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Introduction 
 
This document sets out the safety management strategy to be adopted by The Insurance Institute of Peterborough. 
 A Health & Safety policy is not legally required for organisations employing less than five people.  As local institutes comprise of volunteers rather than employees, a formal Health & 
Safety policy is not required.  
This strategy document has been prepared to define the way a local institute will manage Health & Safety and meet the requirements of Section 2 (3) of the Health & Safety at Work Act 1974.  
 The Health & Safety strategy is split into three sections: 
 1. Statement of intent which sets out how the local institute is committed to manage 

their risks and meet their legal duties.   2. The organisation section states who is responsible for what and informs people of 
their duties. It is the chain of command in terms of Health and Safety management.   
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 1. Statement of intent 
 Health and Safety Strategy Statement 

 The CII is the world's largest professional body dedicated to the insurance, savings and financial services sectors. It has over 100,000 members in over 150 countries and has an 
annual turnover in excess of £30 million.  
Individually, the CII’s members commit to continuing professional development, through learning and examination, to maintain their professional standing.  
This is achieved through a network of local institutes and a dedicated group of industry volunteers offering a range of key local benefits.  This includes: 
• Technical and regulatory seminars and training courses • Career guidance, mentoring and knowledge services 
• Social and networking activities • Community engagement initiatives • Local news and information 
 This health and safety policy document is designed to assist The Insurance Institute of 
Peterborough to ensure that it understands its responsibilities under UK Health and Safety Law, namely the Health and Safety at Work Act Etc. 1974.   
The Insurance Institute of Peterborough must ensure that health and safety is an important function of its business, events or any other processes undertaken in relation to the CII. 
 The Insurance Institute of Peterborough will so far as is reasonably practicable: -  
Continuously improve in health and safety performance through the constant development of their health and safety processes. 
 Ensuring that;-  

 Hazards are identified, assessed and controlled to reduce the risk to which employees/volunteers and others may be exposed. 
  All employees/volunteers are involved in the development of the safe working practices which are part of a comprehensive risk management process. 
  A positive health and safety culture through communication and consultation is 

developed.  
 Safe plant and equipment are provided and maintained.   Safe handling and use of substances. 

  Information, instruction, supervision and training are provided to develop 
employees/volunteers as a key resource and improve competence.   Accidents and cases of work related ill health are prevented. 

  Safe and healthy working conditions are maintained. 
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Responsibility for monitoring compliance with this strategy rests with the local institute council. This is accomplished by assessments, inspections and reports by the council 
members.  
This strategy document will be reviewed at least annually or after any significant change.  The Insurance Institute of Peterborough accepts responsibility for the health and safety of 
other people who may be affected by its activities. The allocation of duties for safety matters and the particular arrangements which members will make to implement the strategy are set 
out in this document.  The strategy document will be kept up to date, particularly as the business changes in nature 
and size.  
  
 The Insurance Institute of Peterborough  
  
   
  
   
 Name and signature of Responsible Person 
 Phil Hayes  
 
  
   
Date: 30th July 2015  
                 
Next review date: 30th July 2017  
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2. Organisation 
 Local Institute Structure 

 
Overall responsibility for health and safety and ensuring that day-to-day this strategy document is put into practice is that of the local institute president.   
To ensure health and safety standards are maintained / improved, the following people have responsibility in the following areas:  
 Local Institute President 
   
Responsibilities:   

 Prepare and keep an up to date statement of the company’s strategy for Health & Safety and ensure that it is brought to the attention of all employees/volunteers; 
 Understand the statutory requirements affecting the company’s operations;  Ensure that appropriate training is given to all staff/volunteers as necessary, that records are maintained and the training needs of individuals are regularly reviewed 

against job requirements;  Ensure all necessary insurance is arranged and report incidents to insurers; 
 Arrange for fund and facilities to meet requirements of the company strategy;  Prepare instructions for the organisation and methods for carrying out the company policy, to make sure each person is aware of their responsibilities and the means by 

which they can carry them out;  Insist that sound working practices are observed as laid down by codes of practice 
and that work is planned, hazards identified, risks assessed and methods of working comply with statutory provisions and company standards;  Establish a system for the distribution of safety literature throughout the company. 

 Maintain a log / accident register.  
Local Institute Deputy President      
Responsibilities: 
  Ensuring that all works are conducted in a manner that is safe and without risk to 

employees/volunteers Health & Safety;  Identifying employees/volunteers training requirements for their tasks;  Ensuring work is carried out in accordance with local institute procedures;  
 Ensuring employees/volunteers are aware of the risks associated with their tasks and are briefed on the control measures;  
 Implementing the CII members occupational  Health & Safety procedures;  Leading by example and promoting Health & Safety; 
 Read and understand this Health and Safety strategy and ensure that it is brought to the notice of employees/volunteers under their control. Carry out all work in accordance with its requirements; 
 Do not allow employees/volunteers to take unnecessary risks;  Ensure that new employees/volunteers, particularly apprentices and young people, 

are shown the correct method of working and all safety precautions;  Report immediately any defects of plant or equipment;  Set a personal example by carrying out their own work in a safe manner; 
 Look for and suggest ways of eliminating hazards;  Ensure first aid equipment is regularly checked. 
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Local Institute Council Members 
  
Responsibilities:   

 Co-operate with the President and Deputy President on health and safety matters;  Not interfere with anything provided to safeguard their health and safety;  Take reasonable care of their own health and safety and report all health and safety 
concerns to an appropriate person (as detailed in this strategy document);  Read and understand the company health and safety strategy and carry out their 
work in accordance with its requirements;  Use the correct tools and equipment for the job;  Keep work equipment in good condition; 

 Report immediately to the management any defects in plant or equipment;  Do not use plant or equipment for work for which it was not intended or if you are not 
trained or experienced to use it;  Warn other employees/volunteers, particularly new employees/volunteers and young 
people, of particular known hazards;  Report any injury to yourself which results from an accident, even if the injury does not stop you working; 

 Undertake any training provided.  


