Royal Mail Group Safety Policy, Organisation and Arrangements

Introduction

The Health and Safety Policy is divided into two distinct parts:

· The Royal Mail Group (RMG) Safety Policy (statement of intent) which provides the general direction for the management of health and safety within the RMG; and

· The RMG Safety ‘Organisation and Arrangements’. This explains the roles and responsibilities of individuals, specific specialist functions and Trade Union Safety Representatives. It describes the allocation of responsibility across the Organisation, and the detailed arrangements for RMG corporate safety performance.  This provides a model for other areas of the organisation to follow.

Where appropriate, and if further information and details are required, standards and guidance will be issued to support these requirements either as an appendix to this document or by the issue of supporting documentation by the Group Head of Safety.

Copies of the separate health and safety policies of Business Units and function areas will be kept and form part of the information for assurance purposes.  
The following directive marks are used throughout the policy and guidance:

	‘MUST’

	denotes compulsory action

	
	

	‘SHOULD’

	denotes action that is strongly recommended and will normally be complied with but is left to the discretion of the individual


Note: Where non-compliance is being considered the Group Head of Safety must be consulted.

Directors and Managers must make themselves familiar with the health and safety policy and guidance notes and ensure that their staff are aware of the policy which can be accessed on the RMG intranet, under health and safety.

Enquiries regarding this policy should be addressed to the Group Head of Safety.
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Royal Mail Group Safety Policy (statement of intent)

Royal Mail Group sits at the heart of communications within the United Kingdom, uniquely positioned to have a broad impact on the community, environment and marketplace. We accept the responsibilities that are required with this position and will seek to do the right thing in all our work activities to make our impact positive. Compliance with the law is the minimum acceptable standard. 

The policy of Royal Mail Group Ltd. on health and safety at work is therefore to take all reasonably practicable steps to safeguard the health and safety at work of all our people and safety of our customers, suppliers and all others who are affected by our activities. 

Each Business and Support Function within Royal Mail Group Ltd. is responsible for the preparation and maintenance of a safety policy covering its activities, including the organisation and arrangements for carrying out the policy with detailed responsibilities and accountabilities. The Royal Mail Group minimum safety standards are set out in the RMG Safety Organisation, Arrangements and Group Safety Standards. 

Each employee is responsible for their own health and safety and that of the people they impact. Every manager is accountable for the health and safety of those under their control. 

It is the policy of Royal Mail Group Ltd. to consult and work with our trade unions, the CWU and Unite/CMA, to maintain and enhance working practices and conditions in order to further this policy and foster continuous improvement in health and safety at work. 

We will: 

· enhance the safety and health of our customers and suppliers, and the community and environment in which we work. 

· protect our people, value their diversity and support their personal safety and health 

· openly report on our safety and health performance and give recognition to positive performance.
· Review this policy annually 

This safety policy has the full support of the Board. 

Signed 

Adam Crozier

Royal Mail Group Safety Organisation and Arrangements

Division of Responsibility

Whilst the Chief Executive has overall responsibility, the geographical and functional diversity of the work means that the responsibility for implementing the organisation and arrangements of the Safety Policy statement is delegated to Directors and Senior Managers. 
Organisational Scope:

The safety policy ‘statement’, signed by the Chief Executive encompasses all businesses areas covered by Royal Mail Group Ltd. (RMG).

Chief Executive

The Chief Executive has overall responsibility for health and safety performance and statutory compliance. He ensures that there is an effective Health and Safety Policy, Organisation and Arrangements. These set out the designated responsibilities and arrangements within RMG for the deployment and implementation of the Safety Policy. He is supported in this by Directors and senior managers responsible for the management of Health & Safety at Executive Board level and the Directors of Business Units and Group Centre Executive Board Members. 
Specialist advice is provided by the RMG Human Resources Director, RMG Director Corporate Responsibility and Group Head of Safety.
Executive Board Members
These Directors have individual responsibility for ensuring that health and safety policy is deployed within their area of responsibility and will hold their Business Unit Managing Directors and Group Centre Directors accountable for policy deployment in individual Business Units and Group Functions respectively. 
The Executive Board has collective, as well as individual responsibility for providing health and safety leadership within the RMG. Members must ensure that all Board decisions reflect the RMG’s health and safety intentions (as detailed in the policy statement) and recognise the Board’s role in engaging the active participation of senior managers and employees in improving health and safety.

The Board will be kept informed of and alert to, relevant health and safety risk management issues by:

· reviewing health and safety performance annually.
· ensuring that management systems provide for effective monitoring and reporting of RMG health and safety performance.
· ensuring that the health and safety implications of Board decisions are addressed and

· ensuring that health and safety risk management systems are in place and remain effective in their respective areas of responsibility.

.
Human Resources Director
The RMG Human Resources Director is the designated Executive Board member with specific responsibility, as the safety champion, for supporting the Chief Executive by ensuring:

· The provision of adequate resources to ensure effective safety assistance within RMG.
· The implementation of the safety policy including actions and initiatives to fulfil the requirements of the Health and Safety at Work etc. Act 1974 and all regulations enabled through that act.

· The provision of the RMG Safety Policy and the circulation of guidance to staff and line managers.

· The production of an annual safety report and assurance to the Chief Executive.

In this role, the Group Human Resources Director will be supported by the:

· Executive Management Board Members 

· Group Director Corporate Responsibility
· Group Head of Safety

· Group Head of People Development
· Head of Corporate Responsibility and Engagement Services
· Trade Union Safety Representatives
· Specialists from function areas as required
Group Director Corporate Responsibility

The Safety Policy falls under the remit of the RMG Corporate Social Responsibility Policy Framework and Expectations. As such the RMG Director for Corporate Responsibility (CR) supports the Human Resources Director and coordinates the CR support services in relation to all aspects of safety provision across the RMG of businesses. In addition they manage the central team of experts who provide strategic and higher technical advice to the Business Units via the CR service provision.
The Group Director Corporate Responsibility includes safety in the annual RMG CSR report. In addition he supports the development of a positive safety culture by:
· Supporting and reporting to the CSR Committee.
· Providing annual safety reports via the CSR framework.
· Ensuring that safety (competent) advisers are in place and

· Considering options to give recognition for positive safety performance. 

The RMG Director for Corporate Responsibility is supported by: 
· The Group Head of Safety. 
· The Head of Corporate Responsibility and Engagement Services. 
· Heads of CSR and 
· Safety ‘competent person(s)’ within each business and function area.
Business Unit Managing Directors and Group Centre Executive Board Members
Each Business Unit Managing Director and Group Centre Executive Board Member is responsible for the preparation and maintenance of a safety policy covering their activities, including the organisation and arrangements for carrying out the policy and setting clearly defined responsibilities and accountabilities.
They must ensure that the Safety Policy, Organisation and Arrangements are implemented and documented. They must ensure that the Business Unit Safety Policy, Organisation and Arrangements are brought to the notice of all staff under their jurisdiction. The policy statement must comply fully with relevant legislation and must be monitored and revised as necessary. Assurance reports are required to be provided to the CSR Committee at the end of each financial year.  
To help them with these safety responsibilities they must appoint a safety ‘competent person(s)’ to provide health and safety assistance. These are safety professionals who have sufficient safety training and experience, or knowledge and other qualities to be able to advise on safety related matters.

Advice and guidance on safety professional competency must be sought from the RMG Director of Corporate Responsibility and Group Head of Safety. 
CSR Committee
The CSR Committee monitors performance for CSR function areas, including safety.
The CSR Committee acts on behalf of the Royal Mail Holdings Ltd Board, meeting on a quarterly basis. It’s responsible for confirming our long-term strategic Safety direction and goals, identifying emerging issues and making recommendations on minimum standards to be achieved across the RMG. The Committee also prioritises safety activities, including those requiring legislative compliance.
Assurance

Each Executive Board Member, Director, Business Unit Managing Directors and Group Centre Executive Board Member must provide annual assurance to the CSR Committee that the safety organisation and arrangements within their area of operation comply with the RMG Safety Policy. In addition they must ensure that the H&S management systems in use within their areas of responsibility are suitable and sufficient, audited and reviewed appropriate to the level of risk. Confirmation of suitability is required from the Group Head of Safety.
Group Head of Safety

The Group Head of Safety advises on RMG Group Safety Strategy, providing expert advice as necessary for Group wide safety issues. He fulfils the role of ‘Competent person’ with regard to safety assistance provided to the Executive Board. This includes advising Group and Business Units on all aspects of safety at work. Their objective is to encourage the development and maintenance of a positive safety culture across RMG by promoting:

· Positive Health and Safety leadership

· Continuous improvement of health and safety management systems 

· Consultation with employee’s and stakeholders

· Cooperation between health and safety professionals

· The efficacy of preventative measures

In addition they lead on fatal and serious incident investigations from across the RMG, liaising with external agencies and supporting Corporate Responsibility and Engagement Operations accident investigating officers.  
The Group Head of Safety must prepare an annual assurance report for the Executive Board each May, covering corporate arrangements and assurances from Business Units and RMG Functional areas from the preceding financial year.   The objective being to assess the level of compliance against the safety management system. A process of safety management system audits must be used to test compliance. 
The Group Head of Safety is supported by:

· Legal Services.
· Group Head of People Development.
· The Head of Corporate Responsibility and Engagement Services.
· Members of the Senior Safety Professionals Forum.

· Trade Union Safety Representatives

Group Head of People Development

The Group Head of People Development has responsibility for providing advice to the Group Head of Safety on how the learning and development needs of the RMG Safety Strategy might be met, working with internal and external suppliers to identify and meet the learning and development needs. Where the learning and development needs may be more effectively managed with each Business Unit, the Group Head of People Development will work with nominated BU contacts to ensure that any learning and development is in line with RMG Safety Strategy.

The Group Head of People Development is supported by:

· Head of Learning Services

· Learning Services Safety expert

· Heads of learning and Development in BU’s (or nominated contact as above) 

Head of Corporate Responsibility & Engagement Services

The Head of Corporate Responsibility and Engagement Services manages service provision of:

· Independent safety auditing and assurance, 
· Independent  fatal & serious accident investigation, 
· Legislative reporting of RIDDOR. 
· Data reporting and analysis of incidents, audits and trends.
· Benchmarking best practice

· Managing personal injury claims 
In addition, they provide central support to Group Expert and Business Units in policy development and provision of safety systems. These include: 

· Provision of a national pool of safety professionals to assist operational units. 
· Provision of central contact point for advice and support on safety matters and 
· Supporting CSR contact centre (managed by People Engagement Services).
· Supporting Policy/Safety product development.
Health and Safety Professionals (Competent persons)

Each Executive Board Member, Director, Business Unit Managing Directors and Group Centre Executive Board Member for each operational area must appoint a ‘competent person(s)’ as defined in, and in accordance with, Regulation 7 of the Management of Health and Safety at Work Regulations 1999. 
A person shall be regarded as competent where they have sufficient health and safety training and experience or knowledge to enable them to properly advise on health and safety related matters. The competent person shall advise on statutory compliance, and will provide guidance on the suitability of the health and safety management system within their remit. This includes the planning, implementing, monitoring auditing and reviewing of the health and safety management system in their area of responsibility.

The Business Unit or Function Area competent person is required to provide details and copies of the health and safety policies, arrangements and audits, as described above, to the Head of Group Safety no later than the 30th April each year.  
Royal Mail Group Property
Royal Mail Group Property is responsible for acquiring, designing and developing property assets required for operational and support use across the Group. It will undertake these functions through the employment of competent contractors and other suppliers and has responsibility for monitoring the performance of those parties. Premises acquired or otherwise provided for business use shall be fit for purpose and comply with relevant legislation. 
Royal Mail Support Services Facilities Management

Royal Mail Support Services Facilities Management (FM) is responsible for maintaining all premises used by Business Units across the Group in a safe and healthy condition. This responsibility is delivered by external contractors and other suppliers of goods and services and FM are responsible for ensuring competence and monitoring the performance of these parties.  
Responsibilities include:
· Formulation of safety standards for the provision and maintenance of premises

· Coordination and cooperation with premises users and others in the Group Safety Community.
· Monitoring the performance of all suppliers of facilities services

Royal Mail Assets 

RM Assets are responsible for procurement and management of all physical assets used in Royal Mail Group excluding property and letters sorting equipment. Its principle component parts are:

· Vehicle Services – maintenance of  the RM Group fleet of vehicles

· Warehouse – storage and supply chain logistics inc POL stationery and high value items

· Driver and fleet solutions including fuel, driver training and risk assessment and Accident Management centre

RM Assets undertake risk assessment procedures to ensure that hazards are removed or suitably controlled before procurement and introduction for use within RMG.
Royal Mail Group Procurement
Group Procurement (GP) drives the procurement process, negotiates commercial arrangements, and governs the means by which Procurement solutions are delivered. It will support the management of safety risks relating to procurement projects through deployment of safety schedules to appropriate contracts (including where necessary the requirement for compliance with Royal Mail’s Safety Standards for contractors working on Royal Mail Group premises). GP will work with business stakeholders to determine suitable safety standards for goods purchased and integrate these into the tendering process, and support quality assurance checks and monitoring of compliance with these standards. It will also work to promote high safety standards through the supply chain, including the use of site audits for locations where products are manufactured for Royal Mail Group. Governance of safety is at Procurement Leadership Team (PLT) level and is managed through the GP risk process with monthly reviews of risks and mitigating actions. 
General Counsel/Legal Services

Provides compliance and legal advisory support.

Internal Audit & Risk Management (IA&RM)

IA&RM is an independent, objective, assurance and risk management function that assists the Holdings Board to discharge its responsibility to establish and monitor an effective system of risk management and internal control. IA&RM prepares an annual plan providing for the review of significant operations and activities in Royal Mail Group. The purpose of each review is to provide assurance on business unit/function activities to ensure that corporate governance is effective, and that risks and controls are being properly managed. 

The Holdings Board or Group Head of Safety may seek, on a periodic basis, independent assurance from IA&RM on the effectiveness of the Group's safety management system.

Royal Mail Group Security

The overarching objective of the Group and Business Unit Security teams is to create a secure environment for Royal Mail Group’s people, customers, assets and products. They deliver this by understanding how crime impacts on Royal Mail Group and work collaboratively within business units to develop and deliver pro-active and reactive responses to crime threats. 

Safety management and robust risk assessment is integral to their way of working due to the nature of their roles.

Specifically, Royal Mail Group Security teams will:

· Ensure that the Safety theme runs through all Group and Business Unit security policies, wherever this is appropriate

· Ensure the Group’s safety management principles and standards are explicit in all Security activities.

· Establish safe systems of work for those work activities 
· Report all security-related health and safety incidents in accordance with standard business practice. 
Group Safety Forum
Reporting into the CSR Committee, the Group Safety Forum is the consultation vehicle for all Group (corporate) safety related issues, including consultation regarding Group Safety Policy, Organisation, Arrangements, Standards and Guidelines.

The Group Safety Forum membership comprises of Senior Health and Safety Practitioners, Trade Union Safety Representative and Functional Officers, such as HR or Facilities Management and Property Group. The constitution, objectives and terms of reference of this forum will be published and available to all employees. The Forum is chaired by the RMG Director for Corporate responsibility and will meet at least twice annually.
Health and Safety Management System
The RMG Safety Policy sets out the requirement to manage safety and to aid those responsible for delivery, The Health and Safety Executive (HSE) management system (HSG65) has been identified as the minimum standard within RMG for safety management systems. 

Details of the health and safety management system are provided in ‘Successful Health and Safety Management’ (HSG65) (ISBN 0-7176-1276-7) available form HSE books. 

It provides guidance for Directors, managers, health and safety professionals and employee representatives who want to improve health and safety in their organisations. It sets out the management system components to ensure that continuous improvements are made in health and safety delivery. These include details of; 

· Effective health and safety policies; 
· Organising for health and safety; 
· Planning and implementing; 
· Measuring performance; 
· Auditing and reviewing performance.
A diagram is produced showing the links in this safety management system in Appendix 1.
Group Safety Standards
Group Safety Standards are produced to address corporate safety issues where it is appropriate to have a single standard that applies across all Business Units. The Head of Group Safety will work in conjunction with the senior safety professionals to produce Group Safety Standards and will advise on suitability for purpose.  They will consist of a higher level ‘policy’ statement on the subject and may be subject to further guidance if necessary, in the form of Group Safety Guidance Notes.

Group Safety Standards will be circulated for consultation via the Group Safety Forum. Group Safety Standards are endorsed by the CSR Committee. 

Group Safety Guidance Notes
Group Safety Guidance Notes provide detailed information and instruction on a specific topic. They may be stand alone documents or linked to a Group Safety Standard. They may include background information or specific instructions in relations to process or procedure in relation to any safety issue. 

Groups Safety Guidance Notes are meant to provide topic specific, easily digestible information useful for all employees, managers and safety professionals. The Group Head of Safety will work in conjunction with the senior safety professionals and other Stake holders to produce Group Safety Guidance Notes.

Group Safety Guidance Notes will be circulated for consultation via the Group Safety Forum.

Trade Union Safety Representatives

The role of the trade union safety representatives is crucial to the delivery of a safe working environment, high standards of safe working practice and a positive safety culture. It is recognised that they must be involved in health and safety issues and will engage at all levels of the organisation and provide information and assistance to the staff they represent and to safety practitioners and managers in safety related matters.

To ensure that this working relationship is engaged to consider corporate wide issues the (joint Royal Mail/Trade Unions) Group Safety Forum has been established to ensure employee engagement on Group wide safety issues at the strategic level. 
RMG Senior Safety Professional’s Forum

Chaired by the Group Head of Safety this forum includes the safety ‘competent’ persons of the Business Units and the Head of Corporate Responsibility and Engagement Services. It will include representatives from the function areas mentioned in the Group Safety Organisation and Arrangements. The primary function of this forum is to lead the safety professional community within the RMG. This will include; 

· Formulating Group Safety Standards and Group Safety Guidance Notes.

· Sharing best safety practise.

· Cooperating and coordinating on safety assurance matters

· Supporting other safety professionals within the RMG safety community.

· Horizon scanning for legal, standards or guidance changes.  

In addition it will be an access point for quest speakers from external sources to enhance learning and development, bench marking and best practice.
Appendix 1 
RMG Health and Safety Management System from Successful Health and Safety Management (HSG65) (HSE)

Information link

Control link



















Full details of the management actions required can be found in Successful Health and Safety Management, available from HSE books (ISBN 0-7176-1276-7).
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