
Health & Safety 
handbook  
template

Health & Safety handbooks are a crucial part of ensuring your business and employees’ safety. They:

So, let’s take a look at what an effective Health & Safety handbook should look like.

 Provide clear, documented 
communication. This means 

that neither employers or 
employees can act without 
claiming to know what the 
other is accountable for.

Enhance Health & Safety 
engagement. Having 
something tangible in 

place helps to increase the 
cultural uptake of safety 
around your business.

Provide a written point 
of reference. So if either 
party veers away from 

what’s documented in your 
handbook, there’s cause for 

questions to be raised.

Break down what the document will include by item, title and page number, like this:
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If you make any changes to your Health & Safety handbook after the date of its inception, make note of this in 
the ‘Amendment record’ section. Details required:

Here’s an example of what your introduction should say:

In compliance with the requirement of Section 2 of 
the Health and Safety at Work etc. Act 1974, [your 
company name] are effectively discharging their 
statutory duties by preparing a written Health & 
Safety Policy. A copy of the policy and associated 
employee handbook, which outline our health and 
safety arrangements and organisational structure, are 
held at [your company name] main place of business.

[your company name] are aware that in order to 
ensure the Health & Safety Policy is maintained 
effectively, it is essential that all references and 
information are up-to-date and accurate. Should any 
changes occur within the business e.g. introduction 
of new processes or systems etc. or, if changes 
occur that impact on the organisation of health and 
safety responsibilities, reflective policy updates and 
amendments will be made to this document.

The Health & Safety Policy and management system 
requires constant monitoring by [your company 
name] management, and in particular to be reviewed 
following changes to the business and following 
accidents or incidents to ensure continual legal 
compliance. 

In order for [your company name] to discharge 
its statutory duties, employees are required, by 
law, to co-operate with management in all matters 
concerning the health, safety and welfare of 
themselves and any other person who may be 
affected by their acts or omissions whilst at work. 
[your company name] encourages all employees 
to inform management of any areas of the Health 
& Safety Policy that they feel are inadequate 
or misrepresented, to ensure that the policy is 
maintained as a true working document.

2. Amendment record

3. Introduction

Version Date Author Version comment

Start with 1.0 
for your original 
version, and then 
systematically go 
up to 2.0, 3.0, 4.0, 
etc. 

This is the date 
changes were 
made to your 
handbook. 

This is the person 
who made the 
changes to your 
handbook.

This is where you 
reference what 
changes have 
been made.

Example 1.0 17.02.2017 Jane Doe
Document 
published.

Example 2.0 04.12.2017 Joe Bloggs

Review of waste 
disposal and 
work equipment 
policies.
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Health & Safety policy 
statement

Environmental  
statement

Food safety  
statement

There are three statements (depending on applicability) to implement:

Using a group who has practices based throughout the UK, here’s an example of a safety management structure:

This is an important part of your Health & Safety handbook, as it informs everyone of where issues need to be 
escalated to, and who holds responsibility over residing areas. 

Health & Safety policy statement: the importance of Health & Safety in ensuring the health, safety and 
welfare of all individuals working for your business, and your role and responsibility in making sure your policies 
and processes are maintained and adhered to by all.

Environmental statement: acknowledgement of the environmental impact of any of your activities, and how 
you plan to reduce any negative impacts. Policies might include to: dispose of waste safely and legally; work 
with environmentally responsible suppliers; and minimise the use of energy, water and natural resources – to 
name just a few.

Food safety statement: Unlikely to be needed for a veterinary practice, but we’ve included this information 
anyway. Outline both your and employees’ responsibilities for the effective management of food safety. An 
example of an employer responsibility might be to provide adequate resources to ensure that proper provision 
can be made for food safety. And an example of an employee responsibility could be to not interfere with or 
misuse anything provided. 

4. Statements

5. Safety management structure 

Employer

Directors

General Manager
(South)

General Manager
(Midlands)

General Manager
(North)
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In this area, you should cover off things like: management responsibilities; employee responsibilities; employee 
obligations; requirements under the Management of Health and Safety at Work Regulations; locum and self-
employed personnel responsibilities; information relating to the provision of Health & Safety law; and joint 
consultation. 

If you need a hand filling in any of the blanks, get in touch with our industry-leading Health & Safety experts. 

Next up are your individual policies. A few examples of what these may be include:

The final section of your handbook is where employees are required to acknowledge that they’ve received, 
read and understood the contents of the document. In addition, their signature also acts as their agreement to 
comply with the rules set out in your handbook.

You should request the following details:

 — Name

 — Signature

 — Date

 — Email address.

With our online management platform – Atlas – this can all be done electronically.

Health & Safety handbooks can be a complex document to nail on the head – we get that. That’s why we take the 
hassle out by producing them for you. 

To find out how we can help you today, get in touch with the team on 0345 844 1111

Remember, this list is by no means exhaustive. For a full list of what needs to be included, speak to one of our 
Health & Safety experts on 0345 844 1111.

Each policy falls under its own item, and should include a breakdown of things like: a description of what it is, 
why it’s important and who it effects; associated hazards; and employee responsibilities.

— Access and egress

— Accident reporting

— Alcohol and drugs misuse

— Confined spaces

— Emergency plan

— Fire aid in the workplace

— Work at height

— Gas safety

— Legionella

—  Display Screen Equipment 
(DSE)

— Lone working

— Risk Assessments

—  Control of Substances 
Hazardous to Health 
(COSHH)

— Radiation.

6. Employer and employee responsibilities

7. Individual policies

8. Receipt of Health & Safety

Help with Health & Safety


