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1. INTRODUCTION 

The Board of Trustees of Peterhead FC Community Foundation (PFCCF) are committed to 
continually ensuring the health and safety of staff or volunteers and to providing a safe and 
suitable environment for all those attending our premises or events. 

This policy applies to all locations owned or operated by PFCCF including satellite sites. 

2. RESPONSIBILITY FOR HEALTH AND SAFETY MATTERS 

The Foundation Chairperson of the Board of Trustees has overall responsibility for health 
and safety and the operation of this policy and will ensure that this policy is reviewed 
annually or more frequently if deemed necessary. 

The Foundation Chairperson is supported by the PFCCF Community Services Delivery 
Manager who has day-to-day responsibility for health and safety matters. 

3. PFCCF EMPLOYEE AND/OR VOLUNTEER RESPONSIBILITIES 

PFCCF expects anyone that represents PFCCF to demonstrate good standards of conduct 
and performance towards colleagues and members of the public. Anyone displaying 
characteristics or misconduct that undermines the policies, procedures and core values of 
the club will be subjected to the PFCCF’s Disciplinary Procedure that could ultimately lead to 
dismissal and potentially criminal proceedings where a law has been broken. 

Every Volunteer or employee of PFCCF has a duty to take reasonable care for the health 
and safety of themselves and of other persons who may be affected by their acts or 
omissions at work.  

Every Volunteer or employee of PFCCF also have a duty to co-operate with applicable safety 
rules and follow instructions for the safe use of equipment.so far as is necessary to enable 
the Foundation to perform its civil and statutory obligations.   

Personal Protective Equipment (PPE) where provided MUST be used in the conditions as 
required by the activity risk assessment and the Health and Safety at Work, Etc. Act 1974. 

Any equipment fault or damage must immediately be reported. PFCCF employees and/or 
volunteers should not attempt to repair damaged equipment unless trained to do so.  

If you have a concern, it must be reported to the PFCCF responsible person at the site. 

4. CONSULTATION, CO-OPERATION, AND COLLABORATIVE CULTURE 

No organisation can exist successfully without good and trusting relationships between 
everyone in it and developing a Collaborative Culture will enable issues to be raised without 
fear or favour. 

The most important quality of an organisation is the ability to communicate effectively, so as 
well as the PFCCF Policies and procedures, PFCCF Trustees will operate a “open door” 
policy for safety consultation and any other operational matters for individuals to raise any 
concerns they may have.  

Where a matter affects the health and safety of PFCCF employees and/or volunteers or 
operated facilities, there will be a safety consultation held on the proposed changes.  

5. TRAINING 

PFCCF will ensure that employees and/or volunteers are given adequate training and 
supervision to perform allocated tasks competently and safely. 

At a PFCCF operated facility employees and/or volunteers will be given a safety induction 
and provided with appropriate safety training, including (as applicable) first aid, manual 
handling, and the control of substances hazardous to health (COSHH). 

6. RISK ASSESSMENT 

For any Foundation event or activity, a risk assessment will be conducted to assess the risks 
to employees, program users and spectators and identify any mitigations that need to be in 
place to reduce the risk.  



Before attempting to carry items, which could cause injury (manual handling), a manual 
handling assessment should be conducted. 

If you use a computer screen or other display screen equipment (DSE) habitually as a part of 
your work, a workstation assessment is to be completed and organise your activity so that 
you take frequent short breaks from looking at the screen. 

7. FIRE SAFETY 

On discovering a fire do not attempt to tackle it unless it is safe, and you have been trained 
or feel competent to do so. You should operate the nearest fire alarm and, report the location 
of the fire.  

If you hear a fire alarm, leave the facility immediately by the nearest fire exit, do not stop to 
collect belongings and go to the fire assembly point. Do not re-enter the facility until told to 
do so. 

8. COMPLAINTS  

Anyone that believes that they have suffered any form of service failure, discrimination, 
harassment, or victimisation is entitled to raise the matter in a complaint. All complaints will 
be dealt with seriously, promptly, and confidentially in accordance with the PFCCF 
Complaints procedure. 

PFCCF will deal with any complaints seriously, promptly, and confidentially. PFCCF 
employees and/or volunteers must be aware of the procedure for handling complaints.  

PFCCF will take all reasonable steps to ensure that employees or volunteers do not suffer 
victimisation or retaliation for bringing a complaint or raising a concern. It is unlawful and a 
disciplinary offence for employees or volunteers to victimize or retaliate against anyone for 
raising a complaint or concern. 

9. SAFEGUARDING or CHILD PROTECTION CONCERN 

If you feel a member of Peterhead FC Community Foundation has: 

• behaved in a way that has or could harm a child or vulnerable person.  

• possibly committed a criminal offence against or related to a child or vulnerable 
person.  

• behaved towards a child or vulnerable person in a way that indicates they may pose 
a risk of harm. 

• behaved or may have behaved in a way that indicates they may not be suitable to 
work with children or vulnerable persons. 

For Safeguarding Concerns reporting follow the procedures in the Safeguarding & Child 
Protection Policy or email the PFCCF directly and the concern will be raised with the 
Safeguarding team. 

10.  SUBSTANCE ABUSE 

For this policy, a substance is defined as anything which chemically modifies the body's 
functions resulting in physical, psychological, or behavioural change.   

PFCCF employees and/or volunteers are forbidden to produce, supply, offer to supply or 
possess illegal drugs at any time whilst on PFCCF business or at a PFCCF location.   

PFCCF reserves the right to take whatever action it considers appropriate if it believes that 
anyone on PFCCF business is under the influence of alcohol, drugs or other substances 
impairing that individual’s performance or putting any person at risk, which may include 
contacting the police. 

If a PFCCF employee and/or volunteer performance or conduct is considered by PFCCF to 
be affected or impaired by substance abuse, or it is suspected to have been a factor in an 
incident or there is evidence of substance abuse, the employee will be required to submit to 
a search or tests for the presence of illegal substances.  

PFCCF reserves the right to conduct searches, if there is reason to believe that illegal 



substances may be present on PFCCF operated facilities.  If the PFCCF employees and/or 
volunteers refuse to comply with a search or medical test request, they will be dealt with 
under the Disciplinary Procedure. 

PFCCF employees and/or volunteers who believe that they may have a substance abuse 
problem, such as drug or alcoholic dependency, should seek medical advice before it affects 
their performance or conduct at work.  

PFCCF employees and/or volunteers consulting a doctor for a condition which may affect or 
impair the performance of their work or for drugs which may be prescribed, the PFCCF 
employee and/or volunteer is required to inform the Trustees.  

If PFCCF employees and/or volunteers contravene these rules they will be subject to 
disciplinary action up to and including summary dismissal.  

11. INCIDENT INVESTIGATION 

All incidents should be reported without exception on the Incident Report Form and if 
required in the Accident Book. 

The completed incident form must be sent to the Trust Chairperson, who will initiate or 
delegate an investigation, to establish the facts of the incident, interview the those involved 
or witnessed the event to determine immediate causes and underlying factors and any 
remedial / improvement actions to prevent a reoccurrence.  

For reporting purposes categories of Incidents with an injury are: -  

• Near Misses (NM) – The incident has the potential to cause injury or damage.  

• First Aid (FA) - Injured party is treated by First Aider and resumes activity.  

• Restricted Work Case (RWC) - The injured party will require time off work (less than 3 
days).  

• Medical Treatment Cases (MTC) - The injured party receives treatment from doctor or 
hospital.  

• Fatality – The Injured party dies as a result of the incident. 

Incidents shall be investigated fully and in a transparent manner in accordance with Incident 
Procedure to improve or remedy any shortfall in our procedures or policies. 

The Foundation Chairperson is responsible for keeping incident records and submitting 
reports to the relevant authorities if required under the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 2013 (RIDDOR). 

12. MEASURING PERFORMANCE  

PFFC will measure how effective this policy is in assessing and mitigating the identified risks 
and delivering the collaborative culture in regards health and safety. 

The Foundation Chairperson will include in their annual report a health and safety 
performance review outlining the highlights and lowlights of the HS&E year and any remedial 
actions taken by the foundation to continuously improve our health and safety performance.  

13. QUERIES 

If you have any queries in relation to this policy, please direct them to any of the Board of 
Trustees of Peterhead FC Community Foundation (PFCCF). 


