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Health & Safety Policy Statement.

The Company recognises and accepts its responsibility to provide and maintain a safe and healthy working environment for all its employees, and to carry out its operations without risk to the health and safety of others including members of the public, visitors, customers and contractors.

The Company expects all managers and supervisors to continuously seek to improve our health and safety performance through active leadership.

Employees and self-employed persons are expected to take care of themselves and others who may be affected by their act or omissions and to co-operate with the Company on health and safety matters.

The Company will consult and communicate with employees, self employed persons and subcontractors on a regular basis to ensure the highest level of health, safety and welfare are established and maintained at all times.

To enable the Company policy to be carried out, responsibility for health and safety has been effectively assigned and accepted at all levels within the organisation. We will achieve our policy objectives by ensuring that:-

· Adequate resources including the appointment of an external safety advisor are provided for the implementation of this policy.

· Assessments of workplace risks are undertaken, preventive and protective measures implemented and communicated to those affected.

· Safe methods of work are developed and adopted at all times.

· Plant, equipment and tools are inspected and maintained as necessary to ensure they remain in good working order.

· Safe arrangements are made for the use, handling, storage and transportation of articles and substances used at work.

· Safe places of work with safe means of access to and egress from the place of work are provided and maintained.

· Employees are provided with sufficient information, instruction, training and supervision to enable them to avoid hazards and positively contribute to their own health and safety at work.

· The correct safety equipment and protective clothing is provided and maintained in good working order and is properly used.

· Health and safety inspections and audits are regularly undertaken to ensure the required safety standards are being achieved and the Company policy remains up to date and effective in achieving its objectives.

· All accidents are properly reported and recorded. Lost time accidents will be investigated and steps taken to identify and eliminate recurrence.

· Full co-operation with customer’s safety advisors are achieved at all times.

This health and safety policy will be reviewed annually and amended and updated as necessary. This policy and any changes to it will be brought to the attention of all employees.







                    01/12/08
M J Faraday, Managing Director
                                                                                   Dated.

Health and Safety Policy  -  Section 2

Organisation and Delegated Responsibilities.

The ultimate responsibility for health and safety rests with the Managing Director. However individual responsibilities are delegated to all levels of management for areas of the Company’s activities for which they have control.

All employees regardless of position or occupation have general duties under health and safety legislation.

Responsibilities for health, safety and welfare are allocated as follows: -

2.1
Managing Director
The Managing Director is ultimately responsible for health, safety and welfare within the Company and is specifically responsible for: -

· To develop, implement and maintain an effective Company Health and Safety Policy that meets legal requirements and protects employees and others from injury and ill health.

· To review and update as necessary the Health and Safety Policy to ensure it remains effective and up to date.

· The objectives outlined in the Company Health and Safety Policy are fully understood and observed by all employees.

· To lead by example fostering a positive culture within the Company towards health and safety.

· Adequate funds, insurance, materials, equipment and human resources are provided to meet all legal and contract requirements.

· To ensure safety is treated with equal importance as quality, productivity and other business objectives.

· Ensure failure of employees to comply with the Health and Safety Policy and procedures is treated as a disciplinary matter.

· To ensure health and safety responsibilities are clearly defined and allocated at all levels within the Company.

· Ensure effective communication channels exist within the Company to enable health, safety and welfare matters to be effectively communicated and for employee concerns to be investigated and where necessary effective action taken.
· Ensure effective communication channels exist between the Company and Clients to enable health, safety and welfare requirements are understood and effectively implemented by both parties.

· An effective training programme is developed and maintained to instruct employees on the requirements of the Health and Safety Policy and the safe systems of work relevant to their job responsibilities and place of work.

· All employees, self-employed persons and sub-contractors are adequately trained and competent to carry out their health and safety responsibilities.

· Health and safety monitoring activities including inspection and audits are undertaken on a regular basis to ensure the required standards of health; safety and welfare are maintained.

· Effective arrangements are in place to control potentially serious hazards or situations of imminent danger, and a suitable number of competent people are given responsibility for implementing these arrangements.

· To receive information from the Companies external Health & Safety Consultants about changed or new legislation and the Company’s health and Safety performance and implement effective actions as necessary.

· Ensure lost time accidents are investigated and effective measures taken to prevent recurrence.

· To ensure all accidents, dangerous occurrences and diseases are reported to the Health and Safety Executive as required by RIDDOR 95.

· To ensure suitable and sufficient first aid and welfare facilities are provided and staff are fully informed of the arrangements.

· Ensure adequate information both written and verbal is passed to employees on health and safety matters.

2.2
Contracts Manager/Supervisors

Have the following responsibilities for all activities, locations and persons under their control: -

· Understand and keep up to date with the requirements of the Company Health and Safety Policy and other relevant health and safety standards.

· Ensure employees, contractors and others understand and follow the requirements of the Company Health and safety Policy and other relevant health and safety standards

· Ensure employees, contractors and others are provided with sufficient information, instruction and training on health, safety and welfare matters.

· Ensure all employees, contractors and others are capable and competent of carrying out their work in a safe and healthy manner and that adequate levels of supervision are provided.

· Ensure adequate resources are provided and maintained to meet all legal and contractual health, safety and welfare requirements.

· To set high personal standards in relation to health, safety and welfare, including wearing appropriate personal protective equipment and following relevant health and safety standards when visiting site, to foster a positive health and safety culture.

· Ensure health, safety and welfare matters are treated with equal importance to quality, productivity and other business issues.

· Ensure employees and others who fail to comply with relevant health; safety and welfare requirements are suitably disciplined/reprimanded.

· Ensure regular consultation on all aspects of health. Safety and welfare takes place with employees, contractors, clients and others as appropriate.

· Arrangements are in place to undertake risk assessments and ensure the assessments are recorded, reviewed and updated as necessary.

· Liase with the Companies Health & Safety Consultants as required to ensure the required safe working practices and procedures are developed, implemented and maintained as appropriate.

· Provision is made for the inspection, examination, maintenance, servicing, repair and replacements as necessary of plant, tools and equipment.

· Accidents are reported, recorded and investigated as necessary, including the production of reports identifying the cause of the accident and recommended actions to prevent recurrence.

· Report any shortcoming in the Company’s management of health, safety and welfare, including recommendations for improvement to the Managing Director.

· Ensure employees are provided with appropriate personal protective equipment and ensure it is maintained cleaned and replaced as necessary.

· Articles and substances purchased by the Company are safe for use and safety data sheets and other relevant health and safety information is obtained from suppliers and manufacturers.

2.3
Site Supervisors

· To observe all relevant health and safety requirements including wearing appropriate personal protective equipment in accordance with legislation and Company policy.

· Ensure all tools, equipment and plant are maintained in a safe working condition and any reported defects promptly rectified.

· Ensure all persons on site fully understand the correct procedures for the use, storage and maintenance of tools, equipment and plant.

· Ensure all persons under their control are given adequate information and instruction regarding risks to health and safety and the measures to be implemented to eliminate or reduce those risks to acceptable levels.

· Provide adequate levels of supervision to ensure safe working practices are observed on site at all times.

· Monitor health and safety standards and take appropriate actions to rectify any unsafe working practices or conditions.

· Discourage horseplay and restrain persons from taking risks.

2.4
Health & Safety Consultants (Advance Health & Safety Ltd) 
· Provide information to the Managing Director, to enable effective monitoring of the Company’s health and safety performance.

· Assist the Managing Director to identify, develop and deliver suitable health and safety training to all levels of staff as appropriate.

· Undertake annual audits and identify wherever possible improvement opportunities.

· Revise and amend as required the Company Health and Safety Policy and associated documents.

· Advise and assist in developing and promoting safe systems of work.

· As required by the Managing Director, investigate and report on all lost time accidents and dangerous occurrences and make recommendations to prevent recurrence.

· Liase with inspectors of the Health and Safety Executive, Other Enforcement and external bodies as required.

· To advise the Managing Director on the requirements of the Health and Safety at Work Act 1974 and related health and safety regulations, including keeping up to date on changed or new requirements.

· Assist in creating at all levels in the Company a positive approach to accident prevention.

· Assist in developing and keeping up to date risk assessments, method statements, health and safety plans, safe systems of work and other appropriate health and safety documentation and standards.

2.5
Employees

The responsibilities detailed below apply to all employees including those working within Company offices: -

· Familiarise yourself with the contents of the Company Health and Safety Policy and relevant health, safety and welfare standards, following the safe working practices and procedures detailed

· To use and keep in good condition the correct tools, plant, equipment, materials, machinery, substances, transport equipment, safety devices and safety equipment in accordance with the training, instruction and information received, reporting any defects to your supervisor.

· Develop a personal concern for your own and others health and safety, and not cause injury or ill health to yourself or others by your acts or omissions.

· Not to take unnecessary risks, report any unsafe working practices, unsafe conditions, dangerous occurrences and near misses to your supervisor.

· Co-operate with your employer on health and safety matters to ensure both the Company and yourself comply with legal requirements.

· Not to intentionally or recklessly interfere with or misuse anything provided for health and safety reasons.

· Report to the Managing Director any shortcomings in the manner in which health and safety is being managed by the Company.

· To familiarise yourself with the notices, signs, documents and safe working practices relating specifically to your place of work.

· Present yourself for work in a fit and healthy condition and not under the influence of alcohol or illegal drugs.

· Attend training or briefing sessions provided by the Company or clients in relation to health and safety in the workplace.

· Co-operate with others at the workplace to ensure our work activities and the work activities of others does not adversely affect the health and safety of all persons at the workplace.

· Maintain a safe and tidy place of work at all times.

· Participate in developing a positive health and safety culture within the Company by adopting a responsible attitude towards health and safety at all times.

· Refrain from acts of horseplay at all times.

2.6
Subcontractors/Self Employed

· Comply with the requirements of the Health and Safety at Work Act 1974 and associated legislation appropriate to the operation of your Organisation.

· Take responsibility for the health and safety of persons employed, including subcontractors and self-employed.

· Provide and maintain suitable levels of supervision to ensure safe working practices are observed at all times.

· Appoint a competent person to assist your Company in managing health and safety. Inform the Managing Director of the name and qualifications of your competent person.

· Comply with health and safety requirements, including rules, regulations, safe working practices and other relevant health, safety and welfare standards applicable to each project.

· Follow the directions of the Company at all times in relation to health, safety and welfare matters.

Health and Safety Policy  -  Section 3

Health and Safety Arrangements for Implementing the Policy

This section of the health and Safety Policy details the systems and procedures in place to ensure the Policy is effectively implemented throughout the Company 

Additional arrangements detailing safe working methods and systems of work are detailed in section 4 of the Policy.

3.1
Management of Health and Safety, General

The Company recognises the importance of managing health and safety with the same degree of expertise and to the same high standards as other core business activities.

Effective management of health and safety is considered essential to the control of risks and prevention of harm to employees and other persons. The Company will follow the guidance given in the HSE publication 'Successful Health and Safety Management HSG65.

The key elements of effectively managing health and safety within the Company are:-

1
The development and maintenance of a health and safety policy, which sets a clear direction for the Company to follow, contributes to business performance and demonstrates a commitment to continuous improvement.

2
An effective management structure, which through the active leadership of senior management fosters a positive health and safety culture throughout the Company.

3
Health and safety responsibilities are assigned at all levels within the Company, which motivate and empower employees to work safely preserving physical and human resources which reduce financial losses and liabilities.

4
Arrangements in place including the provision of adequate physical and competent human resources for delivering the policy, including the development and maintenance of an effective health and safety management system.

5
A risk assessment based approach is adopted to prioritise and set objectives to eliminate or control to acceptable levels risks to health and safety.

6
Health and safety performance is measured against agreed standards through regular inspection and auditing activities to identify improvement opportunities.

The Company will comply fully with the requirements of the Management of Health and Safety at Work Regulations 1999, in particular: -

1 Assessments of the risk to employees and other persons who may be affected by the work of the Company are undertaken to ensure compliance with relevant health and safety legislation and protect persons from injury and ill health. Implementing suitable preventive and protective measures following the principles specified in schedule 1 of the regulations will control the risks identified by the risk assessments. The guidance provided in the following publications will be followed as appropriate: -

· '5 Steps to Risk Assessment, Case Studies' HSG183.

· '5 Steps to Risk Assessment' INDG163(Rev1).

2
Effectively managing health and safety to control risk and prevent harm to employees and others. Management systems have been developed to include the key elements of Planning, Organising, Control, Monitoring and Review.
3
A professional Health & Safety Consultant has been appointed to assist the Company in meeting its legal responsibilities.

5 Procedures for serious and imminent danger and for danger areas have been developed including the appointment of competent persons to take charge of such situations.

6
Contact will be made with external services regarding first aid, emergency medical care and rescue work, for incidents and accidents, which may require urgent action.

7
Information provided to employees and others on the risks to health and safety and the precautions to be observed, including the procedures to follow in the event of an emergency situation and the names of the competent persons in charge.

8
Co-ordinate activities with others when sharing the same workplace to ensure all persons are aware of the risk to health and safety and the precautions to be observed. The Company will cooperate as necessary with others to ensure all parties meet their legal responsibilities.

9
Ensure all persons are capable and competent to undertake their work in a safe and healthy manner. All employees will receive training upon recruitment, when exposed to new or increased risks and when given changed job responsibilities. Refresher training will be provided as necessary.

10
Persons employed on a short-term contract or from an employment agency and visitors will be informed of the risk to their health and safety and the precautions to be observed. 

11
Employees will use everything provided to them to carry out their work in accordance with the training and instruction provided. Employees will also report any serious risk to health and safety or failures in the health and safety management system to their manager or supervisor for action.

12 Undertake risk assessments in respect of new or expectant mothers and ensure potential harm to the mother or child is eliminated or controlled to acceptable levels. Reference will be made to the HSE publication 'New and Expectant Mothers at Work - A Guide for Employers' HSG122.

13
Undertake risk assessments in respect of young persons to take account of their lack of experience, lack of awareness of existing or potential risks and the fact that the young person may not yet be fully matured. Suitable controls will be implemented to eliminate or control risks to acceptable levels. Reference will be made to the HSE publication 'Young People at Work a Guide for Employers' HSG165.

3.2
Health Safety and Welfare, General

The Company will comply fully with the requirements of the Workplace Health Safety and Welfare Regulations 1992 at all its premises, in particular the Company will: -

1
Ensure the workplace and any plant and equipment are regularly maintained, and where necessary repaired or replaced.

2
Suitable ventilation natural or artificial will be provided at all enclosed workplaces.

3
During working hours the temperature within the workplace will be at least 16°C and 13°C where work involves severe physical effort.

4 The workplace will be provided with suitable lighting for the work situation, where necessary emergency lighting will be provided.

5
The workplace will be cleaned on a daily basis and all waste materials removed.

6
All rooms where persons work will have sufficient space without risks to health and safety.

7
Each workstation will be suitable for its purpose including sufficient space for access and egress to and from the workstation. Suitable seating and other equipment will be provided as required.

8
Floors within office premises will be carpeted or tiled as appropriate. Staircases are fitted with suitable handrails.

9
Suitable measures are taken to prevent person falling or being struck by falling objects. Shelves and cupboards are of suitable strength and fixed where required.

10
Windows, skylights and ventilators can be opened safely and do not cause a risk when open. All windows etc are capable of being cleaned. Two-way swing doors are fitted with suitable visual panels.

11
Suitable sanitary conveniences are provided at all workplaces, they are adequately lit, ventilated, cleaned and provided with suitable washing and drying facilities.

12
Suitable supplies of drinking water, which are clearly marked, are provided. Where running drinking water is not suitable for drinking bottled water is provided.

13
Suitable accommodation for work and non-work clothing is provided as necessary including the facilities to change clothing where required.

14
Rest facilities are provided which are suitable to protect non-smokers from the discomfort of tobacco smoke.

3.3
Working at Heights 

The Company recognises the importance of managing work at heights with the same degree of expertise and to the same high standards as other core business activities.

The Company will comply fully with the requirements of the Working at Heights Regulations 2005, in particular: -

1
Avoid work at height where they can;

2
Use work equipment or other measures to prevent falls where they cannot avoid working at height; and

3
Where the risk of a fall cannot eliminate, use work equipment or other measures to minimize the distance and consequences of a fall should one occur.

4
Carter & Faraday will ensure all work at height is properly planned and organized including the provision of plans for emergencies and rescue.

5
The company will ensure that a risk assessment is carried out under regulation 3 of the Management of Health and Safety at Work Regulations in relation to work at heights
6
That all work at height takes account of weather conditions that could endanger health and safety;

7
All company operatives involved in work at height are trained and competent;

8
All equipment for work at height is appropriately inspected and these inspections are recorded

9
When selecting equipment for work at height Carter & Faraday will ensure the following criteria is applied

Select the most suitable equipment

Give collective protection measures (eg guard rails) priority over personal protection measures (eg safety harnesses);

Take account of:

The working conditions; and

Risks to the safety of all those at the place where the work equipment is to be used.

10
Carter & Faraday will ensure that all equipment, temporary structures (eg scaffolding), and safety features comply with the detailed requirements of Schedules 2 to 6 of the Working at Heights Regulations 2005
11
The risks from fragile surfaces are properly controlled and the company will take into consideration that surfaces may deteriorate over a period of time creating fragile surfaces

12
The risks from falling objects are properly controlled by the use of fans, debris netting, brick guards, toe-boards and will ensure that nothing is

Thrown or tipped from height if it is likely to injure anyone;

Stored in such a way that its movement is likely to injure anyone.

13
If any Carter & Faraday workplaces contain an area in which there is a risk of someone being struck by a falling object or person, then Carter & Faraday will ensure that the area is clearly indicated and that (as far as reasonably practicable) unauthorised people are unable to reach it.
The guidance provided in HSE publication 'The Work at Height Regulations 2005 A brief guide INDG 401 will be followed as appropriate.

3.4
Machinery Plant and Equipment

The Company will comply with the requirements of the Provision and Use of Work Equipment Regulations 1998 for all machinery, plant and equipment used on Clients or Company premises. In particular the following requirements will apply:-

Suitability of work equipment.

All work equipment will be suitable for the purpose for which it is used or provided.

Work equipment will be selected to ensure: -

1 It is fit for the working conditions.

2 Account is taken of ergonomic design.

3 Sufficient space is provided between moving parts of work equipment and the work environment.

4 Energy and substance can be supplied and used safely.

5 Work equipment is only used for the operations and conditions for which it is suitable.

Maintenance

Work equipment will be maintained in efficient state, efficient working order and good repair so that it does not fail or deteriorate and lead to unacceptable health and safety risks.

Maintenance works will be carried out in accordance with the manufacturer’s recommendations and instructions.

Maintenance work will only be carried out by fully trained and competent persons / organisations.

Where appropriate maintenance work will involve checking the effective operation of guarding and other safety devices. 

Where work equipment is hired, records or other evidence of maintenance will be obtained from the Hire Company before the equipment is first put into use.

Inspections

Work equipment will be inspected to ensure it can be operated, adjusted and maintained safely and that any deterioration can be detected at an early stage and remedied in good time. Inspection will take place: -

1 After installation and before first being put into use.

2 After assembly at a place of work.

3 After exceptional circumstances.

Results of inspection will be recorded and kept until the next inspection is undertaken.

Fully trained and competent persons will only undertake inspections; this may include employees of the Company or employees from other organisations.

Where work equipment is hired, records or evidence of inspection will be obtained from the Hire Company before first being put into use.

Specific Risks

Fully trained and competent persons will only undertake repair, modification, maintenance or servicing work on work equipment involving specific risks.

Risk will always be controlled in the following order of priority: -

1 Elimination of the risk completely, where this is not possible;

2 Taking ‘Hardware’ measures such as the provision of guards and other safety devices, if risks cannot be adequately controlled;

3 Taking ‘Software’ measures to deal with the remaining risk, such as safe systems of work including permits to work.

Appropriate information, instruction and training will always be provided.

Information and instruction

Persons who use work equipment or who supervise or manage its use will be provided with adequate information and where appropriate written instruction relating to the use of the equipment.

Information and where appropriate written instruction will cover: -

1 All health and safety aspects arising from the use of the work equipment.

2 Any limitations on the use of the equipment.

3 Any foreseeable difficulties that could arise in the use of the equipment and the methods for dealing with them.

4 Conclusions drawn from experience in using the work equipment.

Training

All persons who use work equipment will receive appropriate health and safety training on: -

1 The method of using the work equipment.

2 Risks associated with the use of the equipment.

3 The controls to be applied to eliminate or control the risks to acceptable levels.

Training will take place during employee’s normal working hours or as agreed.

Records of training will be held in a central training record.

Conformity to European Requirements

The Company will ensure that all work equipment has been designed and constructed in accordance with relevant European Directives and other appropriate legislation.

New work equipment will only be purchased that carries the ‘CE Marking’.

Existing equipment used by the Company that does not carry the ‘CE Marking’ will be assessed to ensure compliance with regulations 11-19 and 22-29 of The Provision and use of Work Equipment Regulations 1998.

Stability of Work Equipment

Work equipment will be stabilised to minimise the risk of it collapsing, overturning, falling over or becoming unstable. The methods used to stabilise equipment include bolting, tying, fastening, clamping, ballasting or counterbalancing.

Mobile equipment may be stabilised with the use of outriggers or other similar devices.

Ladders may be stabilised by tying, footing or using suitable stabilising devices at the top and/or bottom of the ladder.

Lighting

Suitable lighting will be provided at all places where persons use work equipment. Where ambient lighting levels are insufficient supplementary temporary lighting will be installed.

Lighting levels will be checked periodically for correct intensity, luminaries and associated reflectors and other fitting will be cleaned at regular intervals to ensure lighting efficiency is maintained.

Local lighting will be provided at work equipment where detailed work is undertaken or dangerous conditions are present.

Maintenance Operations

Maintenance operations on work equipment will be undertaken with the equipment stopped or inactive. Precautions will be taken to prevent the equipment from starting unintentionally.

Markings and warnings

Work equipment will be suitably marked for health and safety reasons, including the identification of controls, maximum speeds, safe working loads and hazardous conditions or substances.

Suitable warning notices or devices will be fitted to work equipment where hardware measures (guarding) do not adequately control the risks. Examples of information relayed by warning notices include prohibitions, restrictions and positive instructions.

Warning devices may be audible or visual or a combination of both.

3.5
Personal Protective Equipment

The Company recognises the importance of the provision of personal protective equipment while undertaking some work activities as a means of preventing injury or ill health.

The Company will comply with the Requirements of the Personal Protective Equipment at Work Regulations, in particular: -

1 Employees will be provided with personal protective equipment as required 

2 All personal protective equipment will be assessed to ensure its suitability to protect against the identified Hazard.

3
Items of personal protective equipment are selected to ensure they are compatible with each other where more than one item is to be worn at the same time.

4
Personal protective equipment is maintained, replaced or repaired as necessary.

5
Suitable accommodation is provided for all personal protective equipment to ensure it does not become damaged or contaminated when not in use.

6
Users of personal protective equipment have been fully trained in its use including the risk, which the personal protective equipment will protect against.

7
Employees have been instructed to make full and proper use of the personal protective equipment and to report any defect or loss to their Supervisor or Manager as appropriate.

3.6
First Aid

The Company recognises its duty to provide adequate first aid provisions for employees who may be injured at work or become ill.

The Company will comply with the Health and Safety (First Aid) Regulations 1981, in particular: -

1
An assessment of the need for first aid at each work location has been undertaken taking into account access to emergency services.

2
Each office and Company vehicle is equipped with a fully stocked first aid box.

5
Signs are displayed in offices detailing the location of the first aid boxes.

3.7
Fire Safety

The Company recognises the main purpose of fire safety legislation is to safeguard life. All reasonable steps will be taken to prevent or minimise the risk of fire in offices and at work places.

The Company will comply with the requirements of the Regulatory Reform (Fire Safety) Order 2005 at all office premises. The guidance provided in HSE document 'Fire Safety an Employers Guide' will be adopted

Fire safety measures include:-

1
Undertaking a detailed fire risk assessment at each office and introducing appropriate fire prevention and control measures.

2
Following the requirements detailed in a fire certificate issued by the local Fire Officer where applicable at each office.

3
Maintenance of fire detection and fire fighting equipment.

5
Fire safety training including the correct use of fire extinguishers for all employees 

6
Regular fire evacuation drills to ensure employees and others are aware of the actions to take in the event of a fire.

3.8
Consultation with Employees

The Company recognises the importance of effective consultation between management and employees on health and safety matters.

The Company will comply with the requirements of the Health and Safety (Consultation with Employees) Regulations 1996, in particular the Company will:-

1
Consult with employees directly on health and safety matters. 

2
Employees will be consulted on new or changed legislation where this will impact on any working practices.

3
Information will be provide to employees on risks to health and safety and the measures the Company intends to take to eliminate or control to acceptable levels those risks.

3.9
Accident Reporting, Recording and Investigation

The Company recognises its responsibilities in relation to the recording, reporting and investigation of workplace accidents, including the identification of the cause of the accident and implementation of suitable actions to prevent recurrence.

The Company will comply with the requirements of The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations  (RIDDOR) 1995 and the Social Security (Claims and Payments) Regulations 1987 in relation to keeping an accident book reference B1510.

The Company procedure for accident reporting and investigation is: -

1
An accident book B1510 complying with the Data Protection Act is held at the Head office with all accidents being entered. The Accident book is held for a period of three years from the date of the last entry.

2
All accidents no matter how minor are recorded in the accident book by the employee, Manager or Supervisor as appropriate.

3 Accidents and Incidents, which require reporting under RIDDOR, will first be notified to the Health and Safety Executive by telephone the Incident Reporting Centre

4
A full accident report using form F2508 or F2508A as appropriate will be forwarded to the Health and Safety Executive within 10 days of the date of the incident.

4 All reportable incidents as required by RIDDOR will be fully investigated and a Company accident report produced which includes information on the cause of the accident and recommendations to prevent recurrence.

Accidents and Incidents can be reported in a variety of ways including by telephone, fax, via the Internet, or by post. The telephone service will be available Monday to Friday from 8.30 am to 5.00 pm), on 0845 300 9923, by fax on 0845 300 9924 or by email to riddor@natbrit.com
All postal reports are to be sent to the following address:

Incident Contact Centre

Caerphilly Business Park

Caerphilly

CF83 3GG

Accidents and Incidents can also still be reported directly to the local HSE office or local authority (by phone and then on form 2508 or 2508A), and these reports will be forwarded to the ICC for processing.  HSE form F2508 is used for reporting Injuries or Dangerous Occurrences, HSE form F2508A is used for reporting a case of Disease.  When compiling either of the above reports it is important to quote the reference number and title of the injury, dangerous occurrence or disease.

3.10
Health and Safety Monitoring

The Company recognises the importance of health and safety inspection and audits as a means of assessing the effectiveness of the health & safety policy and health & safety management system.

The Supervisors will monitor work activities on a regular basis.

The Health & Safety Consultant will carry out a full audit of the health & safety management system once every year. 

Audit reports will detail suggestions for improvements in the effectiveness of the health & safety management system and health and safety policy.

3.11
Selection of Subcontractors

The Company recognises the importance of appointing only subcontractors who are competent and who allocate adequate resources to health and safety management.

The Company will assess the competence and resource allocation of each subcontractor before being appointed.

Where necessary the Health & Safety Consultant will undertake or assist with the assessment of subcontractors.

The Company will follow the guidance provided in HSE document 'Managing Contractors a Guide for Employers'.

3.12
Young Persons

The Company is aware of the increased risks to the health and safety of young person (Under 18) due to their lack of experience of work place hazards.

The Company will take all reasonable measures to ensure the health and safety of young persons whilst employed or under the control of the Company.

Before employing a young person a risk assessment of the work activities to be undertaken and the place of work will be completed to identify any significant risks to health and safety and the measures required to ensure they are not injured or experience ill health.

The risk assessment will take into consideration the inexperience, lack of awareness of risks and immaturity of the young person. Consideration will also be given to the layout of the workplace, nature and degree of exposure to hazardous substances, work equipment and the way in which it is handled, organisation of work and extent of health and safety training. 

Young persons will be under constant supervision until they have the required training and competence to complete their work in a safe and healthy manner.

Young persons who have not reached school leaving age will not normally be employed. Such persons however may be under the control of the Company on work experience. In these situations the parent or guardian of the young person will be provided with information on the risks to health and safety and the measures to be implemented before the young person commences work experience.

The Company will follow the guidance given in the HSE document 'Young People at Work, a Guide for Employers' HSG165.

3.13
Visitors

The Company recognises its responsibility towards the health and safety of visitors when visiting offices or work places.

It is our policy not to allow unauthorised visitors onto Company premise or into work area where high risk may exist unless they are authorised or accompanied by a member of staff.

All visitors to offices are required to report to reception.

Where necessary visitors will be accompanied at all times when on Company premises or work places.

3.14
Notices and Signs

The Company will display safety signs and notices at the place of work as required by legislation and where there is a benefit in reminding employees and others of the hazards at work, precautions to be observed or the identity or location of safety facilities or escape routes.

The coloured signs at the workplace have the following meanings

1
Red circular sign Prohibit behaviour likely to increase or cause danger such as smoking.

2
Red rectangular signs show the position or type of Fire Fighting Equipment.

2
Yellow triangular signs give a Warning of Hazard, yellow is sometimes used with black stripes to identify a hazard.

3
Blue circular signs are Mandatory Signs, they tell you to do something, such as wear personal protective equipment.

4
Green signs Identify or Locate safety equipment or escape routes such as fire exits.

The Company will also follow the guidance given in the HSE document 'Safety Signs and Signals, Guidance on the Regulations L64'.

3.15
Staff Working in Offices

The requirements of this Policy will be implemented both at workplaces and where appropriate within Company offices. Whilst the Company recognises that offices are generally low risk environments, accidents can still happen. The Company will therefore ensure the following rules/procedures are followed/implemented within the office environment to minimise the risk of injury to employees and others: -

1 Display screen workstations will be assessed and suitable control measures implemented. Employees will be provided with information and training on the correct use of display screen equipment and workstations. Eye and eyesight tests will be provided and records kept. Where appropriate glasses or contact lenses will be issued to employees.

2 Manual handling of heavy loads or on a frequent basis will be restricted to designated persons only who have been provided with suitable manual handling training. Manual handling aids will be provided where appropriate.

3 Workstations and walkways will be kept clear of trailing leads at all times to minimise the risk of injury from slips, trips or falls. Cables will be kept tidy under desks etc using a suitable retention method as cable tidies.

4 Hazardous substances will be assessed and suitable control measures implemented. Hazardous cleaning materials will be stored in a secure place under the control of designated persons. Trained authorised persons will only use hazardous substances.

5 Rubbish will not be allowed to accumulate and will be regularly cleared from the workplace. Electrical cupboards containing boilers and other sources of ignition will not be used as storage areas.

6 Heavy items will be stored on shelves at waist height where possible and only light items will be stored at high level.

7 Employees will be provided with steps or suitable hop ups where access to items stored at heights is required. Employees must never stand on chairs as a means of access to high areas.

8 Employees must ensure only one drawer on filing cabinets is open at any one time to minimise the risk of cabinets falling. The Company will ensure that all new filing cabinets are fitted with suitable locking devices.

9 Offices are subject to daily cleaning routines.

The guidance provided in HSE publication 'VDU's an Easy Guide to the Regulations' HSG90 will be followed as appropriate when completing specific workstation assessments.

Health and Safety Policy  -  Section 4

Safe Working Methods and Systems of Work

This section of the Company Health and Safety Policy contains the safety procedures and codes of safe working to be observed at all times when working for the Company.

This section also details guidance publications the contents of which will be followed to ensure Best Practice is applied at all times.

4.1
Work Equipment

All machinery used on Clients and Company premises shall be fully safeguarded to prevent access to dangerous parts of machinery in accordance with legislation and relevant BS EN Standards.

All machinery shall be examined for defects before being put into use. Machinery shall be maintained in a safe working condition at all times..

Machine guards shall not be removed from machinery.

When installing machinery the suppliers or manufacturers shall provide the necessary information and instruction on its correct use and maintenance.

4.2
Noise and Vibration

Some areas within Company sites may be designated ‘Hearing Protection Zones’. Where this is the case employees will be provided with suitable hearing protection that must be worn at all times.

Suitable signs will be displayed to indicate the area designated a hearing protection zone. 

Where an employee is likely to be exposed to noise levels above 85 dB(A), when operating tools, plant and equipment, suitable hearing protection shall be provided and used.

4.3
Cleaning operations on or near roads

Where work is carried out on or at the edge of roadways then all necessary traffic cones, signs, barriers, lights and diversions shall be in place so that minimum disruption is caused to normal site traffic. 

Any works on or near the public highway shall be carried out in accordance with Local Authority and ‘Road and Street Works Act’ requirements.

All persons working on or near roadways must wear appropriate high visibility clothing at all times.

Suitable precautions shall be taken to separate traffic and pedestrians at all times.

An appropriately trained Supervisor will control all cleaning works on or near roads.

· The Company will comply fully with the requirements of 'The New Road and Street Works Act'; 

4.4
Substances Hazardous to Health (COSHH)

Before the Company uses any hazardous substance a full risk assessment will be undertaken as required by ‘The Control of Substances Hazardous to Health Regulations’. The guidance on completing COSHH assessments provided in HSE publication 'COSHH Essentials, Easy Steps to Control Chemicals' HSG193 will be followed as appropriate.

Manufacturers or suppliers health and safety data sheet will be examined to determine the exposure limits that may apply to a hazardous substance. Reference will also be made to the Health and Safety Executive publication EH40 to determine or confirm exposure limits.

Where Working exposure limits (WEL) have been assigned to a hazardous substance then these limits will not be exceeded under any circumstances. 

The risk assessment shall identify the risk to person’s health and safety and the procedures to be followed to eliminate or control exposure to the substance to acceptable levels.

Where appropriate the Company shall ensure suitable personal protective equipment is issued and worn.

All persons using a substance hazardous to health shall ensure they follow the control measures and instructions identified on packaging, manufacturers data sheets, risk assessments and safety systems of work as appropriate.

Completed assessments and associated data sheet shall be made available for inspection upon request.

4.5
Ladders and Steps

Where ever possible the use of Ladders and steps will be avoided by the use of Water fed pole systems when cleaning windows

All ladders and steps must be inspected for defects before being put into use.

Timber ladders and steps must not be painted or treated in a manner that prevents defects being seen.

Ladders should be stored on racks supported on the stiles only. Storage areas should be dry, well ventilated and away from sources of heat.

Ladders must extend a suitable distance above a working platform when used for access to ensure a suitable handhold is available 

Ladders should where ever possible be placed at an angle of 1 out to 4 up.

Extension ladders should have the following minimum overlaps: -

1)
Under 5 mtrs

-
2 rungs

2)
5-6 mtrs

-
3 rungs

3)
Over 6 mtrs

-
4 rungs


Operatives are advised to maintain three point of contact at all times when using a ladder and are never to overreach.

When working from a ladder always ensure a good handhold is available.

When climbing a ladder carry tools in a belt or similar holder

Steps should be set at right angles to the work whenever possible and the top step must not be used to stand on, unless suitable guard and handrails are fitted.

Always use steps in the fully open position, ensure ropes are tight at all times.

4.6
Mobile Towers

Mobile Tower Scaffolds must only be erected, modified or dismantled by competent persons.

Partly erected or dismantled Mobile Tower scaffolds must have notices displayed and access blocked.
All Mobile Tower scaffolds must be erected on firm safe foundations, and where appropriate securely fixed to the building.

Guardrails and toe boards must be provided on all mobile towers

The main guardrail on mobile towers must be at least 950mm above the working platform.

Toe boards on mobile towers shall rise above the working platform by at least 150mm.

There shall be no unprotected gap between guardrails and toeboards of more than 470mm, on mobile towers.

Ensure that working platforms are kept clean and free from tripping hazards, and that the mobile tower is not overloaded with materials or equipment..

Always lock the wheels on mobile towers before use and never move it with people on the platform or structure.

Never climb the structure of a mobile tower, always use the access ladders.

Steps, ladders or trestles should never be used from the working platform of scaffolds or mobile towers to gain additional height.

Mobile towers should not be used above 9.6 mtrs in height.

The least base to height ratio should not be greater than a 3:1 where the tower is used externally or 3.5:1 where the tower is used internally; outriggers may be used to increase the base size providing additional stability.

4.7
Manual Handling

Wherever possible the need for persons to carry out manual handling activities will be avoided.

Where regular manual handling or moving heavy loads is required mechanical aids shall be provided and used wherever possible.
Before attempting manual handling the individual must ensure that the load is not heavier than they are capable of moving or lifting, if in doubt seek assistance.

Where necessary wear suitable gloves to protect against sharp or rough edges.

Always get down to the load keeping your back straight, arms close to the body, head raised and chin pulled in, and lift using your leg muscles.

4.8
Mobile Elevated Work Platforms

Safety harnesses shall be worn at all times and fixed to appropriate anchor points on the platform..

Outriggers and stabilisers shall be safely deployed and set down on firm level ground.

The machine shall remain level at all times.

Make sure that all tools and material are secure.

Make sure that the working platform is kept clean and tidy and is not slippery.

Make sure that all work is undertaken within the specified reach of the machine.

When moving the machine make sure the route is clear and safe, including keeping clear of overhead power systems.

Ensure the safe working load of the machine is not exceeded.

Ensure adequate signs and barriers are erected around the work area.

Do not operate equipment at height in high winds.

Only competent persons shall operate mobile elevated work platforms

Ensure that ground conditions are satisfactory for the machine and stabilising devices.

Carry out daily inspections of the machine before putting into use.

All mobile platforms shall be inspected and maintained in accordance with statutory and manufacturers requirements.

4.9
Cradles

The Company use cradles for window cleaning purposes. Safe systems of work will be used when working from cradles as detailed below.

The erection, dismantling and major alterations to cradles will be carried out and supervised by experienced competent persons, familiar with the type of equipment.

The framework for outriggers will be secured at suitable intervals to prevent displacement. Counterweights will be sufficient to give a resisting movement at least three times the overturning movement.

Cradles will be clearly marked to show the safe working load (SWL) and the number of persons held.

Suitable working space of at least 600mm width will be provided. The working platform will be closely boarded, have no gaps except for drainage and have a slip free surface.

Timber boards on the cradle will overhang the stirrups by at least 100mm but not more than 200mm.

Toe boards will be fitted which rise above the working platform at least 150mm
Guard rails will be fitted around the full perimeter of the cradle and rise at least 910mm above the working platform. Intermediate guardrails will be fitted so that the gap between the top guardrail and the toe board is not more than 470mm.

Before first being put into use an inspection certificate will be issued by the erection contractor or when using the clients cradle 

Suspension ropes, winches, blocks etc will be inspected and thoroughly examined every six months and suitable certificates of inspection will be checked prior to using.

Cradles will be inspected by a competent person and suitable records of the results of the inspections retained. When using Clients cradles then copies of the inspection certificates  

Persons working from cradles will be properly trained in there operation. User will carry out visual inspections of the equipment including guarding, ropes and electrical cables for defects before being put into use. The user will also undertake functional tests of the controls and safety devices.

Suitable precautions will be taken to secure the area below the cradles using barriers, cones, signs etc as appropriate.

Persons living or working in the buildings will be warned about the use of cradles and instructed to observe restricted area and not to open windows.

At least two turns of rope will remain on the drums when the cradle reaches its maximum operating distance.

The working platform will be kept clear, clean and free of stored materials. Only sufficient materials for the immediate work in hand will be held on the platform.

All tools and equipment carried in the cradle will be secured too prevent movement or items falling.

Suitable precautions will be taken to guard against items falling from above.

The correct means of access to and from the cradle will be used at all times, the practice of climbing ropes is strictly prohibited.

The practice of transferring between adjacent cradles is strictly prohibited.

The equipment will not be used in high wind conditions.

At the end of each working day or shift the cradles will be secured in a safe position to prevent unauthorised access, controls will be disabled and electricity supplies isolated and made safe.

Safety harnesses will be provided, and persons working in the cradles advised to wear them.
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