responsibility of all staff to ensure that fire doors are kept closed and that 
all routes to fire exits are kept clear at all times. Luggage or other items will not be 
permitted to be stored in corridors where they could obstruct an escape route. 

 
 

14. Computer screens 

(The Health and Safety (Display Screen Equipment) Regulations, 1992) 

 

The Manager will ensure suitable assessments are carried out for all persons who 
use display screen equipment. The assessments will consider the amount of time a 
person uses a VDU and the work done, the usability of their workstation and general 
working environment. 

 

15. Personal Protective Equipment (PPE)   

(The Personal Protective Equipment at Work Regulations (PPE) 1992) 

The Manager will ensure that all staff have access to a sufficient supply of disposable 
non latex gloves/aprons etc. and other PPE when required.  

 
 

 

 

 
 
 
 
 
 
 
 
These arrangements and procedures will be reviewed annually or when there is a change in 
circumstances, in work practices or the introduction of new legislation. 
 
 
Name: <<Insert Full Name>> 
Position:  
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Date: <<Date>> 
Signature:  

 


