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SECTION 1.0

Health & Safety Policy 

The Directors of The Business intend to comply with their legal duties as defined under the health and safety at work act 1974, in particular:

· Section 2, General duties of employers to their Personnel.
·  Section 3, General duties of employers and the self-employed to people other than their Personnel.
And all appropriate statutory instruments to provide a safe working environment and the absence of risk to health and safety of all our Personnel, and persons who may be affected by our undertakings.  

Our statement of general policy is:

· To provide adequate control of the health and safety risks arising from our work activities.

· To consult with our Personnel on matters affecting their health and safety.

· To provide and maintain safe plant and equipment, to ensure safe handling and use of substances.

· To provide information, instruction and supervision for Personnel.
· To ensure all Personnel are competent to do their tasks, and to give them adequate training.

· To prevent accidents and cases of work-related ill health.

· To maintain safe and healthy working conditions, and to review and revise this policy as necessary at regular intervals.

Our statement of specific functional intentions

· To carry out our services with all due regard and compliance with relevant health and safety and environmental regulations.

· To undertake our designs and specifications such that all due consideration is given to


ensure that the health, safety and welfare of persons, assets and structures and others who 
may be affected is a primary consideration in our designs and specifications.   

· To carry out our designs with all due consideration to the environmental impact both during construction and subsequently through all other life cycle periods of the structure.

Safety Goals and Objectives:

· We shall so far as reasonably practicable, have zero reportable injuries, dangerous occurrences or diseases that are notifiable to the Health and safety executive as required under RIDDOR. (The reporting of injuries diseases and dangerous occurrence regulations 1995.( Revised 2012)
· Zero enforcement notices, improvements or prohibitions served by any enforcing authority due to a failure to comply with any statutory requirement.

· Zero non -compliances with environmental legislation leading to enforcement notices being served on The Business.

· Zero situations or conditions resulting in a breach of any Statutory requirement so far as is reasonably practicable. 

Director / Responsible Person ( Sign).................................... Print.............................. Date..................
Section 1.1
Environmental Policy

The Business are committed to protecting and enhancing the environment. Prevention of pollution and enhancement of the environment are fundamental to the Company’s business.

It is the policy of The Business to :

1. Comply with all existing environmental legislation;

2. Identify any risk of pollution arising from our activities, or services, which shall then be eliminated or effectively controlled to meet or exceed all regulatory requirements in relation to environmental control.

3. Reduce to a minimum unnecessary materials, resources and energy consumption. Reduce to a minimum the environmental effect on all future developments and carry out an appraisal of the environmental effect of our works
4. Reduce waste to the lowest practicable level ensuring responsible disposal of waste created and received, undertaking environmental audits, measuring the results against established targets

5. Advocate Employee involvements in all environmental matters, providing suitable training and support to all Personnel  with regard to our environmental policy.

6. Minimise any adverse environmental effects caused as a result of our activities, products, designs or specifications adopting the principle of BATNEEC ( best available techniques not entailing excessive costs)
7. To understand better the impact of our operations on the environment and our capacity to improve matters.
8. Ensure any persons working for or on behalf of the Company behalf are made aware of and agree to comply with this policy.

9. Seek to ensure that products, and or services supplied or provided by third parties can be handled, stored and disposed of in a manner which safeguards the environment and the health and safety of all.

The Business will operate in a manner designed to minimise environmental hazards. We will minimise risk and protect our Personnel  and others in the vicinity of our operations by employing safe technologies and operating procedures and by being prepared for emergencies. 

The Directors will evaluate and address the environmental implications of its decisions, and will continually monitor the Company performance in relation to its environmental obligations. Our Company will commit the necessary resources required to implement these principles.

This policy is endorsed for and on behalf of The Business.

 ( Sign).................................... Print.............................. Date..................
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SECTION 2.0 
ORGANISATION FOR HEALTH AND SAFETY











SECTION 2.0 -ORGANISATION FOR HEALTH AND SAFETY.

2.1Overall Responsibility

The  Directors of The Business have overall responsibility for the development and implementation of the health and safety policy.

The Director with overall management responsibility for health and safety is XXXXXXX
Delegated responsibilities for health and safety are detailed below, however the ultimate success in managing health and safety rests with all staff and Personnel who shall at all times diligently undertake and ensure that all health and safety procedures designed to enact the requirements of the The Business Health and Safety Policy, are understood by staff and Personnel, and monitored to ensure they are being applied. 
The Director shall ensure that adequate and competent supervision is provided to all Personnel  and visiting workers, and ensure that all Personnel  are provided with appropriate information, instruction, training and protective equipment. 
Before starting work, XXXXXXX shall ensure that all new Personnel will receive essential training in general health and safety procedures, including those relating to fire, first aid and out of hours working. 
Responsibility for specific safety training relating to a job rests with XXXXXXX
Risk assessment shall be the proactive method to identify hazards at an early stage in any of our or activities, and shall form a significant element of The Business safe systems of work. The findings of risk assessments must be brought to the attention of all Personnel , staff and contracted workers.
Mr Lee Whitworth shall be the Director responsible for the following:
· Training of staff and Personnel  
· Purchasing of health and safety equipment.
· Inducting of new starters. 
· Health surveillance 
· Provision for first aid. 
· Statutory inspections and examinations of plant and equipment 
· COSHH 
· Manual handling. 
· Monitoring of health and safety standards. 

· Fire and emergency management provisions. 
· Health and safety resource, PPE, equipment, and health and safety co-ordinators 
In addition the Director shall at all times demonstrate in their actions, visibly and actively promote high standards of health and safety at all times. 
RESPONSIBILITIES OF KEY PERSONNEL

2.2
Directors
1. Will be directly responsible for the publication and acceptance of the organisations General Policy on Health and Safety, but will delegate the direct responsibility for its implementation, and communication to staff, Personnel and sub-contractors.
2. Will appoint a Health and safety co-ordinators / consultant who shall assist in ensuring the provision of health and safety advice and the effective implementation and monitoring of health and safety systems and procedures as defined in this document. Safety Co-ordinators are currently:  
3.
Will provide that necessary support to those responsible for implementing this 
policy.

4.
Will ensure safety actions targets are set and
periodically review safety performance 
and achievements against the objectives set.

5.
Will promote a pro – active safety culture and philosophy which will permeate into 
all activities undertaken and 
reach all personnel involved in them.

6.
Will ensure that any necessarily required funding is made available to enable 
health and safety matters to be effectively managed.

7.
Will ensure that management meets with Personnel or their representatives at 

formal meetings so that health, safety and welfare matters can be raised and                                     


resolved.

RESPONSIBILITIES OF KEY PERSONNEL

2.3
Operations Manager 
The Operations Manager has the day to day responsibility for Health & Safety within the Company for those external project works under his control.  He must ensure that high standards of Health & Safety are met within the workplace to protect Personnel and others visiting project sites.  In doing this He and the Directors, are not only discharging their duties to the Company but also their own personal responsibilities under Health & Safety legislation.

Without detracting from their own responsibilities for Health & Safety, Directors may delegate to specified Managers/Employee’s, responsibility for the implementation of Health & Safety procedures.  These nominated Managers/Employee’s will receive basic training in safety management.
1. Ensure at all times that Health and safety systems and procedures are understood by staff and Personnel and are being implemented such that external auditing of safety systems and procedures result in recorded satisfactory compliance.
2. Ensure the appointment of nominated competent health and safety advisor and that such persons are provided with sufficient time and resource to carry out their respective duties.
3. Ensure that all health and safety systems are being applied by undertaking periodic audits

4. Shall at all times promote the company’s health safety and environmental responsibilities and obligations as defined within this document.

5. Ensure adequate provision of equipment to reduce risk of injury to staff or Personnel., and that such equipment is maintained to be fit for purpose and that where for reasons of health and safety that staff and Personnel  are trained in the use of such equipment.
6. Ensure the provision of those arrangements detailed within this document for consultation with all Personnel, such consultation being undertaken on a regular a basis

7. Shall ensure that the maintenance of fixed plant and equipment is undertaken.

8. Shall ensure that suitable and sufficient arrangements are in place for safety and welfare of all Personnel and visitors.

9. Shall ensure that any systems or procedures for emergency is known, and such arrangements are clear and subject to at least one annual test.

10. Shall receive and as necessary chair any accident or incident investigation by way of demonstrating Managements commitment to health and safety.
11. Shall ensure compliance with the appropriate sections of the Construction (design and Management) Regulations 2007.

            12 Carry out inductions of new starters including those temporary workers.
13 Ensure that all new starters are provided with Employee handbook

14 Shall promote health and safety within the workplace wherever that shall be.
15 Undertake regular audits on health and safety standards and compliance including the 
      work environment and personal behaviour and attitude of Personnel and staff

16 Communicate to Personnel and staff on a regular basis matters relating to health, 
safety and the environment.

17   Provide advice as and when required to Personnel on matters relating to
 health and safety.

  18   Shall investigate all serious accidents and dangerous occurrences, suggesting actions 

       to prevent recurrence. 

19 Will establish fire precautions arrangements in all new workplaces and bring to the

      attention of Personnel.
 20   Ensure that method statements and risk assessments are prepared for all activities, 
        involving due consultation with Personnel in the preparation of method statements and 
        risk assessments.

RESPONSIBILITIES OF KEY PERSONNEL

2.4
HEALTH AND SAFETY CONSULTANTS 
XXXXXX in agreement with management will provide the health and safety services listed below: -
1.
Appointment as “Competent Person” under regulation 7 of the Management of 
Health and Safety at Work Regulations 1999.

2       The preparation, installation and maintenance of this General Policy on Health and 
      Safety.

3. Will have a delegated direct responsibility for providing health and safety advice and support to all levels of management within the organisation and to 
Personnel as appropriate.

4. Will be directly involved in the development of the safety action plan monitoring and reviewing progress towards meeting with set objectives and measuring that progress.

5. Will advise senior management on governing legislation (or changes in it) which influence their operations/activities, ensuring that methods and procedures are altered to reflect any changes.

6. Will advise line managers regarding safe systems of work and any instance where such systems must be in writing.

7. Will ensure that line management is developing and promoting a positive health and safety culture assisting where appropriate.

8. Will attend formal safety meetings in any capacity deemed necessary, assisting 

in the formulation of agenda’s, and monitoring the performance of departments and the organisation.

9. Will maintain accident figures/statistics for each department area and the 
company, watching for any trends where corrective actions may be necessary.

10. Provision of a 24-hour telephone advisory service.

11. Risk action assessments on the premises or other locations in accordance with the contract with the provision of a report and individual assessments.

12. The implementation or provision of health and safety training where specified in the contract.

13. The provision of further assessments where previously arranged, covering the Control of Substances, Display Screen Equipment, Manual Handling, Noise and Air, when appropriate.

14. Liaison with Enforcing Authorities.

15.
Investigation of a serious accidents/injuries and emergency situations.

2.5

      RESPONSIBILITIES OF PERSONNEL / SUB CONTRACTORS
All our Personnel and sub-contractors must:

1.
Comply with the Health and Safety Policy.

2.
Fully observe the Safety Rules

3.
Report any safety hazard within their work area or malfunction of any item of 
plant or equipment to management.

4.
 Fully conform to all written or verbal instructions given to them to ensure their 
personal safety and the safety of others.

5.
Dress sensibly and safely for their particular working environment or 
occupation.

6. 
Conduct themselves in an orderly manner in the work place and refrain from any 
form of horseplay.

7.
Use all safety equipment and / or protective clothing as may be provided.

8.
Avoid any improvisations of any form which could create an unnecessary risk to their personal safety and to the safety of others.

9. 
Maintain and implements any equipment in good condition and report any 
defects to management when they occur.

10.
Report all accidents to management whether injury is sustained or not.

11.
Attend as requested any training course designed to further the needs of health 
and safety.

12.
Observe all laid down procedures concerning health and safety rules of behaviour.
13.   
Observe the fire evacuation procedure and the position of all fire equipment and 
exit routes.

In addition to the above responsibilities, the Health and Safety at Work etc. Act 1974, Places legal duties, on all our Personnel .
These are;

Section 7   “Health and Safety at Work etc. Act 1974”

a.
To take reasonable care of the health and safety of themselves and of other 
persons who may be affected by their acts or omissions at work.

b.
To Co-operate with Management to enable the employer to carry out his legal 
duties or any requirements as may be imposed.

Section 8    “Health and Safety at Work etc. Act 1974”

No person shall intentionally or recklessly interfere with or misuse any item provided in the interest of health, safety and welfare.
Regulation 14 of the Management of Health and Safety at Work Regulations 1999 further extends the duties of Personnel in the following manner;

1.
Every employee must use machines, equipment, dangerous substances, transport 
equipment, means of production or safety device provided by the employer, in 
accordance with the training and instructions received (whether this is written or 
verbal).

2.
Every employee must inform the employer or any other employee with specific 
health and safety responsibilities for fellow Personnel.
a.
Of any work situation where it is considered that the training and 


instruction received by themselves or a fellow employee, could represent 

a serious and imminent danger to their health and safety and


b.
Of any matter where it is considered that the training and instruction 


received by themselves or a fellow employee, could present a failure in 


the employers protection arrangements for their health and safety, even 


where no immediate danger exists.

NON-PERSONNEL 
The Business also has a legal responsibility to those not in its direct employment but who are affected by the Company activities.  These include other contractors, sub-contractors, Personnel of other companies who may be visiting the premises, undertaking work on behalf of The Business and or under their direct supervision or instruction, and to members of the public who may be affected by The Business undertakings.
It is important that all Personnel are aware of the consequences of their actions and activities and to avoid doing anything that could affect the Health & Safety of other persons.

All sub-contractors working directly for The Business particularly those who shall be required to work on projects, occupied dwellings, unoccupied dwellings etc before work can start, shall be advised of any specific requirements or circumstances of the work which could adversely affect their Health & Safety.  Account must also be taken of the effect of their activities on other Personnel, other such persons who may also be affected in relation to Health & Safety, especially in those areas where there could be significant risk.


2.6


Monitoring of Health and Safety Policy
The Directors and Operations Manager in conjunction with the Health and Safety consultant will regularly monitor compliance and implementation of health and safety policy and make recommendations to adjust or revise it accordingly. 
There will be regular audits of health, safety and environmental compliance undertaken.;

Responsibility for taking appropriate corrective actions on recommendations arising from the safety audits rests with the Directors. 
Monitoring of performance means checking the effectiveness of the health and safety management systems.

Measures shall include the following methods;

a)
Review of Safety, Health and Environmental performance on a monthly basis 
through the safety committee.

b)
Regular work place compliance auditing, undertaken at each Contracts, 
compliance recorded on standard check list. Audits shall be undertaken quarterly. 
Corrective action plans shall be developed where necessary to bring about any 
improvements to safety compliance.

c)
Continued professional development days shall seek to develop an ongoing attitude 
to improving the performance of the organisation.

d)
Incident and near miss investigation shall provide the means by weaknesses in 
systems or attitude may be identified and improvements and adjustments identified.

Review of Health and Safety Policy 
This statement of health and safety policy will be reviewed regularly by company Directors and the Health and safety committee and any necessary amendments or additions will be implemented.
The policy shall be amended as and when it is no longer appropriate to the needs of the Organisations due to:

· Changes in service or function of The Business
· Changes in legislation affecting The Business
· Results of Incident investigations

· Changes in personnel

· Changes in equipment, or processes

Changes shall be notified and communicated to all Personnel .
The policy shall generally be subject to review every 12 months
SECTION 3.0 

ARRANGEMENTS FOR HEALTH AND SAFETY



































































































































































































































































































































































































































































































3.1
Arrangements for Health & Safety

The procedures contained in this part of the Health & Safety Policy provide guidance on the measures that must be taken by Directors, Site Supervisors, Personnel and Sub contractors to effectively minimise Health & Safety risks.  In following these measures, you will not only be working towards best practice in the management of Health & Safety but you will be discharging the Company’s and your own legal responsibilities.

The principals employed are based on requirements for the effective management of Health & Safety outlined in Health & Safety Commission (HSC) Codes of Practice and Health & Safety Executive (HSE) Guidance HS(G) 65 Successful health and safety management.

We recognise that the key elements of successful health and safety management are as set our below as identified within the Health and safety publication.  “Successful Health and Safety management” HS (G) 65 

1.
Policy

Our policy will be cost effective and aimed at achieving the preservation and 
development of physical and human resources and a reduction in financial losses and 
liabilities. Our Health and safety policy will influence and allow activities and decisions, 
including those regarding the selection of resources and information, the design and 
operation of working systems, the design and provision of products and/or services, and 
the control and disposal of waste

2.
Organising
To achieve high health and safety standards our organisation will be structured and operated to enable our health and safety policy to be put into effective practice. We appreciate that this will be helped by the creation of a positive culture, which 
secures involvement and participation at all levels. We recognise that this will need to be sustained by effective communications and the promotion of competence that enables all our Personnel to make a responsible and informed contribution to health and safety 
issues. We understand that the visible and active leadership by senior managers is necessary to develop and maintain effective and functional health and safety management.

3.
Planning
We will adopt a planned and systematic approach to policy/ implementation. Our aim is to minimise the risks created by work activities, products and or/ services. We will use risk assessment methods to decide priorities and set objectives for hazard elimination and risk control.  Performance standards will be established and performance measured against these.  Specific actions needed to promote a positive health and safety culture and to eliminate and control risks will be identified.  Wherever possible, risks will be eliminated by the careful selection and design of facilities, equipment and processes, or minimised, using physical control measures. Where this is not possible systems of work and personal protective equipment will be used to control risks
4.
Measuring performance

The success of action taken to control risks will be assessed through pro-active, self-monitoring involving a range of techniques. This will include an examination of both hardware (premises, plant and substances) and software (people, procedures and 
systems), including individual behaviour.  Failures of control will be assessed through reactive monitoring, which will require the thorough investigation of any accidents, ill-heath or incidents with the potential to cause harm or loss. In both proactive and reactive monitoring our objectives will not only be to determine the immediate causes of sub-standard performance but, more importantly, to identify the underlying causes and the implications of the design and operation of the health and safety management system and the prevention of recurrence.

5.
Auditing and Reviewing Performance
We are aware that learning from all relevant experience and applying the lessons 
learned, are important elements in effective health and safety management. This will be done systematically through regular reviews of performance based on data both from monitoring activities and from independent audits of the whole health and safety management system.  This data will form the basis for our self-regulation and our compliance with Sections 2 to 6 of the Health and Safety at Work etc Act 1974. Commitment to continuous improvement will involve the constant development of policies, systems, procedures and approaches in the implementation and techniques of risk control.

HS(G) 65-Successful health and safety management chart




























THE BUSINESS
3.2
Safety Rules 
A
WORKING PRACTICES
1 Personnel must not operate any item of plant or equipment unless they have been trained and authorised to do so.
2 Personnel must make full and proper use of necessary PPE.
3 Personnel must report to management immediately any fault, damage, defect or malfunction in any item of plant, equipment, or implement.
4 Personnel must not clean any moving item of plant or equipment.
5 Personnel must not leave any item of plant or equipment in motion whilst unattended unless authorised to do so.
6 Personnel under the age of 18 years must not operate any item of plant or equipment unless they have received sufficient training or are under adequate supervision.

7 Personnel must not make any repairs or carry out maintenance work of any description unless authorised to do so.

8 Personnel must use all substances, chemicals, liquids, etc in accordance with all written instructions.

9 Personnel must return all substances, chemicals, liquids etc to their designated safe storage area when not in use and at the end of the working day.
B
HAZARD WARNING SIGNS AND NOTICES
1 Personnel must comply with all hazard/ warning signs and notices displayed on the premises, or on external project sites.
C.
WORKING CONDITIONS/ENVIRONMENT

1.
Personnel must make proper use of all equipment and facilities provided, to control working conditions/environments.

2.
Personnel must keep stairways, passageways and work areas clear and in a clean and tidy condition.

3.
Personnel must dispose of all rubbish, scrap and waste within the working area, using the facilities provided.
4.  
Personnel must use the correct methods when removing any articles of waste for disposal.

5.
Personnel must clear up spillages or liquids within the work area in the prescribed manner.

6.
Personnel must deposit all waste chemicals and other substances at the correct disposal points and in the prescribed manner.

7.
Personnel must not pollute watercourses. Sewers or drains with chemicals, or 
substances.

D
PROTECTIVE CLOTHING AND EQUIPMENT
1.
Personnel must use all item of protective clothing/equipment provided as 
instructed.

2.
Personnel must store and maintain protective clothing/equipment provided as 
instructed.
3.
Personnel must report any damage, loss, fault or unsuitability of protective 
clothing/equipment to their supervisor.

E
FIRE PRECAUTIONS

1.
Personnel must comply with all laid down emergency procedures.

2.
Personnel must not obstruct any fire escape route, fire equipment or fire doors.

3. 
Employers must report any use of fire fighting equipment to their supervisor.
F
EMPLOYERS TRANSPORT

1.
Personnel with company vehicles must carry out regular checks of their vehicles paying attention to tyres; oil, radiator, water and windscreen wash in accordance with the company’s manual.

2.
Personnel must not drive or operate any vehicles for which they do not hold the 
appropriate driving licence or permit.

3.
Employers must not carry unauthorised passengers or unauthorised loads.

4.
Personnel must not use vehicles for unauthorised purposes.

5.
Personnel must not overload vehicles above the stated capacity.

6.
Personnel must not drive or operate vehicles whilst suffering from a medical condition or illness that may affect their driving or operating ability.

G
ACCIDENTS
1.
Personnel must seek medical treatment for any injury they may receive, no matter how slight it may seem to be. Upon returning from treatment they must 
report the incident to supervision.

2.
Personnel must report all accidents and dangerous occurrences to management as soon as it is practicable.

3.
Personnel must notify management of any incident in which damage is caused to property.

H.
HEALTH

1.
Personnel must report to management any medical condition which could affect 
the safety of themselves or others.

2.
Personnel must co-operate with the management on the implementation of the medical and occupational health provisions.

I.
RULES COVERING GROSS MISCONDUCT

An employee will be liable to summary dismissal if he/she is found to have acted 
in any of the following ways:


1.
A serious or wilful breach of safety rules.

2.
Unauthorised removal or interference with any guard or protective device.

3.
Unauthorised operation of any item of plant or equipment.

4.
Unauthorised
removal of any item of first aid equipment.

5.
Wilful damage to, misuse of or interference with any item provided in the
interests           
of health, safety, or welfare at work.

6.
Unauthorised removal or defacing of any label, Sign or warning device.

7.
Misuse of chemicals, flammable, hazardous or toxic substance.

8.
Smoking in any designated “NO SMOKING” areas.

9. 
Smoking whilst handling flammable substances.

10.
Horseplay or practical jokes which could cause accidents.

11.
Making false statements or in any way deliberately interfering with evidence following an accident or dangerous occurrence

12.
Misuse of any item of equipment, utensil, fitting/fixture, vehicle or electrical 
equipment.

3.3
Health, Safety and Welfare

The workplaces health safety and welfare regulations, places a range of duties on Employers to provide adequate welfare, comfort and ergonomic facilities to Personnel. Such arrangements shall include the provision of:
Facilities for washing, taking of meals and rest, and the cleanliness of the workplace including the disposal of waste. Provision of hot and cold water, and a clean supply of fresh drinking water.

Workplaces shall be adequately lit, of a suitable temperature, provided with fresh air and provide sufficient working space for everyone.

Windows and doors traffic routes and the condition of floors must be safe, including all means of access and egress. All workplaces shall be maintained.

The Business will comply with the provisions of the workplace health safety and welfare regulations unless premises are leased and as such rests with the owner/ landlord.

The Business has made suitable arrangements for the cleaning of their offices, and in the design and layout of the workplace equipment that consideration has been given to lighting, and working space.

Appliances and equipment owned by The Business is subject to regular maintenance or inspection, e.g. portable appliances, power tools.

3.4
Fire and Emergency

Fire prevention

The Business shall in accordance with the requirements of the Regulatory reform fire safety order 2005, place duties on Employers to self regulate and to appoint a responsible person for fire and fire prevention arrangements and to ensure adequate arrangements for emergencies and escape routes so far as is reasonably practicable.
All workplaces under the direct control, either permanently or temporary shall be subject to a fire risk assessment to determine the appropriate fire prevention and fire control measures to be provided.

Fire and Emergency Evacuation

Fire and Emergency Evacuation Procedures / Instructions should be in place on all Contracts.  They identify the action that needs to be taken in the event of a fire or other emergency. Personnel are made aware of the fire escape routes at Robins Bank Works at induction.

 The Operations Manager shall be responsible for ensuring that all fire detection and fire fighting equipment, extinguishers etc are checked and inspected on a regular basis. In addition he shall ensure that all new starters are made aware of the fire and emergency procedures during their induction.

On Company premises, the senior person present will contact the emergency services and supervise the evacuation of Personnel as appropriate.

Evacuation procedure;
Should it be necessary to evacuate personnel from the building; -
· The Responsible/Nominated person shall contact the fire brigade

· The Responsible /Nominated person shall obtain or require the visitors book to be collected and taken to the assembly point.

· All persons shall evacuate the building by the quickest and most available exit

· A roll call shall be undertaken ensuring that all persons are present.

· If any person is missing, under no circumstances shall any person re enter the building to initiate a search.
· The Responsible /Nominated person shall liaise with the Senior fire officer when he arrives on the site.
Site fire and emergency procedures shall normally be specified by the Client or Principal Contractor at induction.
Other premises/ workplaces
When working in other buildings particularly if the building is a workplace, the occupier is responsible for establishing the fire and emergency arrangements, including alarms and actions to be taken in the event of an alarm sounding.

In all other circumstances it shall be the responsibility of the Operations Manager to determine the appropriate course of action to be taken in the event of a fire emergency and ensure that staff or Personnel  are aware of these arrangement

Assembly Point

Details of the location of the fire assembly point should be provided to new Personnel or visitors new to the premises/site.  If it is not provided then a safe location must be decided on and Personnel informed by the Contracts / Site Supervisor.

Fire Fighting Equipment

Fire Extinguishers will normally be located at various appropriate locations within the premises, and suitably signed. All extinguishers owned by the The Business are checked annually by service contract.

Personnel should be aware of the different types of extinguishers, their uses and their location.  Extinguishers should only be used if it is safe to do so and if there is a safe means of exit.

Fire Exits

All fire exits must be suitably identified, and must be kept clear at all times. During working hours, all fire exits must be kept unlocked.  It is essential that all Personnel know the exact location of the nearest fire exit to them.  If they are unaware of this they must ask their Manager or the health and safety co-ordinator.

Fire Drills

A fire drill shall be carried out at least once per year at The Business offices.
References:
Regulatory Reform Fire safety order 2005
3.5
First Aid

The first aid workplace regulations places duties on Employers to assess the requirements for first aid and to then make arrangements that are adequate for the circumstances at the place of work.

Frank Barnes cranes has appointed and qualified suitable person to provide first aid, and a suitably stocked first aid box. The name of the appointed first aider shall be provided as part of the The Business induction training to all new Personnel and contractors.

The office first aider is responsible for ensuring the first-aid kits are restocked as required. 
Personnel without formal first-aid training should not attempt to give first aid, nor should tablets or medicines be kept in the first-aid box. 

If first aid treatment shall be required at locations other than the main office this shall normally be provided by:
· The occupier of the premises / nominated persons
· Usually the Principal Contractor will provide a first-aider and first-aid facilities on site and The Business Personnel should use these services in the event of an accident.

Should neither of these alternative exist then the injured person shall call the emergency services if this is appropriate.  

References

The First aid at work regulations 1981
Qualified first aiders are: 
3.6
Reporting, Recording of Accidents

In practice, the measures taken to ensure a safe and healthy working environment cannot eliminate every hazard and all accidents, no matter how trivial, must be recorded in the Contracts Accident book . 

Any accidents requiring medical attention (other than those involving minor first aid) or which result in lost time, must be immediately reported to: The Project/ Contract Manager. Any Director 
.
Subsequently the Health and safety consultant- Compass HSC shall be notified as soon as reasonably practicable.
RIDDOR, (Reporting of injuries diseases and dangerous occurrences regulations) place a legal duty to inform the enforcing authority of any accidents involving death or major injuries which  must be reported  immediately via the Incident Control Centre on 0845 300 9923.

Where there is an absence from work of over seven consecutive days resulting from an accident (or an act of physical violence whilst at work) the HSE must be notified on form F2508 within ten days by fax on 0845 300 9924.

In the event of a fatality or a major injury contact will be made with the Health and safety Consultant for investigative action to be taken and for any subsequent liaison with the HSE.

RIDDOR- Notifiable events, to be reported by the quickest practicable means.

Major injuries include:

Amputation

Fracture of skull

Fracture of bones other than toes and fingers

Loss of sight

Injury to a member of the public requiring 24 hospital stay

Electrocution leading to unconsciousness, or resuscitation, or hospital treatment lasting 24 hours.

Chemical or hot metal burn to the eye or any penetrating injury to the eye.

Dislocation of shoulder hip or knee.

Over 7-day lost time event.

Diseases

Anthrax

Brucellosis

Leptospirosis

Tetanus

Asbestosis

Mesothelioma

Exposure to radioactive sources
Acne












Hepatitis
Tuberculosis

Dangerous occurrences

Failure of lifting equipment

Collapse of a structure

Failure of pressure equipment

Contact with overhead electrical cables

Reference :
Reporting of injuries, diseases and dangerous occurrences regulations 2013
3.7
Accident investigation

It shall be the policy of The Business to investigate all injuries and near misses no matter how trivial.

The process shall be determined by the seriousness of the event, or injury consequence.
Incident investigations shall also be carried out in circumstances where no physical injury or damage to property has occurred but in circumstances where a procedure or rule has not been followed or a failure of system has occurred- such events shall be classified as “near misses”
In all circumstances, The Business shall implement the following principle

Learning from accidents and near misses is a vital tool in loss prevention.

Incident /accident investigation philosophy is based on three considerations;

· Establish what was happening

· Determine what went wrong

· Make recommendations to prevent a reoccurrence

In seeking to resolve these three elements The Business actively operate a positive learning opportunity by operating its incident/ near miss investigations and learning based on a “no blame” approach.

Minor injuries, or failings shall be investigated informally with the person directly involved and his/ her line manager and also involving the health and safety co-ordinator.

All injury, near miss events shall be investigated within 3 days of the occurrence.

Serious injuries, damage to property / asset, in the first instance the contract manager and health and safety co-ordinator shall where the occurrence took place away from the office, visit the site and obtain information through photographs and witness testimony of the circumstances of the event.

A formal incident investigation shall be held as soon as reasonably practicable involving all those persons concerned and formerly chaired by the Operations Manager, and discretionary invitations to the Health and safety consultant.

A written report detailing;

i) The attendees

ii) The circumstances of the event

iii) A summary of causes

iv)
A list of recommendations to prevent a reoccurrence, including actions on individuals and time frame for completing such actions.






iv) The report shall be circulated to attending persons for agreement on factual issues, before being circulated to Directors for further comment.
3.8
Control Of Substances Hazardous to Health (COSHH) 2012
General Introduction

The Control to substances hazardous to health regulations place an absolute duty on Employers to prevent exposure of any employee to any substance classified as harmful to health.

The Business shall undertake a COSHH assessment on all substances used to determine the entry routes into the body and the health consequences from exposure.

In preventing exposure The Business shall apply the recognised hierarchical process of:

· Eliminate – do the task without the use of harmful substances

· Substitute- do the task with less harmful substances

· Change the process- do the job differently, e.g. use liquids as opposed to inhalable solids

· Enclose- Use in areas which prevent exposure to others

· Engineering controls- Introduce extraction to remove dust or vapour

· PPE- Last resort, but must be selected provided and where necessary training provided.

If undertaking a COSHH assessment information in the form of Manufacturers safety data sheet shall be required. (MSDS)
This identifies the chemical/ substance hazards and the harm the chemical/ substance can cause from the various entry routes into the body.

The COSHH Assessment shall use the information contained in the MSDS to determine the risk of exposure and the consequence of exposure but in so doing shall consider how the substance is to be used;

Key factors

Quantity of substance used

Frequency of use

Duration of application/ exposure

Method of application or use
Work area substance is being applied, e.g. confined space

Always read the instructions on the label before using the substance.
Do not use substances from unlabelled containers unless you are sure of its contents.
References: 
Control of substances hazardous to health (COSHH) Regulations 2012
3.9
Electricity At Work

Electrical Supplies

It is essential that the premises electrical supplies conform to BS7671 (IEE Wiring Regulations) and all site supplies conform to BS7671 and BS7375 (Code of Practice for the distribution of electricity on building and construction sites).

The supplies to the office premises will be inspected every 5 years to fall in line with IEE recommendations for low risk premises.

Electrical Apparatus

Under the Electricity at Work Regulations electrical equipment must be maintained in a safe condition so that users are protected from hazards such as electrical shock or fire.  All company owned electrical apparatus and equipment including portable appliances shall in the first instance be purchased to be compliant with relevant British/European Standards(BSEN).
 All portable electrical appliances shall be registered on a common database, after the first 12 months of use the equipment shall be subject to annual Portable apparatus testing (PAT), identified through appliance labels and examination certificates kept at the respective Contracts responsible for the equipment.

A visual inspection of equipment must be carried out before it is used.  If there are defects or any doubt about the serviceability of equipment this must be brought to the attention of the safety co-ordinator.

· Defect / repair records shall be used to notify the head office of the requirement for repair of an item of equipment.

References:
Electricity at work regulations 1989

3.10
Work Equipment

Work Equipment means any machinery, appliances or tools used within the workplace.  Equipment provided by The Business includes computers, road vehicles, vehicle maintenance steps and ladders etc.

The Provision and use of work equipment regulations 1992 places duties on suppliers, Designers, manufacturers and employers to provide and maintain work equipment to be safe and fit or purpose at all times. 

Equipment must be suitable by design and construction for the work it is intended for and must be used only in accordance with the manufacturers specifications and instructions.  If equipment is adapted steps must be taken to ensure its suitability for the intended tasks.
 The Business will ensure when purchasing or hiring work equipment that it is suitable for the working conditions and any risks in the workplace (or additional risk caused by introducing the equipment).

To minimise the risk from any work equipment Frank Barnes Cranes will ensure that new, second hand or hired equipment meets relevant safety standards, that suitable switching off and isolation facilities are provided, and that marking and warnings on the equipment meet the required standards.
 Company owned equipment will be properly maintained and this includes any guards, interlocks, warning signs and warning devises. Records shall be kept of any repair or maintenance work carried out on equipment 

Personnel will be adequately trained and instructed on safe use of any equipment used in the workplace. A record of such training shall be retained on the Personnel training record.
The Operations Manager is responsible for ensuring all equipment is regularly maintained.
Damaged or defective equipment shall be removed immediately from service and notified to the head office using the appropriate documentation.

Reference:- 
The Provision and use of work equipment regulations 1998
3.11
Health, Safety and Environmental Inspections / audits
The Management of health and safety at work regulations 1999, stipulates a legal requirement on Employers to provide safe systems of work and to maintain the workplace and its environment in a condition that is safe and without risk to health.  The Business recognises these responsibilities and in line with its commitment to a good standard of Health & Safety, has arranged for workplace inspections to be carried out to ensure compliance with the policy, good practice and legislative requirements.

Inspections are carried out with the aim of monitoring compliance with legal requirements and accepted good practice.  They also provide an indication of the managerial and supervisory involvement in Health & Safety by looking at the maintenance standards, working practices and housekeeping levels of the Company premises and sites.

Inspection report forms should be completed for formal scheduled inspections.  These should show hazards identified and the actions required, and person responsible for remedying any problems and target dates (depending on the seriousness of the defect) set.

These inspections will be carried out as required by the Operations manager, and as required the external health and safety consultant. The frequency of Audits, inspections will be dependant on the individual circumstances at each site and the degree of risk. 

References;

Workplace health safety and welfare regulations 1992
The Management of health safety at work regulations 1999

3.12
Environmental Management
A E Engineering Ltd are committed to conducting its undertaking in compliance with the relevant environmental legislation and the Environmental Protection Act 1990.  
In addition, we intend to assist our clients and lead by example in meeting all applicable environmental requirements and standards specific to our work activities and project management responsibilities. 
Energy
The company supports the Department of Environment campaign towards responsible energy management by endeavouring to recycle, and reduce waste.
Waste Disposal
Under the Environmental Protection Act 1990, The Business has an explicit ‘duty of care’ in disposing of waste.  The company must prevent the escape of waste and will ensure that it is only transferred to a registered waste carrier, a licensed contractor or a Waste Collection Authority.  

The Environmental Protection (Duty of Care) Regulations 1991 and the Hazardous waste regulations 2005 specify a system of documentation and consignment notes.  When waste is transferred, a written description must be transferred with it and a transfer note completed.

The information required in the transfer note must include:

· Identification of the waste

· Whether loose or in a container

· Kind of container (if applicable)

· Date and place of transfer

· Company & Contractor details

· Producer of the waste – the Company

· Which, if any, authorised transport purpose applied

· Which categories best describe the Company and Contractor eg ‘registered carrier’

Copies of transfer notes must be kept for two years from the date of transfer.

Additionally, arrangements are in place to recycle waste materials and refurbish machinery and parts where this is reasonably practicable.

Responsibilities

The Directors are responsible for the arrangements for the disposal of waste, ensuring the completion of the relevant documentation and maintenance of records, and for ensuring the environmental standards within the Company are met and maintained.

The Company encourages all Personnel to be aware of their impact of their work on the environment and their responsibilities in minimising waste, energy conservation and reducing emissions from plant and equipment.

References:      The Environmental protection act 1990
Environmental Act 1995




































3.13
Toolbox Talks

Toolbox Talks should take place at least once a month.  Each talk should last for 10-15 minutes and have a Toolbox Talk sheet completed (including names and signatures of all present).  These sheets should then be both retained on site, and a copy issued to the main office.
3.14
Working at height
Introduction
This Health and Safety Procedure implements the requirements of the working at height Regulations as they apply to The Business offices and project sites. Basic minimum requirements are as follows:

Ladders and stepladders
· Class 1 Industrial Heavy Duty or Class 2 Light Trade Ladders and steps will be provided and be free from defect.

· Ladders must be secured at the top of each stile by lashing or proper clamps. If not practicable they can be staked at the base, footed or weighted down.

· Ladders must be pitched out near to 1:4 angle as possible.

· Ladders must rise at least 1.05m above a place of landing or secured alongside an upright hand hold.

· Ladders and steps should be free from obstruction at the base area,

· Ladders should be pitched plumb, either with a levelling device or a prepared base.

· One person at a time only should be allowed on a ladder.

· Heavy materials or tools will not be carried, either ascending or descending ladders.

· Ladders should be used only for access or light work of short duration.

· Ladders must be pitched with the reinforcement either under the rungs or facing the building.

· Overhead cables will be identified and rendered safe, when using metal ladders.
Scaffolds and trestle platforms
· Scaffolding and mobile towers will be erected to BS5973 standards and manufacturers instruction before use. Tower scaffolds shall only be erected by PASMA licensed persons.
· Scaffolding and mobile towers will be inspected, by a competent person, before use.

· Bay width and loading tables will be strictly adhered to.

· Scaffold incomplete notices will be displayed as required.

· Access ladders will be secured to prevent unauthorised use after working hours.

· Sheeted scaffolds will comply with the amended standards to BS5973 with regard to tying in.

· Scaffolds will be secured against bad weather conditions and short boards secured down.

· Guard rails, toe boards will be maintained in good order.

· Entries in the F91 register will be monitored for all platforms over 2m high.

· Inspections will be carried out by a competent person.

· Scaffold components will be inspected to ensure good condition.

· Sole boards, not less than 1,000 square cm, will be fitted under base plates, other than on concrete or steel surfaces.

· Design drawings must be available for special scaffolds.

· Mobile towers will be moved from the base.

· No persons permitted to remain on platforms during the moving and repositioning of the tower.

· For mobile towers, the height to base ratio must not exceed manufacturer’s instructions or 31/2: 1 inside buildings or 3:1 outside buildings.

· For static towers the height of base ratio should be 4:1 inside buildings and 31/2:1 outside buildings.
Selection of appropriate work equipment shall be determined following the hierarchal process show in Fig 1

Hierarchy of Control for working at height

Fig 1
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Reference Documents: 
Working at height regulations 2005

3.15
Manual handling
This Health and Safety Procedure implements the requirements of the Manual Handling Operations Regulation 1992, and the associated guidance given in the Health and Safety Executive’s “Guidance on Regulations”.

The Regulations require employers, as far as is reasonably practicable, to avoid the need for Personnel to undertake manual handling operations at work which involve a risk of their being injured.  To achieve this each work activity involving manual handling operations must be assessed to identify the risks of injury and measures to be implemented to reduce the risks to the lowest level reasonably practicable.

The Operationsl Manager is responsible for ensuring that the requirements of the Manual Handling Operation Regulation 1992 are implemented at The Business sites.

Identification and Assessment

The Operations Manager shall identify and record work activities involving manual handling operations, and which involve a risk of injury.

Any measures identified in the Assessment must be communicated to the personnel undertaking the activities when issuing the work instruction and/or where the measures involve the use of mechanical aids these must be available prior to the commencement of the activities.

The Assessment should be recorded and kept on file for future reference by the health and safety co-ordinator.

The findings of the assessment must be brought to the attention of staff and Personnel. Personnel must ensure that they understand the Assessment and can comply with the control measures identified prior to commencing work.

 Sub Contractors
Specifications for work should identify Manual Handling Operations required by the work.

Method Statements, supported by risk assessments should demonstrate the assessments of Manual Handling Operations and indicate how the risks presented by manual handling has been eliminated where possible, or where not practicable, mitigated.
Equipment

All equipment, apparatus and materials likely to be manually handled must be suitably labelled either permanently or temporarily with the weight and where appropriate the distribution of that weight.

Equipment brought on site must also comply with this requirement.
Training

It is the responsibility of the Operations Manager to ensure that personnel working at/for  The Business are adequately trained to demonstrate competence in complying with Assessments and undertaking manual handling operations, particularly where mechanical plant is to be used. 
Injury Reporting

Injuries arising from Manual Handling Operations must be identified in the Accident Reporting System.  
Assessment Review

Assessments should be periodically reviewed by the The Operations Manager to ensure that they meet any changed circumstances relating to the work activity.  Feedback from personnel having trouble in complying with the requirements of any Assessment should also prompt a review on the practicality of the Assessment and suitable modification of the control measures.
Manual handling assessment

Manual handling activities shall be assessed using the following activity characteristics

T –Task factors

I- Individual personal factors

L- The Load (s)

E- The Environment

Reference documents:
Manual Handling Operations Regulations 1992

3.16
Construction, Design and Management Regulations 2015
The introduction of the Construction (Design and Management) Regulations (CDM), represented a a safety first approach to Health & Safety on construction sites.  The aim is to ensure that Health & Safety considerations are considered from the very start of a project right through to completion and ultimate demolition.  These regulations constitute good industry practice and The Business will ensure they are applied to all construction and building activities.

Specific duties are placed on the client and those responsible for the design and management of projects and these duties carry all the way through to sub-contractors and self employed persons on site.

The Business are likely to act in the capacity of  Contractor.
The Business shall ensure that all sub contractors are proven to be competent, and that all relevant health and Safety information has been supplied prior to engaging in work on site, such as risk Assessments and method Statements.
The Business will ensure that all documentation required by the Client or the Principal Designer is supplied in a timely manner and that written approval is obtained prior to commencing on site.

Reference:
CDM Regulations 2015
3.17
PPE

The Business shall require that all Personnel and staff standard Personal protective equipment (PPE).Standard PPE shall include:
· Hard hats

· Safety shoes

· Hi- Viz jackets

· Weatherproof Clothing

· Half face respirators

· Selection of Gloves, including HAVS suppression.
· Light eye protection

· Full face screens for grinding and burning activities

All PPE will be personal issue.

The Business shall provide, and replace PPE as and when necessary, and shall also provide training where necessary in the use of the PPE.

Personnel shall use PPE as per the manufacturers instructions. Personnel shall report any damage or defect as soon as it has been noted.

Personnel shall wear PPE when the hazard is evident or when instructed

Reference; 
The Personal protective equipment regulations 1992
3.18
Display Screen equipment

The Display screen equipment regulations require Employers to assess the likelihood of risk to Personnel health when operating visual display equipment. Conditions such as repetitive strain injury, eye strain, can lead to physical and psychological ill-health conditions if the work station is inadequate designed.
Poorly arranged work stations can result in Personnel being affected by work related upper limb disorders and musculo-skeletal disorders.
Each work station shall be assessed for its overall ergonomic suitability.

As necessary the Employer shall make suitable adjustments to ensure the compatibility between the operator and the workstation.

The Display screen equipment assessment shall consider the following factors:

The Chair

The work environment; -
Working space

Natural and artificial light

Surfaces and reflective glare

Temperature 

Humidity

The work station shall be re-assed on an annual basis, and Personnel  are encouraged to report any health and welfare problems as early as possible.

Reference; 
Display screen equipment regulations 1992
3.19
Contractors

Section 3.0 of the Health and safety at Work Act 1974, places duties on Employers to Personnel  of other Employers to take reasonable care of their health and safety.

This requires that any person employed by another when working in or for The Businessis afforded a duty of Care responsibility 

The Contractor should be provided with any information or training as may be necessary to ensure his/her health and safety due to risks inherent within The Business premises, or work areas under the control of The Business
Contractors shall only be employed or engaged after all reasonable enquiries and checks have been made to ascertain his / her competency

In all cases contractors, shall be inducted by the relevant The Business Contracts before carrying out any work.

Inductions shall clearly identify:

Emergency procedures

Safety rules

Health and safety standards

Contractors engaged to undertake physical work shall be required to provide an appropriate method statement and this shall be supported by a risk assessment.

Reference;
Health and safety at work Act 1974- Section 3.0
3.20
Stress

Stress results from many circumstances and conditions, typically overwork, time pressure. However stress can develop within Personnel due to relationships both inside work and outside of work, inadequate working conditions, and unreliable equipment.

The Health and safety at Work Act 1974 require Employers to ensure so far as reasonably practicable the health, safety and welfare of their Personnel, and to take reasonable steps to prevent harm etc occurring. Specifically the Management of health and safety at work regulations 1999, require employers to carry out risk assessments to determine the hazards which left uncontrolled could lead to harm be that physical, biological, ergonomic chemical and of course psychological , i.e stress.

Instrumental in the prevention of causes that may lead to stress is the role of Managers at all levels, and significantly that;

Directors introduce and implement a stress management policy

Provide opportunities for staff and Personnel to openly discuss their concerns which may affect their short term and ultimately long term health and occupational welfare

Train Managers to be aware of both the causes of stress and the signs and consequences of stress.

Regular employee discussions and consultation will help provide opportunities to staff and Personnel to discuss concerns.

The Directors of The Business are committed to protecting the health, safety and welfare of our Personnel. We recognise that workplace stress is a health and safety issue and acknowledge the importance of identifying and reducing workplace stressors. 

This policy will apply to everyone in the company. Managers are responsible for implementation and the company is responsible for providing the necessary resources. 
3.21
Violence/ Bullying at work
The Health and safety at Work Act 1974 require Employers to ensure so far as reasonably practicable the health, safety and welfare of their Personnel, and to take reasonable steps to prevent harm etc occurring. Specifically the Management of health and safety at work regulations 1999, require employers to carry out risk assessments to determine the hazards which left uncontrolled could lead to harm be that physical, biological, ergonomic chemical and of course psychological.

 Bullying and violence are unacceptable to the Directors of The Business 

Violence is defined by the Health and safety executive as any situation when a person is abused, threatened, or sustains a physically attack.

Violence in the workplace is a criminal offence

Bullying is defined by the Health and safety executive as any circumstance that results in a person believing that they have been verbally abused, or threatened to any extent that the person concerned is distressed emotionally or psychologically.

The Business Directors endeavour to provide a safe and comfortable working environment, supported by competent and capable managers, staff and Personnel.
Instrumental in the prevention of circumstances which could lead to bullying or violence is the role of Managers at all levels, and significantly that;

Managers encourage staff and Personnel to report any concerns relating to perceived or actual threats of violence or bullying.

The Directors shall make it clear that bullying and violence is not acceptable and will lead to disciplinary measures being taken, including dismissal.
Regular employee discussions and consultation will help provide opportunities to staff and Personnel to discuss concerns.

The risk of violence/ bullying at work shall be assessed for company activities. 

3.22
Drugs and Alcohol

The Directors of The Business are responsible for the health safety and welfare of all Personnel whilst at work, and in addition are vicariously liable for the acts and omissions of their Personnel, even in circumstances where the employee has been negligent in their responsibility to take reasonable care of themselves and failed to co-operate with the employer in so far as enabling him to comply with any statutory provision.
Any person working under the influence of non-prescription drugs, or excess alcohol, is both negligent of their responsibilities in law, and a risk to their own health safety and welfare and the health safety and welfare of others.

The Directors of The Business shall in the interests of health safety and welfare of its undertakings and reputation, and in respect to safe guarding the interests of their clients provide strict rules concerning drugs and alcohol.

3.23
Young persons
The Management of health and safety at work regulations places duties on Employers to ensure the health, safety and welfare of young persons at work. (persons who have not attained the age of 18 years)
The regulations refer to the requirement for Personnel to carryout risk assessments prior to using young persons to carry out the work.
Specifically, consideration shall take into account the following work/task characteristics;

· The physical or psychological capacity of the young person required to achieve the task safely

· The pace of the work

· Extremes in temperature, noise, vibration resulting in harm distraction to mental capability

· Exposure to hazardous substances

· The lack of training supervision, or inexperience

The Business shall carry out a risk assessment for all activities to be undertaken by a young person to determine the hazards, the risks and the effective control measures to be introduced to ensure his/ her health, safety and welfare.

In addition, the following restrictions shall apply to all young persons;

· No young person shall work unsupervised

· No young person shall work under the terms and conditions of a “lone worker”

· No young person shall be required to enter a confined space

· No young person shall be required to drive on Company business other than driving to and from work at the beginning and end of each working day

· No young person shall work at height

· No young person shall be required to carry out any task or activity involving tools or equipment unless he or she has been shown how to use them, or is under the direct supervision of a competent person

3.24
Lone working

The term “lone working relates to a situation whereby a person is unaccompanied and is working in total isolation away from the workplace, and the direct influence of Managers.

In line with the requirements of the Management of health and safety at work regulations (regulation 3), provision of risk assessments, each lone working situation shall be risk assessed to determine the hazards associated with both;

· The task to be undertaken.

· The work environment where the task is to be carried out.

Control measures relative to the features of the task and the hazards posed by the working environment shall be designed and implemented prior to work proceeding.

Control measures should consider;

The physical capability of the person to work alone.

The mental capability and attitude of the person to work safely on their own.

The implementation of suitable arrangements for communication is vital, and the selection of appropriate technology to provide for communication must be determined before work commences.
Actions to take in the event of a foreseeable emergency must be known, and understood.

Work activities likely to require persons to work alone include surveying activities.

3.25
Smoking
Since the 1st of July 2007 all public places and workplace are smoke free, this includes any enclosed place and vehicles used for work.

All smoke free premises including vehicles shall be required to display no smoking signs that meet with the requirements of the law

3.26
Discrimination
The Directors of The Business are committed to and recognise their responsibilities under the workplace discrimination and equal opportunities laws, these are as follows.

Acts of Parliament
The following list of legislation relates to the rights of Personnel.
Equal Pay Act 1970
Sex Discrimination Act 1975
Race Relations Act 1976
Disability Discrimination Act 1995
Human Rights Act 1998
Race Relations (Amendment) Act 2000
Civil Directorship Act 2004 
Disability Discrimination Act 2005
Equality Act 2006

Regulations
Sex Discrimination (Gender Reassignment) Regulations 1999 
Race Relations Act 1976 (Amendment) Regulations 2003
Equal Pay Act (EPA) 1970 (Amendment) Regulations 2003
Employment Equality (Sexual Orientation) Regulations 2003
Employment Equality (Religion or Belief) Regulations 2003
Employment Equality (Sex Discrimination) Regulations 2005
Employment Equality (Age) Regulations 2006
Liability and legal responsibility

As Employers, The Business are legally responsible for the discriminatory acts of the people they employ if the acts are committed during employment, even where those acts are done without either the authority or knowledge of the employer.

Any discrimination or harassment by an individual employee in the course of his or her employment is treated as also being done by the employer, and therefore both employee and employer, The Business are liable. 

Types of discrimination in employment

To discriminate means to classify people into groups and to treat them differently accordingly. Discrimination is unlawful where it is practised against a group that has been protected by law. 













There are several types of legally defined discrimination:

· direct discrimination 

· indirect discrimination 

· victimisation 

· harassment 

· not making reasonable adjustments 

· instructions and pressure to discriminate 

· segregation

Direct discrimination

An example of direct discrimination in employment would be requiring that job applicants have a national origin.

Indirect discrimination

An example of indirect discrimination in employment would be stating in a job advertisement that candidates must be over six feet tall. This could indirectly discriminate against women, who are less likely to fulfil this requirement.
Similarly, a rule against wearing headgear at work could indirectly discriminate against Sikh men who wear turbans in accordance with their religious practice.

Victimisation

An example of victimisation in employment would be if a person who has made a discrimination complaint against an employer is then discouraged from applying for training or promotion because of the complaint.

Harassment

Examples of workplace harassment might include:

· making unfounded threats or comments about someone’s job security 

· unwelcome sexual advances – touching, standing too close, display of offensive pictures 

· deliberately blocking someone’s opportunities for promotion or training.


In the case of a disabled person, the disability discrimination Act requires that we as Employers make reasonable adjustments of our physical layout, e.g improve accessibility and to give fair opportunity to persons who have impaired vision, or other sensory impairments.
Not making reasonable adjustments

The Disability Discrimination Act requires employers to adjust working practices and environments where necessary. This is so that people with disabilities, physical or sensory impairment are not disadvantaged. Common examples of workplace adjustments include:

· laying out furniture so that a wheelchair user can move freely around your office 

· providing a toilet designed for disabled people 

· providing speech recognition software to help someone with motor difficulties use your IT    
systems.

It is the policy of The Business to recognise that every person is capable of offering a positive and beneficial contribution to work, and that all persons have the right to be treated with respect and dignity. The Business recognise equality for all and will make as necessary changes to policy or practice, physical or system, to provide such opportunities, and shall make such provisions and opportunities through:

Risk assessment- to determine the potential for discrimination, harassment etc, and also to identify potential hazards for any person with physical or sensory impairment so as to ensure their health, safety and welfare at work

Provision of training and supervision – Training of Line managers to be aware of type and nature of victimisation, sexual harassment etc at work, and how to deal effectively with any complaint received from any employee who believes that they have suffered or been a victim of such behaviour 

Provision of open door opportunity for private consultation particularly regarding Personnel who have concerns re harassment, discrimination, victimisation, etc, and to then develop an improvement action plan to resolve the causes and circumstances.  
3.27
Driving policy

Due to the nature of the work and activities undertaken by The Business Personnel, driving whilst at work is inevitable. Driving is one of the most hazardous activities undertaken by The Business.
The following are basic requirements to be implemented by The Business Employee when driving on Company business:
· Vehicles, including own vehicles must be in a road-worthy condition, have a valid MOT certificate and be fully insured.

· All drivers must hold a full British driving license

· Vehicles must be serviced as per manufacturers suggested frequencies.

· Persons shall not undertake any journey if they feel unwell or have other concerns about the journey.

· Tiredness kills. Any person who feels tired when driving on Company business shall take a rest break, in general no person shall drive a vehicle on Company business for more than 2 hours without taking a rest break of at least 15 minutes.

· It is prohibited to drive any vehicle whilst under the influence of alcohol, or prescription drugs, particularly if the medication may cause drowsiness. Any person taking medication which may have any adverse effect on their driving capability must inform their line manager.

· The use of mobile phones when driving is only permitted if the phone is hands free, and shall only be used to accept incoming calls unless voice dial facility is activated. No person shall use any mobile phone for texting, reading of texts whilst driving.

· During winter months additional equipment should be carried in the vehicle and may include but not restricted to:

Warm clothing

Blankets

Torch
The management of health and safety at work regulations places duties on Employers to carry out risk assessments which shall identify hazards from the work environment and work activities, determine who is at risk, evaluate the risk and implement adequate control measures to eliminate the hazard, or control the risk. Risk assessments for driving will be mainly generic, where the normal hazards are identified, and normal control measure applied.

Specific risk assessments shall be prepared for car journeys which introduce additional or specific hazards not recognised by the generic assessments.

Risk assessments shall consider the following factors;

The Journey

The vehicle

The driver 

Risk assessments shall be carried out in consultation with the external Health & Safety consultant.
3.28
Risk assessment

As per the requirements of the Management of health and safety at work regulations, regulation 3, The Business shall prepare suitable and sufficient risk assessments for :

· All work activities

· Work environment hazards e.g fire

· Driving

· Young workers

· New and expectant mothers

Risk assessments shall be prepared in line with the Health and safety executive – 5-steps to risk assessment methodology;

Step 1- Identify the hazard

Step 2- Identify who is at risk

Step 3- Evaluate the risk (Severity of harm x Likelihood of the hazard being realised)

Step 4- Devise and implement control measures

Step 5- Review (ensure the control measures are effective)

Suitable – For a risk assessment to be determined as being suitable, requires that persons with such knowledge, experience, qualification is consulted whilst developing the risk assessment.

Sufficient- For a risk assessment to be determined as sufficient, requires that all hazards have been correctly identified.

Risk assessments shall be reviewed annually, or sooner if there is reason to believe that they are no longer valid, e.g:

As a result to changes in activities

As a result of changes to personnel

As a result, to the introduction of new equipment or systems

Changes brought about due to legislation

Failings identified as a result of Incident investigation 

Reference: The Management of health and safety at work regulations 1999
3.29
Consultation with Personnel 
The Business Directors recognise the importance of regular consultation with staff and Personnel and provide for this through informal group discussions relating to promoting a positive health and safety attitude within the company.

The Directors shall seek views from Personnel and shall inform Personnel  of any of the following situations;

· Any material, or physical change to the work place.
· Health and safety training requirements

· Any changes that may affect the health and safety of Personnel 
· The introduction of a health and safety consultant, in providing health and safety assistance.

Reference: The Health and Safety (Consultation with Employees) Regulations 1996
3.30
Lifting operations and lifting equipment 

Mr Lee Whitworth is an appointed person as required under the provisions of regulation 8 of the Lifting operations and lifting equipment regulations
All lifting equipment owned by AE Engineering shall be subject to statutory examination and test. Records of reports shall be kept at the heads office as required under LOLER.

A detailed lifting plan shall be produced prior to undertaking any lifting operations using a mobile crane.

Mobile cranes shall be used in compliance with BS7121 Safe use of mobile cranes

Reference: Lifting operations and lifting equipment regulations 1998
 3.31
Oxyacetylene burning and Welding
The Business shall undertake all necessary precautions to prevent any of their Personnel from being exposed to metal fumes generated through the welding process, particularly where such work is to be undertaken indoors. Where possible oxyacetylene will not be used.
Reference: Control of substances hazardous to health regulations 2006

3.32 
Health surveillance

The Business recognise the need for health surveillance under specific circumstances such as working with lead, or asbestos.

Our risk assessments have demonstrated that none of our Personnel are exposed to work activity hazards that would require health surveillance methods to be adopted on an annual basis.
3.33 Noise/Vibration
Noise
A small proportion of the work carried out by The Business result in exposure to loud noise from drilling and cutting operations and where necessary these will be assessed. Where this work is carried out noise can be reduced by ensuring that drills and blades are sharp and the items being cut are held well to eliminate vibration of the item being cut. 

All Personnel are supplied with hearing protection and are instructed in how to wear it and the reasons behind protection.

Loud noise at work can cause irreversible hearing damage. It accelerates the normal hearing loss, which occurs, as we grow older. It can cause other problems such as tinnitus (troublesome noises in the ear), interference with communication, and stress.

Noise and the law

Currently where noise exceeds the lower action level of 80dB (A) or above we will:

· Have the risk assessed by a competent person;

· Tell the workers about the risks and precautions;

· Make hearing protection freely available to those who want it where levels exceed 80 dB (A).

Where noise exceeds the upper action level of 85dB (A) or above, in addition to the above actions, we will:

· Do all that is reasonably practicable to reduce exposure without relying on hearing protection, e.g. use engineering controls, adopt a purchasing policy with the aim of ‘buying quiet’;

· Use recognised safety signs to identify and restrict entry to zones where noise reaches (or exceeds) the second or peak action levels. Personnel, including managers and supervisors, must not enter these zones unless wearing suitable and effective hearing protection.

Providing hearing protection

We will ensure that workers wear hearing protection where daily personal noise levels exceed 85 dB (A).

Workers will be trained in the proper fitting, use and care of hearing protection. This will help to ensure that protectors maintain their efficiency and are correctly worn.

Vibration
AE Engineering shall carry out a risk assessment when work involving the use of vibrating equipment such as drills, scabblers, jack hammers, compactors are used to ensure that the EAV of 2.5 m/s2 is controlled and that the EAL of 5m/s 2 is not exposed over an 8-hour period.

Personnel are encouraged to report any changes in conditions to hands such as tingling, or numbness.

3.34 Confined spaces

A confined space is stated as any place where by its enclosed nature there arises a reasonably foreseeable specified risk;
· Fire or explosion

· Loss of consciousness of a person due to increase in body temperature.

· Loss of consciousness or asphyxiation arising from a lack of oxygen, gas, fume vapour.

· The drowning of a person due to an increase in the level of liquid.

· Asphyxiation of a person arising from a free flowing solid or the inability to reach a respirable environment due to entrapment by a free-flowing solid 

Each year 10 to 15 people are killed working in a confined space due to poor hazard awareness or ignorance.

AE Engineering shall provide training for all Personnel who shall be required to enter a confined space, and in addition shall ensure in line with the Confined spaces regulations that an effective safe system of work is provided including provision for emergency action.

All confined space entry activities will be subject to a risk assessment, with a prior duty to prevent working in a confined space wherever reasonably practicable.

Reference: Confined spaces regulations 1997
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