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Volunteer Health and Safety Policy 
 

Introduction 
 
The Bana Tandizo Foundation (BTF) is a UK-based charity which has been supporting 
development aid projects in Zambia since 2004. The focus of the Foundation is to retain poor 
children in school. These services are managed directly by the local implementing office - 
Bana Tandizo Zambia Ltd (BTZ).   
 
BTF is reliant on volunteers to assist with fund-raising activities in the UK to expand its donor 
reach, and to inform on forthcoming charitable events. BTF takes the management and 
welfare of volunteers and others who are in close contact with the organisation very seriously. 
To this end, BTF has developed a series of policies to protect the health and welfare, equal 
rights and safety of all volunteers enlisted in the fundraising programme.  
 

Purpose 
 
This policy is intended to set out safe and healthy working conditions - including the 
appropriate use and management of office equipment and systems for all our volunteers 
and service users. BTF will inform, train and support its volunteers to ensure the successful 
implementation of this policy. 
 
The allocation of duties for safety matters and their arrangements described below, are in 
line with current government legislation. 

 

Responsibilities 
Management:  
 
The overall and final responsibility for health and safety in the organisation lies with the 
General Manager. 
 
The Fundraising Manager is responsible for this policy being carried out at the organisation’s 
offices in Bognor Regis and for ensuring the preparation, implementation and review of risk 
assessments and safe work practices.  
 
Volunteers: 

 
All volunteers have the responsibility to co-operate with supervisors to achieve high 
standards of safety within the work area and to take reasonable care of themselves and  
 
All individuals are responsible for bringing to the attention of the Fundraising Manager any 
deficiencies in safety arrangements. 
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Accidents 
 
All accidents will be reported to the Fundraising Manager and recorded in the organisation’s 
accident book. 
 
Unusual or unexpected incidents will also be reported to the Fundraising Manager and 
recorded in the accident book for review of current arrangements. 
 

First aid 
 
The First Aid Box is located with the market stall equipment and should be on site at all 
events. The Fundraising Manager is the appointed person responsible for the First Aid 
Box. 
 
The qualified first aider is the Fundraising Manager. 
 

Fire safety 
 
During induction training, all volunteers will be advised of the fire drill procedure, location 
of fire alarms and fire exits.  Fire safety precautions at events are compiled during risk 
assessments for this purpose, and such information will be made available to volunteers. 
 
Fire evacuation drills are arranged by the Health & Safety Officer, practised at least annually, 
and records maintained by the Health and Safety Officer of the evacuation time. 
 

Housekeeping and premises 

 

The Fundraising Manager will monitor to ensure: 

• safe stacking and storage methods are followed 

• standards of cleanliness and hygiene are maintained in kitchen areas 

• waste is disposed of safely in appropriate containers 

• corridors and exits are kept clear and free of obstruction 

• equipment in their work area is in good working order. 
 

Electrical equipment 
 
Electrical equipment is inspected annually by the Fundraising Manager. 
 

The Fundraising Manager will ensure a risk assessment is prepared and safe work practices 
are in place to ensure trailing wires are covered and fastened down, portable equipment is 
placed in a safe position, regular visual checks of equipment are made, equipment faults are 
reported and corrected. 
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Faults should be reported to the Fundraising Manager. 
 
Equipment for hire or use by visitors will be inspected visually prior to the event for loose 
connections and faults to plugs or cables. Equipment with known faults will not be used. 
 

Display screen equipment 
 
The organisation offers to all display screen users a free eye test with a designated optician 
on request where this is not related to a regular optician’s appointment. 
 

Supervisors will involve volunteers in assessing their workstation and ensuring it meets their 
individual needs.  
 

Information in adjusting their workstation and good work practices will be available from 
the Fundraising Manager. 
  

Manual handling 
 
Manual handling will be reduced as far as possible by monitor and review of all work tasks. 
the Fundraising Manager will ensure a risk assessment is prepared of manual handling tasks 
and agree with volunteers’ safe work practices. These work practices will be reviewed to 
meet individual needs, particularly where changes in health indicate they are not 
appropriate e.g. pregnancy, known back complaints. Volunteers must bring to the attention 
of their supervisor any health problems that may be affected by handling activities. 
 
A pack of 12 Bana Tandizo honey jars weighs 6kg. It is recommended that no more than 2 of 
these should be lifted at any time. 
 

Training 
 
An induction programme with information about Health and Safety arrangements within 
the organisation will be provided to volunteers. Any updates or changes to these 
arrangements will be discussed at meetings. Further training relevant to a volunteer’s work 
will be offered. 
 

 

mailto:will@banatandizo.org

	Introduction
	Purpose
	Responsibilities
	Volunteers:
	Accidents
	First aid
	Fire safety
	Housekeeping and premises
	The Fundraising Manager will monitor to ensure:
	Electrical equipment
	Display screen equipment
	Manual handling
	Training

