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Introduction 
Welcome to the POA Health and Safety
Reps Handbook, I hope you find it a useful
toolkit as you go about your duties as a
POA Health and Safety Rep.

Health and Safety is a major issue for the
POA, its members and the Union depends
on active Health and Safety Reps to protect
and promote the interests of our members.

As a Health and Safety Rep you have legal
rights to inspect the workplace, investigate
accidents, potential hazards, consult with
members and to take up issues on their
behalf with management. The tasks you do
as a Health and Safety Rep help promote
the Union and build a strong union
organisation within the workplace.

On behalf of the National Executive
Committee and myself, I wish you well in
your role as a POA Health and Safety Rep
and thank you for the work you
undertake on behalf of the POA and its
members. 

General Secretary
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Personal 
Contact List 

POA Health and 
Safety Section
Joe Simpson
Secretary to the 
Health and Safety Committee

POA, Cronin House, 
245 Church Street,
Edmonton,  London N9 9HW

Tel: 0208 884 5679
Fax: 0208 803 1761

Your Name:

Your Work Address:

Email:     hands@poauk.org.uk
Website: www.poauk.org.uk/healthandsafety
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Name:

Location:

Telephone:

BRANCH CHAIR
Name:

Location:

Telephone:

BRANCH SECRETARY

Name:

Location:

Telephone:

HEALTH & SAFETY ADVISER
Name:

Location:

Telephone:

POA NEC REP

Name:

Location:

Telephone:

LOCAL ENFORCEMENT OFFICER HSE

Name:

Location:

Telephone:

AREA HEALTH AND SAFETY ADVISER
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Name:

Position:

Address

Telephone:

Name:

Position:

Address

Telephone:

Name:

Position:

Address

Telephone:

Name:

Position:

Address

Telephone:

Name:

Position:

Address

Telephone:

Name:

Position:

Address

Telephone:

Name:

Position:

Address

Telephone:

Name:

Position:

Address

Telephone:

CONTACT LIST
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POA Health and Safety Reps face a wide range of
Health and Safety problems in the workplace:

• Slips, trips and falls

• Needlestick injuries

• Training accidents during 
Control and Restraint

• Violence in the Workplace 
– Assaults

• Smoking in the Workplace

• Stress, Bullying 
and Harassment

• Asbestos

• Death in Custody

• many other hazards

The POA 
and Health and Safety

7

8341 POA Health & Safety Booklet GB   78341 POA Health & Safety Booklet GB   7 01/05/2012   13:1901/05/2012   13:19



As a Health and Safety Rep you will have to negotiate to
improve conditions in the workplace. To do this
successfully you will have to have the backing of strong
trade union organisation in the workplace. 

You will play a part in the organisation of the membership
in your workplace.

Keep in touch with your members, listen to and act upon
the Health and Safety issues and concerns they have.

Pass on any information on hazards they face in the
workplace and keep them informed in changes to Health
and Safety arrangements in the workplace.

Get to know the POA structure  is organised and how
it works within this structure.

Ensure you have close links with the branch
committee, NEC rep and the POA Health and Safety
consultative committee.

Health and Safety must not be treated as a separate area
in the workplace for specialists to work on their own. It
is linked with shift systems, discipline and work
organisation.

Health and Safety in the workplace must be an issue for
everyone in the union not just the Health and Safety
reps. This is another reason for the Health and Safety reps
to work  alongside and with other union members.

Health and Safety is one of the reasons why people join
unions and you should work closely with other reps to
ensure that all potential members join the union. Make
sure that all members and non members know what the
POA does for their health and safety in the workplace. 

Make sure that all

members and non

members know

what the 

POA does

for their 

health and safety 

in the

workplace.

Good Trade Union Organisation 
is Essential

Health and Safety is a  Central Issue

8
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Many accidents and illnesses are blamed on the workers
own carelessness. Workers are only human and can make
mistakes, this is the reason why we must try and prevent
accidents by improving the job, the system of work and
the workplace.

How many times have we heard from managers, “if staff
watched what they were doing there would be fewer
accidents and so there would be no need for safety reps.”

Not only have trade unions been arguing against this, the
Governments Health and Safety Executive (HSE) has
investigated thousands of accidents and found that
carelessness is very rarely the main cause. 
In fact the HSE says the most common problem is
management’s failure to provide a safe system of work.

It is far better to control a hazard by reducing or removing
it all together before it gets to the worker.

Often management will use the provision of protective
equipment as an easy cheap solution to a hazard.

This can lead to more problems as protective equipment
can be uncomfortable and sometimes can make it difficult
to work in. 

Also it may not provide the protection the worker requires
because it is ill fitting, it requires replacing due to it being
dirty or becomes worn and there can be disciplinary
problems because people can’t or won’t wear it.

Our aim must be to adapt the workplace to the worker, 
not the other way round.

Careless Workers are not the Problem,
Hazardous Workplaces Are

Hazards Should be Controlled at Source

9
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Accidents are often the most obvious problem because
of the shock value but there are many illnesses and
deaths caused by health problems at work than by
accidents. 

The problem is the link between the job and the illness is
not obvious.

• Some illnesses take a long time to develop – 
for example, cancer, bronchitis, noise-induced 
deafness.

• Those who are most affected often leave or are 
dismissed from their job because of their poor 
health. It is often difficult to keep track of such 
early leavers, yet workplace studies of ill health 
fail to spot any problem unless they can also be 
included.

Unions must be concerned with all aspects of health and
safety – whether it’s obvious safety problems like
dangerous machinery, long term health problems like
noise or stress or welfare issues like the provision of
toilets or washrooms.

These principles are central to the trade union approach
to health and safety. The union’s attitude is often very
different from the employer that is why it is very
important that POA Health and Safety reps are trained in
health and safety from the trade union viewpoint. 

Health and Safety is
Not Just About Accidents
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The most important law is the Health and Safety at Work Act 1974. It applies to
all workplaces in the country and imposes general duties for health and safety.

Health and Safety at Work Act 1974

Employers have the main responsibilities they must :

• Ensure the health, safety and welfare of all their 
employees

• Produce a written policy statement as to how they 
intend  to do this

• Consult with Union Health and Safety Reps

They also have responsibilities for any other people 
who may use their premises or be affected by their business 

Employees have duties to :

Take care that they do not put themselves 
or others at risk

Co-operate with the employers health and safety 
arrangements
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The employees duties are not a huge part of the act but
the employer takes most of the burden of responsibility.

If you are a POA member who has managerial
responsibility for the health and safety of staff who work
in your area, you should ensure that your employer
provides you with the training and resources to fulfil your
responsibilities. 

If you have any difficulties please contact your Health and
Safety Rep or Branch Committee.

Since the introduction of the Health and Safety at Work
Act there have been other regulations passed which spell
out in more detail the legal duties which have to
followed. 

Examples include :
• Safety Representatives and Safety Committee 

Regulations
• Control of Substances Hazardous to Health 

Regulations
• Management of Health and Safety at Work 

Regulations
• The Manual Handling Operations Regulations
• The Display Screen Equipment Regulations
• Personal Protective Equipment Regulations

Many of these Regulations have been introduced to meet
the requirements of European directives on health and
safety. Health and Safety Reps are not legal experts and
don’t need to know the fine details of the different
Regulations. 

It is the employers responsibility to know which laws
apply and to ensure they are fully compliant with
them.

Health and Safety at Work Act 1974
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The management of Health and Safety at Work Regulations
are important as they spell out in detail how employers
must comply with their duties to ensure effective control
of health and safety.

They apply to all workplaces and all risks no matter what
type of work is done. 

They state that the employer must :

• Identify all significant risks, work out how to 
prevent or control the risks and record their 
findings.

• Arrange for effective planning, organisation, 
control, monitoring and review of health and 
safety measures.

• Plan procedures to cope with emergency 
situations and appoint competent people to make
sure those plans are carried out.

• Inform and train all workers about health and 
safety.

The reason for the regulations is to ensure the employer
has a systematic and thorough approach to health and
safety.

If your employer is fully compliant then your job as a Health
and Safety Rep should be a lot straightforward.

Health and Safety Management
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Where the POA are recognised by an employer, the
employer must consult with the Health and Safety Reps
appointed by the Union. 

The powers of trade union Health and Safety Reps are set
out in more detail in the “Brown Book” Safety Reps and
Safety Committee Regulations 1977. 

They set out the legal rights of Health and Safety Reps.
A copy can be found on the POA website, on the Health &
Safety page under resources.

The Health and Safety Executive (HSE) and Local Authority
Environmental Health Departments are responsible for
enforcing Health and Safety law. The HSE is a national
organisation and EHO’s are within local authorities, but due
to lack of funding both organisations have seen a reduction
in manpower and resources.

However, when there is a serious problem they may be able
to help, but we can’t rely on them wholly at times we have
to try and sort it out ourselves.

POA Health and Safety Reps

Health and Safety Inspectors
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Under the Health and Safety at Work Act the employer’s duties
are qualified by the words “as far as reasonably practicable”.

In court cases Judges when interpreting the law often take this
to mean, the effort, time and expense used to introduce a
health and safety improvement would have to be considered
against any benefits the improvement may bring. 

If an employer can show that the cost and effort of introducing
a Health and Safety improvement is out of proportion to the
risk involved then they can argue that it is not “reasonably
practicable”.

As Far as is Reasonably Practicable

If your employer tries to argue that it is not 
“reasonably practicable” to address a health and safety problem,
then discuss it with your members and make your own decisions.

Your opinion may be different to theirs
on the balance of cost and the risk.

Stand your ground on matters that you think are important.

15
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Your Role as a POA 
Health and Safety Rep

The role and legal functions of the Health and Safety rep
which allows them to act on behalf of members and raise
issues with management are clearly defined in the Safety
Reps and Safety Committee Regulations 1977 the “Brown
Book”. A copy can be found under Health and Safety
Resources on the POA website.

In summary as a POA Health and Safety rep your role is;

• To represent the members in consultation with the 
employer.

• To investigate potential hazards, complaints by 
members, dangerous occurrences and accidents.

• To do formal inspections at least once every three 
months or more frequently by agreement with the 
employer.

• To receive information and meet with HSE 
inspectors.

• To attend meetings of the Safety  Committee, if there
is one.

So that you can carry out these functions your employer has
a legal duty to:
• Consult with the Health and Safety Reps, in good 

time, on any matters affecting the health and safety
of members.

• Provide Health and Safety Reps with reasonable 
facilities and assistance.

• Form a Safety Committee if the Health and Safety 
Reps request one.

• Give Health and Safety Reps paid time during work 
hours to carry out their duties in the workplace and
to attend training.

!
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Health and Safety Committees

Who Needs to know you are a 
POA Health and Safety Rep

Health and Safety Reps have the right to ask the employer to
set up a Health and Safety Committee. 

The committee will be a joint union – management committee
and will meet to monitor the health and safety in the
workplace and to ensure the system set up to deal with
problems is functioning correctly. 

All the unions in the workplace must be consulted when the
committee is being formed and it must be set up within three
months of the request being made.

Once you have been appointed as a Health and Safety rep a
number of people need to be told:

• All the members you represent.

• Your NEC Rep.

• The Assistant Secretary to the Health and Safety 
Committee.

• Your employer.

The POA has a Health and Safety rep appointment form. 

Make sure your Branch Secretary fills one in and return it to
the Health and Safety Secretary.
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Getting started as a 
POA  Health and Safety Rep

If you are taking over from a previous Health and Safety Rep,
arrange to talk to them about their job:

• Get them to talk through a couple of  examples of
things they have dealt with.

• Ask them to hand over copies of documents – for 
example, records of  what they have done, health 
and safety committee meeting minutes.

• Go over the grievance procedure and the 
employer’s health and safety policy with them.

All the members you represent need to know who you are
so use all the facilities at your disposal such as:

• Posters on the POA notice board with your 
name and workplace.

• If you have access to copying facilities, 
produce occasional leaflets or newsletters on 
health and safety.

• Make sure all new starters, including all part time 
workers are informed who the health and safety 
reps are.  

The law says that your employer must display a 
health and safety information poster. On the 
poster there is a space to insert names and 
contact details for Health and Safety reps.
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Accessing Training

Checking your Employer’s
Risk Assessments

Training is important as it gives you the chance to develop
your skills so that you understand the role of the Safety Rep,
the rights of a Safety Rep, how to do inspections, interview
members, write reports etc and your employer’s practices
and policies on Health and Safety. 

You are entitled to time off for training with pay, this is one
of your rights as a Health and Safety rep as found in the
Safety Reps and Safety Committee regulations (Brown Book).

At present the only courses open to POA Health and Safety
reps are run by the TUC, both at a local TU education centre
or can be done online. Applications are to be sent to our
office in Leeds so that we can apply for facility time, this also
goes for anyone doing the courses on line.

Under the Management of Health and Safety at Work
Regulations your employer has a duty placed upon them to
assess any risk arising from their business which could affect
their employees or other persons.

There are other regulations which require employers to do
particular risk assessments for particular hazards such as
Control of Substances Hazardous to Health (COSHH), Display
Screen Equipment Regulations (DSE), Manual Handling Regs
etc.

19
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What is a Risk Assessment?

A risk  assessment is simply a careful examination of what,
in your work, could cause harm  to people, so that the
employer can weigh up whether they have taken enough
precautions or should do more to prevent harm. Workers
and others have a right to be protected from harm caused
by a failure to take reasonable control measures. 

The employer is legally required to assess the risks in your
workplace so that they can put in place a plan to control
the risks. The risk assessment must be recorded, if there are
five or more employees, which should include; 

• the hazards involved, 
• the control measures put in place.
• the workers and people who are affected.

The employer has a legal duty to consult with you the
Health and Safety rep on both the planning of the risk
assessment procedure and on the detail of individual risk
assessments. As a Health and Safety rep you are entitled to
have access to the risk assessments in your workplace.

The regulations are quite clear on risk assessment, as well
as identifying the hazards. The risk assessment should also
be used to put in place certain measures which should
reduce the risk of harm. When your employer is doing the
risk assessment they should look at;

• eliminating the risk entirely by altering 
the way in which work can be done.

• if this is not possible then find ways to 
control the risk giving priority to measures 
which will give the widest protection to 
workers and the workplace.

• PPE should only be used where there is 
no other way of protecting workers from 
the risk.

20
20
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Once the assessment has been done the employer still has
to ensure that the measures put in place to control the risk
are effective. If they are not working or there are changes
which will affect the workplace then the risk assessment has
to be reviewed. 

This is not a one off exercise, it is continuous and part of
managing health and safety effectively by ensuring hazards
are being controlled.

Remember as a POA Health and Safety rep you entitled to
have copies of your employers risk assessments that have
been completed. If you are concerned about a particular area
of the your workplace you can;

• Ask the manager of the area for a copy  of the 
relevant risk assessment.

• If there is no assessment raise the fact through the 
appropriate channels.

• Check the assessment by using your own 
knowledge of the workplace and working practices.

• Look at what the assessment states about reducing
the risk and what procedures are to be used to 
control the risk. Are these being followed, if not talk
to your members to find out why? Take the matter 
up with the relevant manager to get the assessment
reviewed.

• Use the information from risk assessments when 
you  conduct a workplace inspection.

8341 POA Health & Safety Booklet GB   218341 POA Health & Safety Booklet GB   21 01/05/2012   13:1901/05/2012   13:19



There are numerous ways of finding problems in the
workplace;
• Workplace inspections.
• Complaints from members or an individual member.
• Accidents and near misses.
• Recognising areas where your employers risk .

assessment procedures are not being followed.

Remember you have the legal right to investigate any
potential hazard, to talk to members and to investigate
accidents.

You need a record of what you are doing for your own
purposes especially accident investigation so it should be
good practice for you to make notes and put things in writing
at an early stage.

Also by putting it in writing to your employer not only creates
an audit trail but is less likely to be ignored. The information
to record could include;
• The date or dates the problem occurred.
• The location.
• A brief description of the problem.
• Date and to whom the complaint was reported.

As a POA Health and Safety rep you have the legal right to
investigate the following;

• Any potential hazard.
• Complaints from members.
• Accidents, dangerous occurrences, cases of industrial

diseases.

You also have the legal right to inspect the workplace at least
once every three months.

How to Raise a Complaint

How to Do Inspections

22
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The point of a formal inspection is to allow you to do a
thorough check on the workplace either on your own or with
the relevant manager. 

It is important to arrange a schedule of inspections as it would
be a huge task to inspect the whole workplace four times a
year if you work in a large establishment

Preparing for an Inspection
You must prepare to do an inspection properly and follow up
any problems you spot during the inspection. When you work
in a place for some time it is easy to get used to it and you may
take some hazards for granted. 

It would be advisable to get another health and safety rep to
do the inspection who does not work in your area as a fresh
pair of eyes will pick up hazards you may miss.

Checklists
A checklist is just a guide to help you list the points you want
to check and look out for on your inspection. There is an
inspection guideline on the POA Health and Safety website to
assist you. 

Each workplace is different so adjust the checklist/guideline to
suit your needs. 

The purpose of the checklist is useful because it makes you sit
down and think about the things you need to look for.

When you do find a problem during an inspection you must
follow it up in a written report to the employer and to your
branch secretary. 

There will be hazards that can be put right immediately but
there may be others that will need further negotiations with
management for this reason it is vital that the information
within the inspection report is retained and filed safely.

Follow up 
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If there is an accident in the workplace the Health and Safety
rep must be involved, this is covered within legislation for the
following reasons;

1. Even if the victim of an accident or near miss at work can
claim against the employer, there is no amount of
compensation that can pay for a death or serious injury. By
investigating and identifying the cause of an accident or near
miss, you can negotiate improvements to prevent it
happening again.

2. If a POA member is injured at work or in the course of their
work then they should consider making a claim against the
employer. To start a claim for an accident or industrial disease,
the member needs to fill in a LA190 accident claim form and
the Health and Safety rep needs to fill in a LA100 and send
both to the Legal Department at Cronin House with the
following documents;

• Accident book entry:

• DSS registration: (The POA is not responsible for the 
representation of members at DSS appeals)

• Witness statements describing the incident:

• Accident investigation report (POA Accident Report):

• Photographs/sketches:

• Details of lost wages or expenses incurred by reason
of the accident:

• Details of the medical person consulted as a result of
this incident together with any relevant reference 
number:

• Any other information that if relevant to the claim.

How to deal with accidents 
and near misses in the workplace
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The time limits for an accident at work claim is three years
from the date of the accident, however we urge all members
to claim as soon as possible

If it is an assault at work  the member needs to fill in a
Criminal Injuries Compensation Authority form (CICA) and
the Health and Safety rep needs to fill in an LA100 and send
both to the Legal Department at Cronin House along with
the following documents;

• A copy of the entry in the accident book:

• DSS registration: (The POA is not responsible for the
representation of members at DSS appeals)

• Any witness statements:

• Accident investigation report (HMPS Accident 
Assault or Near Miss Report):

• Photographs or sketch plan:

• Record of hearing and Adjudication form
(HMPS F256):

• Hospital or doctor’s appointment card and any 
correspondence in relation to the treatment 
received for the injury and the hospital reference 
number:

• The Crime Reference No:

The time limits for a CICA claim is two years from the date of
the incident, however we  would  urge all members to make
a claim as soon as possible.
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An accident or near misses are the most obvious signs that
there is a problem with health and safety in the workplace.
These incidents MUST be investigated even if no one is
seriously injured.

The employer should inform you about any incident they
have had to report to the enforcing authority. Most near
misses are not reportable but must be still investigated.
Encourage your members to report any near miss no matter
how trivial and use your investigating powers as a health and
safety rep to find out what happened. If a serious problem is
found then take the matter up with management using the
correct procedures.

Remember it is far better to prevent an accident and by
reporting near misses could prevent members being
seriously hurt.

Accidents and Near Misses

26
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NOMS have two ways of reporting accidents and near misses,
the accident book and the new online reporting system called
RIVO. For the purposes of reporting any incident members are
to use both systems.

Members are to be made aware that all accidents and injuries
are to be recorded, as a minor injury can turn into something
more serious. Failure to report it at the time may make it
harder to win compensation, make sure all POA members are
aware of this. 

Please see the section on how to deal with accidents to assist
you in how to make a claim through the POA legal aid scheme
(see also the POA Legal Aid Handbook).

Members are to ensure that the entry they put in is accurate
and to keep a copy of the entry for themselves. If someone
else has entered the details on behalf of the member then
check these details are accurate too if not then ask for it to be
changed. If this is refused write a letter to the Governor with
the member’s version of events and keep a copy.

As a health and safety rep you are entitled to see information
about accidents. The member who has been involved in an
incident has to give consent to have a copy of their accident
book/safeguard entry, there should be space on both to
indicate their approval. 

If the person does not consent you are still entitled to have
anonymised information about the accident. 

The Accident Book & RIVO

Collect and keep copies of the entries 
as this will assist you in spotting 

common causes of accidents which you may need to address.

27
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As the Health and Safety rep you are the link between the
workplace and the union for collecting information for
accident prevention and any compensation claim to be made.
It is vital for you to get to the scene as soon as possible after
an accident. Therefore, ensure 

• Members know how to get hold of you to  call you to
the scene of the accident

• Get management to agree to call you as a matter of 
routine

Once reaching the scene your first priority must be to ensure
that the injured person is being cared for and that no one else
is at risk of injury. 

Nothing should be moved from the scene, unless it is for
rescue of the injured person, until you have made a thorough
investigation into the accident.

To assist you the POA have produced an Investigation Report
form which can be downloaded from the resources tab on the
Health and Safety section of the POA website. 

The questions on it will assist you in getting the information
required but feel free to add further information to it. It would
also be of benefit if you could take photographs or make a
sketch of the scene. Interview any possible witness as soon as
you can and file them with your accident report form.

Investigating an Accident

To assist you the POA have produced an Investigation Report form
which can be downloaded from the resources tab 

on the health and safety section of the POA website.
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The Member
Any member injured or assaulted at work should immediately
apply to the union for legal aid. 

It is critical to get all the evidence for the union’s solicitors so
they can pursue the case on behalf of the member.

Not forgetting to look through the accident book to see if
there has been similar accidents, ask other health and safety
reps if they have raised complaints about the problem which
caused the accident, get details of the complaint in particular
who the complaint was made to and when. 

Has the problem been raised at your safety committee if so
include a copy of the minutes of the meetings.

Once all this has been done sit down with your report go
through it and look at how the accident could have been
prevented and what needs to be done to prevent accidents
in the future.

Remember good trade union organisation on health and
safety makes it easier to have not only a safe working
environment but it will make our members compensation
claim easier to win after an accident.

After the Accident

It is critical to get all the evidence for the
union’s solicitors so they can pursue 
the case on behalf of the member.
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If there is already a committee set up in your establishment,
talk to the other safety reps to see if you all agree it is working
properly.

If there isn’t one then approach other Health and Safety reps
and ask management to set one up, this is a useful channel to
consult/negotiate with management on health and safety
policies etc.

A Health and Safety committee’s role is to discuss the general
policy of health and safety of members in the workplace. To
ensure that the policies put in place by management are
working correctly and benefit the workforce. 

This should not be in place of effective health and safety reps
doing the day to day work of inspections, investigations,
assisting members with accident claims and monitoring
managements health and safety policy to ensure its
effectiveness and suitability.

Don’t let the committee become a talking shop where nothing
gets done, think about ways in which the reps can organise
better to use it more effectively. Make sure that the POA puts
on the meeting agenda the issues which you consider to be
important for our member’s don’t use it to put items on the
agenda that can be sorted out between yourself and
management. 

Publicise the minutes of the meetings so that members can
see the issues themselves and also see that you are
representing their views, this will help you become more
effective in the workplace as you will have the backing of the
members on those issues.

Health and Safety Committees

Can the problem be easily solved?
If it is a straightforward one and is easily sorted 

then go ahead and do it and get it out of the way.
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Health and Safety is not a separate issue and can be made
to be impossible to do on your own. You need the support
of other members of the union and you need to make use
of the services the union provides.

Involving the members can help you get management to
make improvements with their backing management will
listen. 

So, make sure your members know who you are by putting
a poster on notice boards with your contact details on at
work. When doing inspections talk to the members get their
views and agreement on how Health and Safety can be
improved in their area of work. 

Keep them informed of any successes so they can see their
support has made a difference. Make sure that you attend
branch meetings to update the members on progress being
made on Health and Safety matters.

Dealing with Health and Safety can be a never ending job at
times; however by working methodically it can make the life
of a Health and Safety Rep a lot easier.

Remember
• Always put things in writing especially when 

dealing with management
• Keep copies of documents, letters, e mails etc
• File all your reports and any other paperwork as 

neatly as possible

In order to achieve the best outcome for your members
you will have to ask yourself the following

How urgent 
is the problem?

A problem can develop where it is so serious 
there is no time for negotiations or investigations, 

if it so serious you may need some assistance from
your Branch Secretary or Chair, failing that you can 

contact your NEC rep or Cronin House for information.
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Mobile: 07887 680701
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