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To all employees
We all have a continuing responsibility to maintain and improve the Company’s Health and Safety performance. I therefore seek your personal contribution towards this aim.

The effective management of Health and Safety within the Company will assist in the overall improvement in our business performance. Our Health and Safety objectives are therefore as important as our other business aims. It is therefore essential that Health and Safety, both in planning and operational control be at the forefront of every activity from conception to completion.

We will actively endeavor to achieve progressive improvements in our Health and Safety performance by the systematic review of our arrangements.

I am actively committed to ensuring that adequate organisational arrangement and effective monitoring systems are established in order to achieve sustained improvement.

Line Managers and supervisory staff must ensure that employees, sub-contractors and visitors under their control, are made aware of the hazards and control measures associated with our operations. They should always lead by example and demonstrate a commitment to ensure that control measures are effectively managed.

The Health and Safety of the general public who may be affected by our operations must also be considered by every employee. It is therefore essential that we plan our operations effectively so as to minimise the risks posed to their Health and Safety.

The Company’s Health and Safety standards are reliant on every employee’s commitment to Health and Safety. It is therefore essential that every employee demonstrates a continued commitment to, and contributes to the continued improvement of Health and Safety within the Company.

It is the intention of the Health and Safety Policy and associated procedures to help prevent accidents and improve our Health and Safety performance. It should be read and acted upon by every employee.

SAFETY MUST BE THE PRIMARY CONCERN OF EVERY EMPLOYEE IN THE COMPANY.

READ THE POLICY – THINK SAFETY, PLAN SAFETY, WORK SAFELY!
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Note

On electronic versions of this document, relevant documents such as regulations, ACoPs and guidance can be accessed directly if you have an internet connection by hovering the mouse curser over the appropriate link, holding the Ctrl button and clicking the left mouse button. Alternatively the ISBN number is displayed if available.
Introduction
This Health and Safety Policy has been developed to cover the varying operations executed by the Company. The Directors therefore expect every employee to comply with the requirements contained within the Health and Safety Policy, and strive for continual improvements in relation to their overall Health and Safety Performance.

The Directors recognise that the Company is ultimately responsible for Health and Safety and also recognise the fact that successful Health and Safety Management contributes to business performance. This is achieved by developing human and physical resources and by reducing the losses associated with accidents and incidents. As such, our Health and Safety objectives are a fundamental part of our primary business aims.

This Health and Safety Policy has been produced in order to define our objectives, organisation and arrangements for managing Health and Safety. The Policy is based upon the principles contained within the Health and Safety Executive document, HSG 65 Successful Health and Safety Management (ISBN 978 0 7176 1276 5).

The Policy document provides the guiding principles for the Health and Safety within the Company. It is readily available through the Company.

In line with current legislation and consistent with good practice, the Company will ensure that adequate 'Risk Assessments' are systematically carried out in order to anticipate hazards and ensure that effective controls are initiated. Employees and others must be made aware of any anticipated hazards associated with our operations and subsequently advised, and made aware of the control measures that must be adopted.

The Policy will be brought to the attention of all employees initially at the Company induction upon recruitment and thereafter by memos and discussion at Company Notice Boards.
Legislation Register

The company holds a register of all relevant regulations, ACOPs and Guidance’s associated with its undertakings. These documents are used to assist in the development of this policy, associated management procedures and the health and safety management system in general.

Health & Safety Policy Statement

The company recognises the duty to fully comply with the Health & Safety at Work Act etc. 1974 and will without Prejudice to the generality of its duty as an employer so far as is reasonably practicable:
· Provide adequate financial and physical resources to maintain and improve health and safety

· Appoint competent persons to assist in the application of statutory provisions required by health and safety law

· Provide adequate control of the health and safety risks arising from our work activities
· Consult with our employees on matters affecting their health and safety

· Provide and maintain safe plant and equipment

· Ensure safe handling, use, transportation and storage of articles and substances

· Provide information, instruction and supervision for all employees

· Ensure all employees are competent to do their tasks, and provide adequate training
· Aim to prevent accidents and cases of work-related ill health

· Maintain safe and healthy working conditions

· Review and revise this policy as necessary at regular intervals
Name (Title) has the overall responsibility for Health, Safety and Welfare and to whom reference should be made in the event of any difficulty arising in the implementation of this Policy.

The company reminds its employees of their general duty under section 7 of the health and safety at work etc. Act 1974:

· to take reasonable care for the health and safety at work of themselves and of other persons who may be affected by their acts or omissions. 
· to co-operate with any person discharging a duty or requirement on behalf of the company under relevant statutory provision as to health and safety, to enable that duty or requirements to be performed or complied with.
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Environmental Statement
The Company and its employees will consider the environment throughout its work from the ordering of materials and equipment through to the disposal of waste.

All materials and substances will be disposed of carefully either by the instruction of the manufacturers, the disposal or collection authorities or other recognised bodies. 

The Company will:

· ensure that its business does not pollute the air and employees must not light any fires or burn any materials or substances.  

· dispose of all waste and litter carefully and will not tip or dispose of any waste other than the disposal authorities or on a controlled waste site.

· where possible use goods and materials which can be re-cycled and will collect and recycle such materials where possible.

The Company accepts its 'duty of care' under the Act above and will take all reasonable steps to uphold its duty.

The Company and its employees will endeavor to prevent any other environmental nuisances by acting in a common sense manner but in particular will have regard to smell, noise, dust and other effluvium which may arise because of the Companies undertaking.

The Company will follow any guidance from the relevant authorities who advise and enforce the various parts of Environmental Protection Act 1990.

In extreme cases the Company will if felt necessary engage a competent person to carry out an environmental audit of its undertaking as far as is specific under-taking an environmental impact analysis.

Employees are expected to remember and consider the above and the Companies commitment to preserving and improving the environment both in specific and general terms.  
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2 - PLANNING AND IMPLEMENTATION

Objective

The main objective of the Company’s Health and Safety strategy is to plan a systematic implementation of the health and safety policy through an effective occupational health and safety (OH&S) management system. 

An integral part of the Company’s Health and Safety strategy is that of developing, maintaining and updating an “OH&S Management System” that is aimed at gaining continual improvements. The OH&S Management System identifies how the Company will:
· Aim to minimise the risks to which our employees are exposed whilst at work.

· Establish operational controls for management action designed to initiate, develop, maintain and improve a positive Health and Safety culture in the four key areas – control, co-operation, communications and competence.

Hazard Identification, Risk Assessment and Risk Control

The company will carry out risk assessments and ensure that they are used to decide on priorities and to set objectives for the elimination of hazards and the reduction of risks. Carrying out Risk Assessments ensures the ongoing identification of hazards, the assessment of risks, and the implementation of necessary control measures can be undertaken. All significant findings will be recorded.

Identification of hazards will be undertaken for routine and non-routine activities, activities of all personnel having access to the workplace (including visitors) and facilities at the workplace, whether provided by the company or others. Where possible, the company will ensure that risks are eliminated through selection and design of facilities, equipment and processes. However where risks cannot be eliminated, they will be minimised by the use of physical controls, or as a last resort, through safe systems of work and personal protective equipment (PPE).
3 - ORGANISING

This Health and Safety Policy outlines the company’s principles for effective safety management, based upon the Health and Safety Management document, ‘Successful Health and Safety Management’. The following outlines our basic principles for the management of the organisation, planning and implementation, measuring performance and reviewing our Performance. The specific details regarding the effective management of these items are detailed within our Health and Safety Management Procedures.

Control

Control will be secured by the provision of procedures that define:
· A clear allocation of responsibilities for policy formulation and development, for planning, measuring and reviewing Health and Safety organisational and individual performances; for the implementation of plans; and for reporting on performance.

· The allocation of Health and Safety responsibilities to line managers with specialists, acting as advisers.

· The allocation of Health and Safety responsibilities to individuals with the necessary competence, authority and resources to carry out their duties effectively.

· The commitment of managers who will lead by example.

· The provision of adequate training, supervision, instruction and guidance.

· Identifying risks where documented control measures need to be applied in addition to any risk assessments undertaken.

Co-operation

Involving employees in order to assist in determining areas in which our safety management procedures can be improved at an operational level in order to improve our overall Health and Safety performance.

Communication

Effective communication will be established by the provision of procedures, which will ensure the dissemination of Health and Safety information into, within and out of the Company.

Competence

Competence will be achieved via procedures upon recruitment, selection, placement, training, refresher training and from the input of competent specialist supervisors. 

4 - PERFORMANCE

Measuring Performance

Success in Health and Safety will be determined by measuring performance against predetermined plans and standards, which will be used as a basis for taking appropriate remedial action. We will therefore establish, operate and maintain systems, which monitor our systems objectively. These systems shall include active and reactive monitoring systems.

Active Monitoring

Measure the achievement of objectives and specified standards.

Reflect risk control priorities by concentrating on high risk activities, which are monitored in more depth.

Reactive Monitoring

Collect and analyse information, suggesting failures in Health and Safety performance. These include systems for reporting:

· Injuries and cases of ill health
· Other few events e.g. damaged plant etc.

· Incidents with risk potential
· Hazards

· Weaknesses or omission in performance standards
Reviewing Performance

Performance will be evaluated in order to maximise learning and to ensure that appropriate action is taken to improve the control of specific risks and to improve overall safety performance. This will lead to the establishment, operation and maintenance of audit and review procedures which ensure that we:

· Obtain information by the use of in-house audits / independent external audits; in order to establish the reliability of the safety management system.

· Ensure that remedial action is taken to deal with the specific issues that arise from the measurement activities, and that;

· The overall effectiveness of the policy implementation is assessed internally with particular reference to the following key areas:

· Assessment of the degree of compliance with Health and Safety performance standards;

· Identification of areas where standards are absent or inadequate;

· Accident, ill health and incident data together with analysis of immediate and underlying causes trends and common features.
· Ensure that individuals are competent to identify situations, which create an immediate risk to Health and Safety and to ensure remedial action is taken.

Performance standards will be established and used to establish how the Company measures its achievements. 

In order to assist in establishing performance standards, the Company will hold copies of relevant legislation, guidance and approved codes of practices, or use publicly available copies as reference when the need arises. Any legislation or guidance held would be reviewed to ensure it is current by one of the following methods: 

· Contacting the HSE library or associated Internet services
· Subscribing to a Health and Safety publication/update company
· Attending Health and Safety Group meetings


5 - ORGANISATION

The effectiveness of the Health and Safety Policy is dependent on all employees who are responsible for ensuring that all aspects of work, whether in the office or other place of work, are carried out with due consideration for safety and with minimum risk to health.

Ultimate responsibility lies with the Managing Director but specific duties are delegated to others according to their experience and training.

Company senior management, both individually and collectively will ensure that this Policy is applied throughout the whole company.

Similarly, all line managers must ensure that the objectives set out in this Policy are undertaken throughout all of the operations under their control.

Management will ensure that this Policy is adopted by all personnel and visitors.

Each employee has a duty of care to their self and to others, who may be affected by their actions or omissions.
Management Structure








6 - Responsibilities

Managing Director

The Managing Director has ultimate responsibility for ensuring, so far as is reasonably practicable the health and safety of all the company’s employees, and any person affected by the company’s actions. Responsibilities include but are not limited to:

· Assist in the formulation of the health and safety policy

· Ensuring that the health and safety policy is suitable for the company’s operations, approve the document and sign the policy statement
· Ensure the policy is understood at all levels
· Ensure that all employees are made aware of the company health and safety policy during their induction and a copy is provided and/or made available upon request
· Take a direct interest in the health and safety policy and support all persons who carry out the policy
· Consider reports on the effectiveness of the policy and ensure that any necessary changes are made following a review or change in legislation
· Ensure that adequate resources are available to carry out company policy
· Encourage and promote responsible attitudes towards health and safety
· Ensure that suitable health and safety records are maintained and updated as and when necessary
· Ensure that regular safety inspections of company premises and places of work are carried out
· Ensure personnel files (including training records, PPE records and health surveillance details) are kept and maintained
· The inclusion of health and safety management and planning in the company’s annual budget, allocation of funds, and promoting the ideal that safety need not be in conflict with profit, being in fact ‘good business’, therefore minimising the financial losses which arise from avoidable unplanned events
· Ensure that all liability is covered by adequate insurance
· Approve the specification and commissioning of all new plant and processes

· Lead by example

Health & Safety Coordinator

The Health & Safety Coordinator has the responsibility for ensuring health and safety performance is maintained on a day to day basis and must ensure that the company operates in compliance with the Health & Safety Policy. Responsibilities include but are not limited to:

· Read, understand and comply with the Health and Safety Policy advising on, or recommend amendments where necessary, to ensure that current safety requirements are met

· Bring to the attention of the Managing Director any failure to comply with policy standards that requires their action

· Ensure that training requirements for all company employees are assessed and that training and refresher training is arranged

· Maintain a live training matrix detailing training held by each employee and the expiry dates of each course

· Carry out and/or arrange for periodic safety inspections to be carried out to ensure the implementation of the Company’s Health and Safety Policy, safety codes and procedures, including any safety-performance standards

· Ensure that any issues raised from audits and the corrective actions required are recorded and fed back to the Managing Director 

· Ensure that suitable and sufficient risk assessments are carried out and safe systems of work are implemented for all company tasks

· Ensure that remedial actions arising from safety inspections, or following accidents/incidents are completed

· Report ALL accidents involving injury to persons or damage to property and other dangerous occurrences and near misses to the Managing Director as soon as possible after the occurrence

· Ensure that accidents and dangerous occurrences are properly investigated and resulting actions or lessons learned are properly acted upon

· Ensure they and all future employees discharge their duties and responsibilities satisfactorily and to take the necessary action if any employee fails in his or her duty

· Ensure that the emergency plans are prepared and kept up-to-date

· Ensure that all individuals have the opportunity to contribute to discussions on Health and Safety matters

· Ensure that any sub-contractors that are employed are competent and that health and safety aspects of the work carried out by contractors on behalf of the Company are properly managed

· Actively promote safe working practices and take a positive attitude to safety and to set a good personal example at all times

· To keep health and safety as primary items on the agenda at any meetings and make suggestions for improving health and safety

· Seek advice and assistance for the health and safety consultants as and when required

Health & Safety Consultant (External)

Responsibilities include but are not limited to:

· Provide health and safety advice on an as and when required basis
· Assist in the development of the Health & Safety Policy
· Carry out independent audits upon agreement of frequency and payment terms
· Provide resources to assist the company to keep up to date with relevant health and safety information

· Assist in the identification and planning of health and safety training as and when required

Supervisors

Responsibilities include but are not limited to:

· Understand the Company Safety Policy, ensure that it is brought to the notice of all employees under their control and carry out all work in accordance with its requirements.

· Organise work to ensure that it is carried out to the required standard with the minimum risk to employees and others.

· Brief relevant health and safety documentation to all persons under their control and ensure that sign a record stating they fully understand the information. 

· Ensure that all hazardous materials are properly marked, used and stored, as outlined in the COSHH assessments.

· Ensure that all relevant statutory inspections are carried out for plant and machinery.
· Ensure that persons under their control only operate plant and equipment if they are training, competent and authorised to do so by the company.
· Ensure that adequate supplies of suitable PPE are maintained, issued when required and keep a register of PPE issue.

· Set a personal example by wearing the appropriate PPE.

· Ensure that all accidents which results in an injury to any person (not just employees) and/or damage to plant or equipment is reported in accordance with Company Policy.

· Accompany HSE Inspectors on visits and act on their recommendations promptly. In the case of the Inspector issuing a Notice, (Prohibition or Improvement), contact line managers immediately after complying with any requirements to stop work.

· Co-operate with company Safety Advisors and ask for their advice before commencing new methods of work or potentially hazardous operations.  

Employees and Labor only contractors

In this Health and Safety Policy, employees are regarded as being any person who is employed by the company irrespective of the method of payment made to that person.

The attention of all employees is drawn to their responsibilities under the Health & Safety at Work Act 1974.  These include the following in particular:
· It shall be the duty of every employee while at work to take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions at work.
· As regards to any duty or requirement imposed on his employer or any other person by or under any of the relevant statutory provisions, to co-operate with him so far as it is necessary to enable that duty or requirement to be performed or complied with.
· No person shall intentionally or recklessly interfere with or misuse anything provided in the interests of health and safety and welfare in pursuance of any of the relevant statutory provisions.
Employees are reminded that a breach of safety procedures could possibly result in disciplinary action being taken by the Company, and that provision is made in the Health & Safety at Work Act 1974 for certain breaches to be actioned by the Health & Safety Executive. In simple terms this means:

Employees MUST:
· Read and understand the Company Health and Safety Policy and carry out their work in accordance with its requirements
· Use the correct tools and equipment for the job and ensure that they are maintained in good condition

· Wear all PPE identified in risk assessments when carrying out tasks as required
· Work in a safe manner at all times 
· Warn other employees, particularly new employees and young people, of particular known hazards

· Report to their supervisor any damage to plant or equipment
· Report to their supervisor any person seen abusing welfare facilities provided
· Report any injury to themselves which results from an accident at work, even if the injury does not stop them working

· Suggest safer methods of working

Employees MUST Not:

· Take unnecessary risks which could endanger themselves or others
· Use plant or equipment for work for which it was not intended, or if they are not trained or experienced to use it

· Play dangerous practical jokes or "horseplay" on site
6 - ARRANGEMENTS

Hazard and Risk Control Arrangements

Risk Assessment

Standards Required

· The Management of Health and Safety at Work Regulations 1999 (ISBN 0 11 085625 2)
· L21 Management of health and safety at work (ISBN 978 0 7176  2488 1)
· INDG163 Five steps to risk assessment (ISBN 0 7176 6189 X)
The Management of Health and Safety at Work Regulations 1999 place a legal requirement on employers to ensure that a suitable and sufficient assessment of risks to the health of their employees and all other persons who may by the company’s undertakings is made.

Planning Procedures

The Company will, in accordance with the above Regulations, assess the risks to the health and safety of all employees and of anyone else who may be affected from each activity.

The assessment will be carried out in line with the company’s risk assessment management procedure and the HSE leaflet INDG163 ‘Five steps to risk assessment’ with the following steps being followed:

Step 1 - Identify all foreseeable hazards associated with each activity

Step 2 - Decide who might be harmed and how

Step 3 – Evaluate the risks and decide on control measures

Step 4 – Produce a written risk assessment and implement the control measures

Step 5 – Regularly review the assessments

Supervision

Supervisors will ensure that:

· 
relevant risk assessments are briefed to all persons under their control and ensure that they understand the information.

· all controls measures have been implemented prior to authorising works to commence and ensure that the measures remain valid for the whole duration.

· 
Operations are monitored to ensure that each employee is acting in accordance with the details outlined in the written assessment.

Safe system of work

The Company will make arrangements for putting into practice all the control measures which have been identified as being necessary in the risk assessment.  

All employees will be required to sign a briefing attendance form to confirm their understanding of each risk assessment and their willingness to conform with the control measures prior to works commencing. A copy of the briefing records will be held at the head office. 

Competent persons will be appointed to apply the measures that are necessary to comply with the duties under health and safety law.

Temporary workers will be given particular health and safety information to meet their special requirements. All personnel have a duty to follow health and safety instructions and report any dangerous aspects.

COSHH Assessment
Standards Required

· The Control of Substances Hazardous to Health Regulations 2002 (ISBN 0 11 042919 2)  

· L5 Control of substances hazardous to health (Fifth edition) (ISBN 978 0 7176 2981 7)
· INDG136 Working with substances hazardous to health (ISBN 978 0 7176 6363 7)

· INDG352 Read the label – How to find out if chemicals are dangerous (ISBN 978 0 7176 6414 6)
Planning Procedures

The company will assess all substances required to be used in accordance with the company COSHH management procedure. 
Written COSHH assessments will be produced for all those substances which have been assessed and deemed hazardous to health. Where necessary the Company will request an external Health & Safety Consultant to assist them in making the necessary assessments.

Supervision

Supervisors will ensure that before personnel commence work where a hazardous substance is required they have been instructed in the safe use of any product they are using in accordance with the written COSHH assessment. They will take into account the circumstances and conditions in which the substance is being used when instructing the workforce. 

Before work commences Supervisors will ensure that any special protective clothing and/or equipment required for safe use is available and used throughout the task.

Safe System of Work

Managing hazardous substances, and complying with the COSHH Regulations, requires the Company to take the following steps to comply with the regulations:

· Identify the problem.

· Assess it, measure it, get some idea of the scale.

· Decide on the method of solving the problem.

· 
Implement the chosen method of solving the problem.

· 
Check that the method is being implemented properly and monitor the outcome.

Personnel will be made aware of the hazards of any materials they will be asked to use, COSHH assessments will be issued for each hazardous product and control methods will be devised.

The Company will keep records of all COSHH assessments and medical surveillance as required in the regulations. These assessments will be reviewed at regular intervals to ensure that they are up to date and still relevant. The Company will review the situation at regular intervals to ensure that the systems are working and that they are adequate.

Personnel Arrangements

Training

All persons must be trained, deemed competent and authorised to carry out tasks and operate items of plant and equipment without a risk to themselves or others.

The leaflet INDG345 ‘Health and safety training’ (978 0 7176 2137 8) explains the importance of health and safety training and gives advice on training requirements and organisation.
At the recruitment stage personnel must receive a company induction which will include the following:

· A training needs analysis and creation of an individual training plan to overcome training shortfalls. 
· Issue of the company’s health and safety policy with attention being brought to its implications and sections applicable to their role and tasks they will carry out. 

· Briefing of relevant method statements, risk assessments and COSHH assessments for their role.

All employees to continue training during the course of their employment with training being arranged as a requirement for:
· Refresher training
· Changes to legislation
· Changes to the working methods

Training will also be carried out as and when identified.

All training will be mandatory with records of any training being kept. Employees are encouraged to enquire about suitable training where they feel it would be beneficial.

Employee Consultation

Standards Required
· The Health and Safety (Consultation with Employees) Regulations 1996 (ISBN 0110548396)

· L146 Consulting workers on health and safety (ISBN 978 0 7176 6311 8)

· HSG263 Involving your workforce in health and safety (ISBN 978 0 7176 6227 2)

· INDG232 Consulting employees on health and safety (ISBN 978 0 7176 6312 5)

The Health and Safety (Consultation with Employees) Regulations 1996 were introduced to ensure employees who are not represented by the ‘Safety Representatives and Safety Committees Regulations 1977’ are consulted by their employers on matters relating to their health and safety at work.
Procedure
The employer will consult with employees either directly or via representatives nominated by the employees.

The consultation with employees will cover the following issues as a minimum:

· introduced measures that may affect employees health and safety

· arrangements for nominating safety representatives

· health and safety information required under this and other regulations

· planning and organisation of health and safety training

· the health and safety consequences of introduced technology in the workplace

The employer will monitor and review all consultation with employees to ensure all employees have the necessary information resulting from the consultations that have taken place.

Young Workers

The Management of Health and Safety at Work Regulations 1999 require employers to protect the health and safety of children (those yet to attain school leaving age) and young persons (under the age of 18) who work for them.

Before employing a young person, an employer will be required to make an assessment of the risks to his or her health and safety. In making the assessment, the employer will have to take account of a number of factors, such as:

· The inexperience and immaturity of young people, and their lack of awareness of risks

· Type of work equipment and the way it is used

· Exposure to physical, biological and chemical agents

· Health and safety training provided to young people

Having carried out this assessment, the employer must determine whether the young person is prohibited under the regulations from doing certain work because of the risks involved.

No employer shall employ a young person for work which:

· is beyond his physical or psychological capacity

· Involves harmful exposure to agents which are toxic or carcinogenic, or which in any way chronically affect human health

· Involves harmful exposure to radiation

· Involves the risk of an accident which it may be reasonably assumed cannot be recognised by a young person owing to their insufficient attention to safety or lack of experience or training

· there is a risk to health from extreme cold or heat, noise or vibration

These prohibitions do not apply to young persons, over school leaving age, where the work is necessary for their training, where they are properly supervised and where the risks are reduced to the lowest practical level.
Contractors

In this Health and Safety Policy, Contractors are any firm or company who are employed by the Company. This is different to labor only contractors who are classed as employees for the purpose of Health & Safety.

All contractors will be expected to comply with this Company Policy for Health, Safety and Welfare and must submit their own Health and Safety Policy to the Company, for verification.

Contractors will receive a copy of the Company's Safety Rules and Requirements and their employees will be expected to be fully aware of what is required of them whilst carrying out work on behalf of the company.

All work must be carried out in accordance with the relevant statutory provisions and taking into account the safety of others and contractor employees must comply with any safety instruction given to them by the company.

All plant or equipment must be safe and in good working condition, fitted with any necessary guards and safety devices, and with any necessary certificates available for checking. All employees must be adequately trained in the use of such plant and equipment and, where appropriate, provide proof of competence.

Any accident or incident must be reported immediately to the company.

Actions Constituting Gross Misconduct

The following are actions constituting Gross Misconduct and will render the employee liable to instant dismissal:

· Unauthorised removal or interference with any guard or protective device

· Unauthorised operation of any item of machinery, plant or equipment

· Unauthorised removal of any item of first aid equipment

· Damage, misuse or interference with any item provided for welfare

· Damage, misuse or interference with any item of firefighting equipment

· Unauthorised removal or defacing of any label, sign or warning device

· Misuse of chemicals, inflammable or hazardous substances or toxic materials

· Smoking in a designated “No Smoking” area

· Dangerous horseplay or playing practical jokes which could cause accidents

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

· Being under the influence of alcohol or illegal substances whilst at work

Places of work

Standards Required
· The Workplace (Health, Safety and Welfare) Regulations 1992 

· L24 Workplace health, safety and welfare (ISBN 978 0 7176 0413 5)
· INDG244 Workplace health, safety and welfare – A short guide for managers (ISBN 978 0 7176 6277 7)
The Workplace (Health, Safety and Welfare) Regulations 1992 cover the working environment, general safety, facilities for washing, eating and changing and good housekeeping.

Planning Procedures

All work will take into account the requirements of the above regulations.

The company will ensure that the statutory requirements are complied with.

Supervision

Person in charge of places of work will ensure that all the facilities and equipment are maintained to the required standards, through regular inspections.

Safe System of Work

The Company will provide working conditions in accordance with the regulations, in particular:

Ventilation

All workplaces will be effectively and suitably ventilated with sufficient fresh air. Windows and other openings are normally sufficient.

Temperature

A minimum temperature of 16oC will be maintained indoors. 

Lighting

Suitable and sufficient lighting will be provided and where possible this will be natural light. In situations where the failure of artificial lighting creates a danger, suitable and sufficient emergency lighting will be provided.

Access and egress

Floors and traffic routes will be cleaned at regular intervals and maintained a safe condition free from obstructions and hazards.

Effective measures will be taken to prevent persons being struck by falling objects etc. Wherever possible, files, boxes etc, will not be stored at high level. 

Where vehicles are present segregated pedestrian routes must be provided and marked accordingly.

Fall protection

Where there is a risk of falling a risk assessment must be carried out and edge protection must be provided in accordance with the Work at Height Regulations 2007.

Where access to roofs is required suitable and sufficient access and edge protection must be provided to prevent falls from edges and through fragile roofs.

Glazing

All windows and transparent areas in doors, gates, walls and partitions will be made of safety material and be suitably protected.

Working space

Sufficient space will be provided in each workplace taking into account furniture, fittings, equipment and machinery.

Suitable work areas will be provided for each employee according to the nature of the work involved.

Office layouts will be planned to avoid trailing cables on floors to office equipment. All accesses, stairways, fire exits, etc. will be kept clear of materials, signed and well lit.

Proper facilities will be provided for office staff required to reach items from high shelving.

Housekeeping

Line Managers will ensure that all persons under their control are made aware of the need to maintain the workplace in a tidy condition. Employees will be instructed to keep access routes clear from obstacles, storage areas are defined and all deliveries are programmed to ensure that excess materials are not stored.
Every employee has a duty to ensure that their workspace and that of those around them are kept in a clean and tidy state.

Personnel will be disciplined by senior management in the event of them causing harm to the welfare of those around them. In this regard, personnel will be encouraged to show respect to their work colleagues.

Emergency Arrangements

Accident Reporting and Sequence of Notification

Standards Required

· The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995
All injuries resulting from accidents in all workplaces, however minor, must be reported. This applies to injuries received by members of the public, visitors, etc. as well as Company employees.

In the event of a fatal or major injury to any person, or dangerous occurrence as defined by The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 the Company Health & Safety Consultants and the Health & Safety Executive must be notified by telephone immediately.

Form F2508 should then be completed and sent to the Health & Safety Executive within 10 days. A copy of the completed form will be kept permanently by the Company.

Accident Book BI510 will be available at the office to ensure any injured employee can record details of their accident. 

The Company will investigate all reportable accidents with assistance where required from the Health & Safety Consultants and will forward a copy of the Investigation Report with any photographs, statements or other relevant material to the Company Insurers or legal Advisors. Investigation reports are privileged information and must not be issued to any other person without permission of Company Insurers or legal Advisors.

Fire Precautions
Standards Required

· Regulatory Reform (Fire Safety) Order 2005. 

Planning Procedures

A fire risk assessment will be carried out for all premises under the control of the company.

Fire extinguishers will be provided and located at strategic points throughout the workplace. Staff will be instructed in the use of office extinguishers in order that they may use them safely and effectively.

The company will enter into a contract service and inspection arrangement to ensure that all portable extinguishers are inspected and maintained.

The names, locations and actions to take in the event of an emergency will be posted at strategic positions throughout the work place.

Safe System of Work

The Office Manager (or alternatively a person nominated by the company) will undertake the procedures as outlined in the specific duties earlier in this policy. In summary these include:

· 
Instigate procedures for the safe evacuation of all offices in the event of emergency

· 
Ensure this procedure is executed in such an event

· 
Summon the emergency services when an incident is reported

· 
All emergency exits checked daily

· 
Check fire alarms weekly and record the results

· 
Ensure access and egress are kept free of obstruction

· 
Ensure fire extinguishers undergo periodic testing and inspection by a qualified engineer

First Aid

Standards Required

First Aid arrangements will be provided and maintained to the requirements of the Health and Safety (First Aid) Regulations 1981. 

Planning Procedures

An assessment of first aid requirements will be carried and first aid kits will be provided appropriate to the number of employees, company operations and working environment. Staff will be informed about first aid arrangements at their induction.

First Aid boxes are located throughout the premises and on all installation vehicles. 

Only first aiders will provide treatment and advise upon any further treatment necessary. In all cases the first aider will assume the role of incident controller.

Persons using first aid items must inform their line manager who must arrange for the items to be replaced. The company will arrange for first aid kits to be inspected to ensure that any used items are replaced.

Safe System of Work

The Office Manager will undertake the procedures as outlined in the specific duties earlier in this policy. In summary these include:

· 
Instigate procedures for first aid including the recording, investigation and reporting of accidents

· 
Ensure procedures are executed in such an event

· 
Summon the emergency services if required when an incident is reported

· 
Ensure access and egress are kept free of obstruction

Occupational Health

Health Surveillance
Planning procedures

Due to the nature of the industry employees may be at risk of exposure to occupational health hazards which may result in work related ill health and disease.

Health surveillance will be carried out for all employees who despite the implemented control measures are likely to be regularly exposed above the exposure action value or are considered to be at risk for any other reason. Advice on a suitable health surveillance programme for at risk employees will be sought from an occupational health service provider. 
The purpose of health surveillance is to: 

· identify anyone exposed or about to be exposed to a health hazard who may be at particular risk

· identify any related disease at an early stage in employees regularly exposed to a health hazard

· help prevent disease progression and eventual disability

· help people stay in work

· check the effectiveness of implemented control measures

All personnel will complete a medical questionnaire prior to employment and at regular intervals to identify any conditions which may expose them to a higher risk of occupational health related injuries or ill health. Any positive responses will be referred to an occupational health service provider and recommendations made regarding an employees’ continued exposure will be acted upon. 

Any diagnosed illness will be reported as required by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR). 

If the results of health surveillance may highlights failures in the management of health and safety control measures will be implemented and risk assessments will be revised. 
Records of health surveillance and fitness for work advice provided for each employee (excluding confidential medical records which are kept by the doctor) will be kept by the company. 

Employees concerned will be consulted before introducing health surveillance. It is important that your employees understand that the aim of health surveillance is to protect them from developing advanced symptoms of ill health so that they can continue to work.
Specific arrangements

Asbestos

Standards required
· The Control of Asbestos at Work Regulations 2006 (ISBN 0110751914)

· MS13 – Asbestos: Medical guidance note

· L27 - The management of asbestos in non-domestic premises (ISBN 978 0 7176 6209 8)
· L43 – Working with materials containing asbestos

Definition

Asbestos is a generic term for a number of silicates or iron, magnesium, calcium, sodium and aluminium which appear naturally in fibrous form. Asbestos is defined as any of the following minerals...."crocidolite, amosite, chrysotile, fibrous anthophyllite, fibrous actinolite, fibrous tremolite and any mixture containing any of the said materials".
All types of asbestos can be dangerous and in general asbestos has been the main cause of occupational ill health from about 1950 onwards. It is still the greatest single work-related cause of death from ill health.
Anyone who disturbs asbestos-containing materials by working on or near them may potentially be exposed to asbestos fibres.
You are most likely to find it in buildings built or refurbished before 2000. Many

thousands of tonnes of asbestos products were used in buildings and much of it is still

there. These materials cannot easily identify from their appearance. The most common uses of asbestos in buildings were:
· loose packing between floors and in partition walls;

· sprayed (‘limpet’) fire insulation on structural beams and girders;

· lagging, e.g. on pipe work, boilers, calorifiers, heat exchangers, insulating jackets

for cold water tanks, around ducts;

· asbestos insulation board (AIB), e.g. ceiling tiles, partition walls, soffits, service

duct covers, fire breaks, heater cupboards, door panels, lift shaft linings, fire

surrounds;

· asbestos cement (AC), e.g. roof sheeting, wall cladding, walls and ceilings,

bath panels, boiler and incinerator flues, fire surrounds, gutters, rainwater

pipes, water tanks;

· other products, e.g. floor tiles, mastics, sealants, textured decorative

coatings (such as artex), rope seals, gaskets (e.g. pipe work), millboards, paper

products, fire doors, cloth (eg fire blankets), bituminous products (roofing felt).

Health effects

Asbestos fibres are present in the environment in Great Britain so people are exposed to very low levels of fibres. However, a key factor in the risk of developing an asbestos-related disease is the total number of fibres breathed in. Working on or near damaged asbestos-containing materials or breathing in high levels of asbestos fibres, which may be many hundreds of times that of environmental levels could increase your chances of getting an asbestos-related disease.
When these fibres are inhaled they can cause serious diseases which are responsible for around 4000 deaths a year. There are four main diseases caused by asbestos: mesothelioma (which is always fatal), lung cancer (almost always fatal), asbestosis (not always fatal, but it can be very debilitating) and diffuse pleural thickening (not fatal). 
Remember, these diseases will not affect you immediately but later on in life, so there is a need for you to protect yourself now to prevent you contracting an asbestos-related disease in the future. It is also important to remember that people who smoke and are also exposed to asbestos fibres are at a much greater risk of developing lung cancer.

Training required

Employees who may be exposed to asbestos will undergo asbestos awareness training. It is a legal requirement that your workers are trained to know about the health risks associated with asbestos, how to spot it, and what to do if they uncover damaged asbestos. 

Planning Procedures

Prior to commencing work which may potentially expose employees to asbestos containing materials (ACM)s. The presence of ACMs will be determined either from checking existing records (such as the client's survey, asbestos plan or register) or through a suitable survey. If asbestos is identified the following must be taken into consideration:

· [If the ACM is licensed or non-licensed
· the amount; 
· where it is and what condition it is in
· whether work is likely to disturb the material 
· whether and how the material needs to be safely protected or removed 

All licensed ACMs will be removed by an asbestos license holder working within the conditions of their license.
A safe system of work will be implemented in order to remove non-licensed asbestos  ensuring that employees are properly protected and the spread of debris is minimised.

All asbestos waste will be disposed of properly and in accordance with the requirements of the Environment Agency.[
Once construction work is finished, you may need to share information about the location and condition of any asbestos that is still within the premises. This is so that the client can comply with their duty[9] to manage asbestos in non-domestic premises.

Supervision

Supervisors must ensure that where the presence of ACMs has been confirmed or is suspected that:

· employees are informed of the asbestos status
· works only commence after the removal of any licensed ACMs has been confirmed in writing. They must also ensure that employees wear appropriate PPE identified by the specific risk assessments.
· if ACMs are identified in areas which need to be disturbed all work ceases and does not recommence until it has been confirmed that all asbestos has either been removed or a safe system of work has been implemented to enable safe removal.
Safe system of work

The company will ensure that adequate training (which includes information and instruction) is given to all employees who may be exposed to asbestos to enable them to identify asbestos and understand the associated dangers. They will also know the correct procedure to follow in the event of discovery.

No employee will be allowed to work in areas identified by the specialist contractors as being affected by asbestos. Supervisors will designate "No Go Areas". Only employees of the specialist contractor, or persons authorised by that contractor will be allowed access to the designated areas.

If the presence of asbestos is unexpectedly "discovered" during normal working activity, a Supervisor must be informed immediately and the procedures outlined in 'Supervision' above will be put into effect. 

Contact dermatitis

Standards required

The Control of Substances Hazardous to Health Regulations 2002
Definition

Contact dermatitis[6] is inflammation of the skin that can arise from contact with a range of materials. All construction workers are frequently exposed to hazardous substances such as the following may develop contact dermatitis:
· chemicals; 

· prolonged or frequent contact with water (eg more than two hours a day); 

· biological agents (eg plants, bacteria and fungi); or

· mechanical abrasion (eg abrasive substances such as sand, and rough-edged surfaces and tools). 

Health effects

Contact dermatitis usually affects the hands and forearms; however, the face, neck or chest, and legs can also be affected. The main signs and symptoms are dryness, redness, itching, swelling, flaking, cracking and blistering, and it can be very painful. Work-related dermatitis is caused or made worse by work and can lead to itching, bleeding and pus formation.

There are two types of work-related contact dermatitis, irritant contact dermatitis and allergic contact dermatitis.
Irritant contact dermatitis

· Is a local inflammation of the skin. 

· Can develop after a brief heavy, single exposure (acute) or be due to repeated and prolonged exposure (chronic) to hazardous agents. 

· In some cases more than one substance may be involved. 

Allergic contact dermatitis 

· This occurs when someone becomes allergic to something that comes into contact with their skin. 

· The allergic reaction can appear hours or days later. 

· Once the allergy has developed, subsequent contact with even tiny amounts of the material can trigger an allergic reaction. 

Training required

All employees will receive the following information and instruction: 
· what dermatitis is and how they can recognise the symptoms
· what causes dermatitis and what is it about their job that could put them at risk 

· how they can protect themselves by keeping their skin clean 

· how to use equipment safely and maintain it
· how to use protective clothing, and store and keep it clean 

· how to carry out skin checks (what to look for) 

· what to do if any signs of dermatitis develop 

Planning procedures

Each task will be assessed in order to establish the which hazards substances and materials employees are likely to be exposed to. The manufacturers safety data sheets will be checked for labels that say:

· ‘may cause skin sensitisation'; 

· ‘irritating to skin'; 

· ‘repeated exposure may cause skin dryness or cracking'?

Employees will be consulted about the substances and materials they use and how they use them.
Hazardous substances and materials will be elimination where possible or substituted for a less hazardous alternative.

COSHH assessments will be carried out and control measures will be implemented to prevent skin contact with the substances.
Supervision

Supervisors will ensure that:

· only substances and materials approved for use by the company are used

· COSHH assessments for all hazardous substances have been carried out and briefed to all employees who may use or be affected by the substance or material
· Skin checks are carried out and where instances of dermatitis are discovered they are reported to the company so that an investigation of the cause can be established.
· Employees comply with the requirements of the COSHH assessment for each hazardous substance or material.

· Protective clothing, gloves and other PPE are kept clean and in good repair. 

Safe system of work

All employees will be briefed COSHH assessments for all hazardous substances or materials which may cause dermatitis.

Where possible remote handling will be adopted and contaminated areas will be contained.

Employees will be provided with:

· Protective clothing, suitable gloves and any other PPE requirement necessary to prevent skin contact.
· suitable washing facilities including showers if required are available with running hot/warm and cold water to wash hands, forearms or other exposed parts of the skin. 

· Mild soaps/cleaners will be selected and pre- and after-work creams will be provided.

Hand-arm vibration

Legislation and guidance
· The Control of Vibration at Work Regulations 2005
· Indg296 – Hand-arm vibration (Advice for employees)

· L140 – Hand-arm vibration (Guidance on Regulations)

· HSG170 – Vibration solutions (Practical ways to reduce the risk of hand-arm vibration injury)

Definition

Hand-arm vibration is the transmission of vibration from a work activity into someone's hands and arms. This occurs when operating hand-held power tools, using hand-guided equipment or holding materials being processed by a machine. 

Regular and frequent exposure to hand-arm vibration can lead to permanent ill health. This is most likely if contact with a vibrating tool or work piece is a regular part of someone's job. Occasional or low-level exposure is unlikely to cause ill health.

The regulations set two expose values; the exposure action value (EAV) and exposure limit value (ELV): 

· The exposure action value (EAV) is a daily amount of vibration exposure above which employers are required to take action to control exposure. The greater the exposure level, the greater the risk and the more action employers will need to take to reduce the risk. For hand-arm vibration the EAV is a daily exposure of 2.5 m/s2 A(8). 

· The exposure limit value (ELV) is the maximum amount of vibration an employee may be exposed to on any single day. For hand-arm vibration the ELV is a daily exposure of 5 m/s2 A(8). It represents a high risk above which employees should not be exposed. 

Health effects
Hand-arm vibration can cause a range of conditions called hand-arm vibration syndrome (HAVS). The best known is vibration white finger (VWF), but vibration also links to specific diseases such as carpal tunnel syndrome. 

For some people symptoms appear after only a few months of exposure but for others it may take years. The symptoms are likely to get worse with repeated exposure and can lead to permanent damage and disfigurement. They can severely limit the jobs that someone is able to do, as well as affect family and social activities.

Symptoms include any combination of:

· tingling and numbness in the fingers; 

· not being able to feel things properly; 

· loss of strength in the hands; and/or

· fingers going white (blanching) and becoming red and painful on recovery (particularly in the cold and wet, and probably only in the tips at first). 

Effects of these symptoms on people include:

· pain, distress and disturbed sleep; 

· inability to do fine work (e.g. assembling small components) or everyday tasks (e.g. fastening buttons); 

· reduced ability to work in cold or damp conditions (i.e. most outdoor construction work), which is likely to trigger a painful finger blanching attack; and

· reduced grip strength, which might affect the ability to work safely. 
Information and training

Employees will be given information on:

· the health effects of hand-arm vibration 
· the sources of hand-arm vibration
· the risk level and if it is high (above the ELV), medium (above the EAV) or low. 
· The risk factors (e.g. the levels of vibration, daily exposure duration, regularity of exposure over weeks, months and years) 
· how to recognise and report symptoms 
· health surveillance requirements and how it can help them remain fit for work, how you plan to provide it, how the company plan to use the results and the confidentiality of the results 
· ways to minimise risk including: changes to working practices to reduce vibration exposure; correct selection, use and maintenance of equipment; correct techniques for equipment use, how to reduce grip force etc; maintenance of good blood circulation at work by keeping warm and massaging fingers and, if possible, cutting down on smoking
Planning Procedure

Where personnel are required to work in situations where they are likely to be exposed to vibration levels a risk assessment will be carried out. 
If personnel are likely to be exposed to vibration levels above the daily exposure action value (EAV) the company will implement control measures to eliminate risk, or reduce exposure to as: 

· low a level as is reasonably practicable
· provide health surveillance (regular health checks) to those employees who continue to be regularly exposed above the action value or otherwise continue to be at risk 

If personnel are likely to be exposed to vibration levels above the daily exposure limit value (ELV) immediate action will be taken to reduce their exposure below the limit value.  

The company will identify if there is likely to be a significant risk from hand-arm vibration by: 
· finding out from employees and their supervisors which, if any, processes and work equipment involve regular exposure to vibration 
· Referring to manufacturers handbooks to see whether there are any warnings and exposure values 
· asking employees if they have any of the HAVS symptoms and whether the equipment being used produces high levels of vibration or uncomfortable strains on hands and arms. 
A list of all equipment used by the company which may cause vibration and what sort of work it is used for will be kept and will detail information about the equipment from equipment handbooks (make, model, power, vibration risks, vibration information etc)

A list of employees who use the vibrating equipment will be kept detailing which jobs they do and how long employees’ hands are actually in contact with the equipment while it is vibrating (‘trigger time’)

If the employee is exposed to vibration from more than one tool or work process during a typical day, you will need to collect information on likely vibration level and ‘trigger time’ for each one. 
Once all relevant vibration data and exposure times are collected an assessment of each employee’s daily exposure will be carried out using the simple ‘exposure points’ system to estimate the daily exposure. 

If you want to obtain vibration measurements for your own tools you will need to arrange for a competent person to carry out measurements for you using specialised equipment. Measurement results can be highly variable, depending on many factors, including the operator’s technique, the condition of the work equipment, the material being processed and the measurement method. The competence and experience of the person who makes the measurements is important so that they can recognise and take account of these uncertainties in producing representative vibration data. 
Simple ‘exposure points’ system
	Tool vibration (m/s2)
	3
	4
	5
	6
	7
	10
	12
	15

	Points per hour (approximate)
	20
	30
	50
	70
	100
	200
	300
	450


Multiply the points assigned to the tool vibration by the number of hours of daily ‘trigger time’ for the tool(s) and then compare the total with the exposure action value (EAV) and exposure limit value (ELV) points. 

100 points per day = exposure action value (EAV) 
400 points per day = exposure limit value (ELV)

Tool and machine manufacturers and suppliers are obliged by the Supply of Machinery (Safety) Regulations 1992 (as amended) to design equipment which will reduce vibration risks to as low a level as possible, making use of the latest technology. The equipment should be CE marked to show that it complies with these requirements, and health and safety information should be provided in an instruction book. This should include: 
· warnings about any vibration related risk from using the equipment; 

· information on safe use and, where necessary, training requirements; 

· information on how to maintain the equipment; 

· a statement of the vibration emission (or a statement that the vibration test has produced a vibration emission of less than 2.5 m/s2) together with information on the test method used (see ‘Estimating exposure’). 

Supervision

Supervisors will ensure that:

· suitable gloves are available, issued to personnel as required and worn at all times when an employee is exposed to vibration.
· Actual estimated daily exposure time (i.e. the total daily ‘trigger time’ with the equipment operating and in contact with the employee’s hand(s)) is checked to ensure that exposure levels are as intended. 
Safe System of Work

Alternative work equipment and methods will be considered which eliminates or reduces exposure to vibration. 
All work equipment will be selected or allocated for tasks is suitable and can do the work efficiently. Equipment that is unsuitable, too small or not powerful enough is likely to take much longer to complete the task and expose employees to vibration for longer than is necessary. 

The company will consult suppliers, manufacturers and hire companies to ensure that work equipment is suitable for the intended work taking account of vibration emission, efficiency and any specific requirements. 

Equipment will be inspected and maintained (following the manufacturer’s recommendations where appropriate) by a competent person to prevent avoidable increases in vibration or reduction of efficiency which may increase trigger time. Work equipment will be replaced when it becomes worn out by lower vibration alternatives so far as is reasonably practicable. 
Vibration information will be obtained from manufacturers and/or suppliers of work equipment as well as hire companies.

Vibration reduction features and how to use and maintain the equipment to make these features effective. 

Operators vibration exposure times will be limited with frequent rest periods where vibration is excessive. Where tools require continual or frequent use, employee rotas will be introduced to limit exposure times.
Protective gloves will be provided to keep hands warm and dry and to encourage good blood circulation to help protect them from developing vibration white finger. 

Should health surveillance identify anyone exposed or about to be exposed to hand-arm vibration who may be at particular risk, for example people with blood circulatory diseases such as Raynaud’s Disease
Suitable gloves will be provided to keep hands warm and reduce the possibility of hand arm vibration syndrome.

When using vibrating tools job rotation should be considered.

Muscluoskeletal

Noise

Standards Required

· The Control of Noise at Work Regulations 2005  
· L108 – Controlling noise at work

· Indg362 – Noise at work

Planning Procedure

Where personnel are required to work in situations where high levels of noise are likely to be encountered, senior management will ensure that full information is obtained, before work commences, on the levels and frequencies of noise. Any measures to reduce noise levels to below levels considered to be safe must be planned or, if this course is not practicable, suitable hearing protection equipment must be identified for use by personnel.

Regular monitoring of noise levels and frequencies will be planned, as required.

Instruction and training will be provided to all personnel required to work in premises likely to result in exposure to high noise levels.

Supervision

Supervisors will ensure that supplies of ear defenders, or other hearing protection is made available for any operations, where it is not practicable to reduce the noise level to a safe limit. These will be issued to personnel as required and must be worn at all times when an employee is exposed to noise.

Safe System of Work

· Carry out a written noise assessment to establish levels and frequencies of noise as required.

· 
Regularly monitor noise levels and frequencies.

· 
Give advice on noise control measures.

Respiratory Disease
Standards Required

· EH40 – Table 1: List of approved workplace exposure limits (as consolidated with amendments October 2007 

· The British Standards BS EN 529:2005 ‘Respiratory protective devices (Recommendations for selection, use, care and maintenance)’
· Indg315 – Stone dust and you 

Definition
Dust is a general term for solid particles with diameters less than 500 micrometers. When dust is lifted by wind or by mechanical actions becomes a hazard as it is inhaled and may cause respiratory problems. 
Many substances can be inhaled is its dust for and the HSE document EH40 sets Workplace Exposure Limits (WELs) which employers must conform to.

When materials such as rocks, sands, clays and also products such as bricks, tiles and concrete are worked, e.g. cut, sanded, carved, ground etc, dust is created a fine dust is called Respirable Crystalline Silica (RCS). This dust may be fine enough to be breathed deep into the lungs.
Persons exposed to RCS are at risk of developing silicosis. This disease makes breathing more difficult and increases the risk of lung infections. Silicosis usually follows many years of exposure to RCS, however, exceptionally high exposures over a few months or years can cause acute silicosis, which can cause death within months of exposure. Heavy and prolonged exposure to RCS under the conditions that produce silicosis can cause lung cancer. 
You may also develop Chronic Obstructive Pulmonary Disease (COPD), which prevents you from breathing properly. COPD is a term that includes chronic bronchitis and emphysema. 
Planning Procedure

Where personnel are required to work in situations where they may be exposed to dust, senior management will ensure that full information is obtained, before work commences, on the levels and types of dust. Any measures to reduce dust levels to below levels considered to be safe must be planned. Suitable dust extraction or suppression must be provided along with suitable respiratory protection.

Instruction and training will be provided to all personnel required to work in situations where they are likely to be exposed to high noise levels.

Supervision

Supervisors will ensure that suitable dust extraction or suppression is used throughout all operations where required and that suitable respiratory protection is available, issued to personnel as required and is worn at all times when an employee is exposed to dust.

Safe System of Work

Carry out a risk assessment to establish the possibility of dust presenting a hazard.

Stress
Lead at Work

Standards required

· The Control of Lead at Work Regulations 2002
· L132 – Control of lead at work (Third edition)
· INDG305 - Lead and You 
The Control of Lead at Work Regulations 2002 aim to protect people at work exposed to lead by controlling that exposure. Lead is defined as being lead (including alloys, any compounds of lead and lead as a constituent of any substance or material) which is liable to be inhaled, ingested or otherwise absorbed.

Hazards associated with working with Lead are:

· Inhalation of Lead dust, fume or vapour 

· Ingestible Lead in the form of powder, dust, paint or paste

· Absorption of Lead through the skin when it is in the form of lead compounds, paint or paste.

Absorbed lead circulates in the blood system and although a small amount of lead is removed from the body each time a person goes to the toilet some stays in the body mainly in the bones. This can lead to serious conditions such as kidney, nerve and brain damage and infertility.

Planning Procedures

To avoid unnecessary contact with lead or lead based products, the company will ascertain from the clients, at the pre-tender stage, whether or not any of the work areas are likely to contain lead, or are coated with lead or lead based products.

Should lead be present on site the company ensure that suitable control measures are implemented in order to prevent or reduce exposure to a minimal level. 
Protective overalls will be provided, along with gloves and suitable respiratory protection.

Health surveillance must be carried out on all employees who are or may potentially be exposed to lead. 

Suitable washing facilities must be provided in order to decontaminate areas of skin exposed.

If there is a risk of lead dust, fume or vapour exposure suitable extraction or suppression arrangements will be used and air monitoring will be carried out.  

Supervision

Supervisors must ensure that:

· all employees required to work with lead understand the affects of exposure and . 
Safe System of Work

Employees working with lead or who may be exposed it will be given information in the effects of lead exposure and will be instructed in the required working methods to reduce exposure.

The Company will supply all the washing facilities to ensure cleanliness with minimum of delay.

Protective clothing, gloves and suitable respiratory protection dependant on the type of exposure will be worn. 

Operatives will not be allowed to eat, drink or smoke whilst working with lead or afterwards until hands and face have been washed. No person will be allowed to eat, smoke or drink in areas contaminated with air borne lead or in the immediate vicinity of solid lead.

All employees exposed to or who may be potentially exposed to lead must undergo health surveillance consisting of blood and urine samples being taken over regular periods by a doctor. Employees are legally required to provide blood or urine samples for this purpose.
If lead levels in blood reach 50 μg/dl (action level) an investigation will be carried out to investigate why the level is high and what can be done to reduce it below the action level:
· reviewing the control measures and checking that they are working properly; 

· making sure that proper hygiene procedures are followed; 

· consulting relevant health professionals such as a doctor or occupational hygienist about any additional protective measures. 

If lead levels in blood reach 60 μg/dl (suspension level) the employee will be suspended from carrying out work which exposes them to lead (Lower action and suspension levels apply for some employees – see the table below). The employee will not be allowed to work with lead until the doctor considers it safe to do so. 
Action and suspension levels for lead
	Category 
	Action level 
	Suspension level 

	(a) General employees 
	50 μg/dl 
	60 μg/dl 

	(b) Women capable of having children 
	25 μg/dl 
	30 μg/dl 

	(c) Young people under 18 (other than at (a)) 
	40 μg/dl 
	50 μg/dl 


Where operatives are exposed to lead above the statutory control levels the company is obliged to keep records for a period of at least 40 years. Operatives exposed above this level must undergo medical surveillance. 

Personal Protective Equipment

General

Standards Required

· The Personal Protective Equipment Regulations 2002
The Personal Protective Equipment Regulations 2002 have specific requirements for the provision, maintenance and use of protective clothing and equipment:

Other regulations may also apply and are referred to in other sections of this policy. All safety equipment purchased for use by Company personnel will be in accordance with the appropriate British Standard.

Information on provision, maintenance and use of protective clothing or equipment, in accordance with the regulations Health and Safety Executive recommendations and current good working practices is available from the Company Health & Safety Consultants.

Planning Procedures

All work will be planned to take the above standards into account.

Before work starts, the supervisors will ensure that any special protective clothing, or equipment, required available for use.

Supervision

The Office Manager will ensure that adequate supplies of all necessary protective clothing, or equipment, are available for issue, as required and that, when issued to employees, a record is kept.

Any person carrying out any process which requires the use of protective clothing, or equipment not using it, will be informed of statutory or Company Policy requirements and instructed not to continue working until protective clothing, or equipment is obtained.

Those persons issuing protective clothing, or equipment, will ensure that it is suitable for the specific process for which it is provided. Information and advice on the correct equipment to be issued will be provided by the Company Health & Safety Consultants as required.

Safe System of Work

All staff are required to wear suitable footwear while at work.

All persons issued with protective clothing, or equipment, must immediately report to their line manager any loss or defect in the equipment.

Safety Helmets

Standards Required

· The Construction (Head Protection) Regulations 1989
The Construction (Head Protection) Regulations 1989 require the provision and use of head protection on sites where there is a risk of injury. Employers must provide safety helmets, issue instructions on the wearing of helmets and take action if helmets are not worn as required. Person​nel issued with safety helmets must wear the helmets as instructed by employer. Turban wearing Sikhs are exempt from these regulations.

Working Rule 12 of the National Joint Council for the Building Industry - Working Rule Agreement requires safety helmets to be provided and worn in areas where there is a risk of head injuries.

Planning Procedure

All work will be negotiated in accordance with the above standards.

The Health and Safety Coordinator will ensure that Supervisors and Contractors are aware of Company Policy and the 1989 requirements on the wearing of safety helmets before the commencement of each new site.

Helmets will be provided to each site for the use of visitors to the site.

Signs warning that safety helmets to be worn will be displayed at access point to working areas.

Instruction on the provision and use of helmets will be included in training courses provided for staff.

Supervision

The Site Supervisor will ensure that signs and helmets for visitors are available and that contractors are aware of Company Policy. The Site Supervisor will ensure that other company staff visiting sites will wear a safety helmet at all times on site.

The Operations Director will ensure that it is a condition of the Contract Agreement that all contractors will provide safety helmets to all their employees and that they are instructed in the requirements of this Company's Policy. 

The Site Supervisor will report any disregard of this policy by Contractors' employees to the Contractor concerned. The Contractor will be obliged to remove from site any employee who continually fails to comply with this requirement.

Safety helmets which are damaged, have received a heavy blow, have parts missing, have been weakened by drilling holes or painting, or have been in use for more than 3 years, must be replaced. Certain helmets have an indefinite life-span and need not be replaced in this period.

Safe System of Work

Safety helmets will be worn by all staff, contractors, employees, visitors, purchasers etc. at all times and in all areas of the site. However, helmets need not be worn in the following areas if construction operations are not taking place in the areas:

· Site Office and Welfare Facilities.

· Areas where houses are occupied.

· Inside buildings after 2nd fix complete.

All persons working in such "exempt areas" will however, be required to always have their safety helmets with them so that they can wear them immediately they exit such areas.

Work Equipment

General
Standards required

The Provision and Use of Work Equipment Regulations 1998 are the main regulations covering the use of work equipment. They cover all kinds of equipment from office equipment to hand tools to complete items of plant. The use of work equipment includes starting, stopping, repairing, modifying, installing, dismantling, programming, setting, transporting, maintaining, servicing and cleaning.

The specific requirements of this legislation cover the guarding of dangerous parts of machinery and protection against specific hazards, i.e. overturning of vehicle, falling or ejected articles and substances, rupture or disintegration of work equipment parts, equipment catching fire or overheating, unintended or premature discharge of articles and substances and protection against explosion.

These requirements also cover work equipment parts and substances at high or very low temperatures. Control systems and control devices, isolation of equipment from sources of energy, stability of equipment, lighting, maintenance operations and warnings and markings.
Other general applicable regulations are:

The Personal Protective Equipment at Work Regulations 1992
The Control of Noise at Work Regulations 2005
The Control of Vibration at Work Regulations 2005
Planning Procedures

The competence of each employee will be assessed to ensure that they will be able to operate the work equipment required for the post without risk to themselves or others.

The company will ensure the all employees are trained, have sufficient knowledge and experience to operate each item type of work equipment required. 
Employees will receive written confirmation of each item of work equipment they are authorised to operate and a record will be held by the company. 
The Company will ensure that all work equipment is suitable for its intended use and will take into account the working conditions and hazards in the workplace when selecting the equipment.

Each item of work equipment will be added to an equipment register the Health and Safety Coordinator will ensure that an inspection and maintenance schedule is implemented in compliance with the PUWER regulations and the manufacturer’s instructions. 
The Health & Safety Coordinator will ensure that office equipment is sited and maintained correctly and is serviced in accordance with the manufacturer’s recommendations. All staff required to use office equipment will be given training and instruction in its use.

The PPE requirements for each employee will be identified and allocated to each employee.
All hired equipment must be used, inspected and maintained in accordance with the above.

Supervision

Supervisors will ensure that all employees under their control:

· only use work equipment where they have been trained, deemed competent and have received authorisation from the company. 
· use, inspect and maintain work equipment in a safe working condition, in compliance with PUWER, other regulations specific to the work equipment and the manufacturer’s instructions.
· Carry out inspections and record the results on an inspection register.

· Report defects and ensure that faulty work equipment is taken out of use immediately until repaired by a competent person or replaced.
· use work equipment in accordance with risk assessment control measures, PPE requirements and ensure that the equipment is the right tools for the job.
· Are supplied with and use sufficient quantities of suitable eye protection, ear protection, respiratory protection and other protective equipment is available and issued when required.
· Secure all work equipment when not in use to prevent unauthorised operation or theft.
· Do not use work equipment for work which it is not designed, or which is prohibited by regulations.
Safe System of Work

All employees will be trained, competent and authorised by the company to operate items of work equipment. This information must be recorded and employees must be given information on the work equipment they are authorised to operate.

The Company will ensure that equipment is used only for operations for which, and under conditions for which, it is suitable, and that the equipment is maintained in an efficient state, in efficient working order and in good repair.
Portable Appliance Tests will be carried out by a competent person and all equipment will be tagged.
A weekly inspection of all work equipment will be carried out by all operators and the results of the inspections will be recorded.
All faulty or damaged equipment will be reported by employees to their supervisor and will not be operated until it has been repaired and deemed safe to operate by a competent person or replaced. 
Any employee found to be operating faulty equipment will be removed from site and disciplined.
The Company will not permit any unauthorised person, or young person under the age of 18 to operate work equipment.

Operators will ensure that all access and working area around work equipment is kept clean and tidy. They will also ensure that any trailing cables do not pose a trip hazard. 
Abrasive Wheels
Legislation and guidance

HSG17 Safety in the use of abrasive wheels
Training required

Abrasive Wheels

Specific arrangements

Operators must ensure that the correct cutting disc is used for the material to be cut and that the disc speed rating is higher than the equipment spindle speed.

All operators must ensure that they do not leave abrasive wheel tools running when they are not being operated.
Dust extraction or suppression must be used to minimise the risk of dust exposure. 
Supervision

Main Hazards

The main hazards associated with Abrasive Wheels are:

· 
Bursting of the wheel of disc

· 
Injuries from flying particles

· 
Cuts to hands, legs etc

· 
Dusts inhaled from certain types of materials.

· 
Loose clothing tangled in disc

· 
Electric shock

· 
Fire and explosion

· 
Noise 

· 
Dust

· 
Vibration

Electrical Power Tools

Legislation and guidance

INDG231 – Electrical safety and you
Training required

The company will train all employees in the use of power tools and assess their competency.

Specific Arrangements
· Battery powered tools and equipment will be considered where possible

· Where this is not possible no power tools or electrical equipment of greater voltage than 110 volt (CTE) will be used on sites, unless special arrangements are made and discussed with the Health & Safety Executive. 

· Battery powered or lower voltage tools, lighting etc., may be required in damp or confined situations. 

· All cable connections must be properly made; under no circumstances is insulation tape to be used for any repair or joint in extension cables.

· Power tools must be maintained in good conditions, with casing intact and label fitted showing voltage and other information.

· Regular portable appliance tests will be carried out on all electrical equipment by a competent electrician.

Supervision

Supervisors will ensure that:

· 
all power leads are installed clear of access ways and preferably above head height.

· suitable storage facilities are available to secure tools when they are not in use.

· 
any abrasive wheel machine, or tools being used with any defect, which could give rise to injury, is taken out of use immediately.

Main Hazards

The main hazards associated with electrical power tools are:

· 
Contact with danger moving parts
· 
Injuries from flying particles

· 
Dusts inhaled from certain types of materials.

· 
Loose clothing tangled in disc

· 
Electric shock

· 
Fire and explosion

· 
Noise 

· 
Dust

· 
Vibration

Lifting Plant and Accessories

Legislation and guidance

Lifting Operations and Lifting Equipment Regulations 1998
Training required

Plant operators, banksmen, slinger/signalers and lifting supervisors will be trained in accordance with one or more of the following schemes: 

· Construction Plant Certification Scheme (CPCS)

· National Plant Operators Scheme (NPORS)

Specific Arrangements

The provision of lifting accessories will be planned, taking into account the size, weight and type of loads to be lifted and the conditions in which the lifting accessories is to be used.

Supervisors will ensure that all lifting plant and/or accessories provided for use on site are in good order and have a valid thorough examination certificate.
Thorough examinations records will be carried in accordance with the Lifting Operations and Lifting Equipment Regulations 1998 as follows:

· Lifting accessories and person lifting plant – every 6 months

· Lifting plant – every 12 months

Supervisors will arrange for suitable storage of lifting accessories.

Supervision
Supervisors will ensure that:

· All testing and Thorough Examination Certificates are valid prior to the commencement of operations.

· Copies of thorough examination certificates from hire companies must be kept on record.
Main Hazards

The main hazards associated with lifting accessories and plant are:

· 
Overloading.

· 
Incorrect use, i.e. too wide an angle between legs of sling, use of eyebolt at an angle etc.

· 
Abuse, i.e. use of sling as towing rope etc.

· 
Use of defective equipment.

· 
Damage to slings, i.e. lack of packing to load.

· 
Incorrect slinging method.

All personnel working with or near lifting appliances must wear safety helmets. Repairs to lifting accessories must not be carried out on site.  A test certificate must be obtained for any repaired item of lifting accessories.

Slings and other lifting accessories must not be used for operations for which they were not intended and must not be altered or adapted by unsafe methods, i.e. knots, bolt through links, etc. Sufficient materials for packing between sling and load must be provided.

Plant

Standards Required
Training required

Plant operators, and banksmen will be trained in accordance with one or more of the following schemes: 

· Construction Plant Certification Scheme (CPCS)

· National Plant Operators Scheme (NPORS)

Specific arrangements

All banksmen, supervisory staff and employees required to enter areas where plant are in operation, will be provided with high visibility waistcoats or belts.

Supervisors will take all aspects of the work into account, to ensure that sufficient information is provided to the company, hire company or contractor to enable the correct type of plant to be provided.

Plant Operators must not drink alcohol during the working day or shift.

All personnel required to enter areas where lifting appliances are in use (e.g. MEWPS etc.) will be required to wear safety helmets, high-visibility and safety footwear as a minimum. 

Children must not be permitted to enter working areas while plant in use and all necessary measures required to avoid hazards to children on the site outside working hours must be taken, particularly if it is not possible to fully fence the site.

Supervision

Supervisors will ensure that:

· Supervisors will ensure that any necessary preparatory work required, to enable plant to be installed, or used correctly, is carried out in accordance with specific requirements.

· All plant delivered to site is inspected to ensure that it is in good order and fitted with any necessary safety devices and guards.

· maintenance and Thorough Examination Certificates are checked 
· competent operators and banksmen are provided.  
· plant operators do not carry out work with a machine for which it was not intended.

· No young person (under 18 years old) is permitted to operate any items of plant or act as banksman unless being trained and under direct supervision.

· weekly inspections are carried out by the operator or other competent person and the inspection recorded is entered in the inspection register regardless of any register kept by operators or plant hire companies.

· All plant will be properly secured and immobilised at the end of each day.

Main Hazards
Hazards with the use of plant arise out of:

· 
Unskilled operation

· 
Incorrect use

· 
Poor maintenance

· 
Reversing unsupervised

· Overturning

· 
Defects in machine unchecked

· 
Noise (see separate section)

Scaffold
Standards Required

All scaffold erected on behalf of the company will be erected in accordance with the Work at Height Regulations 2005 and NASC publication TG20: 08.
Where company personnel are required to access scaffold under the control of another company, a safe system of work will be implemented to ensure that the scaffold is safe to access.   
Planning Procedure

All work involving the erection and/or use of scaffold will be planned to take the above standards into account.

The Director will arrange for full details of the use and loadings of the scaffold to be erected, to be provided to the scaffolding contractor.

Training must be provided by the Scaffolding Contractors for Supervisors required and operatives required to erect, alter or dismantle scaffolding.

Supervision

Supervisors must ensure that all scaffold under their control has been inspected by the competent scaffold erector and that a handing-over certificate is obtained.

Before use and thereafter at not more than seven day intervals, the Supervisor will ensure that the scaffold is inspected and that any defect is rectified. A report of the inspection and action will be entered in the Site Scaffold Inspection Register and signed, dated and timed by the person carrying out the inspection. A similar inspection will also be carried out after high winds or other adverse weather conditions.

No person, other than a competent, certified and authorised scaffolder will be permitted to alter, erect, dismantle or otherwise interfere with any scaffold.
Safe System of Work

Scaffold erectors must hold a current ConstructionSkills CSCS card. All scaffolds must be tied in accordance with the Code of Practice requirements. Where the provision of ties is impracticable, then the method of ensuring that the scaffold is adequately supported must be clearly specified and recorded.

Scaff-tags will be fitted to each access point to confirm the safe condition of the scaffold. The date of each inspection must be added to the scaff-tags as a visual check for all personnel that the scaffold has been inspected within seven days. If an inspection deems the scaffold unsafe the scaff-tag must state ‘Do Not Use’. 

All scaffolds must be checked at the end of each working day to ensure that access to the scaffold by children has been prevented.

Tower Scaffolds will be constructed from sound materials and free from defects and only erected by trained and competent personnel in accordance with manufacturers/suppliers recommendations. The height must not exceed 3 times the minimum base dimension when used outdoors and 3.5 times the minimum base dimension when used indoors, unless the outriggers/stabilisers are used.

Aluminium tower scaffolds should have internal steps and a hinged trapdoor working platform. They must not be moved when persons are on the scaffold and wheel brakes must always be locked when the scaffold is used.

Tower scaffolds are subject to the same requirements for toe boards, guard-rails and brick guards as ordinary scaffolds.

Ladders

Standards Required

Only ladders constructed in accordance with Industrial Grade and BS EN 131-1:2007 will be used.

Planning Procedure

All work will be planned to take the above standards into account.

Supervisors will arrange for the required number and type of ladders to be provided, taking into account the above standards and the work to be carried out.

The means of securing ladders will be planned as far as possible and sufficient materials made available.

Training will be provided to Supervisors and all other personnel to include the hazards and precautions relating to ladders and their use.

Supervision

Ladders must be checked by Supervisors before use, to ensure that there are no defects, and will be checked at least weekly while in use on site. Where a defect is noted, or a ladder damaged, it will be taken out of use immediately. The Supervisor will ensure that proper storage is provided for ladders, under cover where possible, and with ladder properly supported throughout length.

The Supervisor will check that ladders in use are secured, have a solid, level base and are being used correctly.  Ladders will not be used to provide access, or a working position, if the type of work cannot be carried out safely from a ladder (e.g. carrying large items, work requiring both hands etc.).

Methods of use, which will result in damage to the ladder, will not be permitted, e.g. securing ladder with scaffold clip, placing board on rung to form working platform or ramp, etc.

Safe Systems of Work

The main hazards associated with ladders are:

· Not securing the ladder properly.

· Unsafe use of ladder (over-reaching, sliding down etc.).

· Using ladder where safer method should be provided.

· Using ladder with defect.

· Unsuitable base to ladder.

· Insufficient handhold at top of ladder, or at stepping off position.

· Insufficient foothold at each rung.

· Using ladder near overhead electrical cables, crane contacts etc.

· Ladder at unsuitable angle, swaying, springing etc. (recommend angle 1 in 4 or 75o).

· Insufficient overlap of extension ladders.

Ladders will be removed to storage, or made inaccessible by some means, at the end of each working day, to ensure that unauthorised access to scaffolds etc. by others, particularly children, is prevented.

Display Screen Equipment
Legislation and guidance
· The Health and Safety (Display Screen Equipment) Regulations 1992
· L26 – Work with display screen equipment (ISBN 978 0 7176 2582 6)
Training required

All personnel will be given information regarding the hazards associated with Display Screen Equipment.  
Specific arrangements
· Plan display screen equipment work so that there are breaks or changes of activity.

· Assess all display equipment workstations and reduce risks which are discovered.

· Ensure that workstations satisfy the minimum requirements which are set for the display screen itself, keyboard, desk and chair, working environment and task design and software.

· The Company will provide appropriate eyesight tests to users of display screen equipment and, where necessary, supply special spectacles where normal ones cannot be used.

Supervision

Supervisors must ensure that all employees using display screen equipment complete and assessment.
Workshop Machinery

Legislation and guidance

As above
Training required

The company will train all employees in the use of workshop machinery and assess their competency.

Specific arrangements

· Barriers and covering for machines will be provided to prevent unauthorised access to machines.

· Suitable level base providing good flooring will be available in working areas of machine.

· If appropriate, extraction facilities must be provided.

Supervision

Supervisors will ensure that:

· all machines provided are installed in accordance with the planned arrangements.
· all cutters are sharpened, as required, and check that guards, push-sticks are correctly adjusted or used.
· any defects in machines, floors, barriers, lighting arrangements, etc. noted and reported, must be attended to immediately and work stopped if the defect could affect safety.

Main Hazards

The main hazards associated with bench saws, routers, etc. are:

· Contact with cutters due to guarding, push-sticks not provided.

· Work piece being ejected due to blunt cutters.

· Unsafe working methods, safety devices inoperative.

· Falling into machine due to slippery or uneven floor, debris, etc.

· Loose clothing becoming entangled in moving parts.

· Fires due to build up of chips, saw dust, etc.

· Health hazards due to dusts, resins from certain woods or fumes from adhesives.

· Insufficient lighting.

· Noise.

· Other persons passing near machinery in use.

Compressed Air Power Tools

Legislation and guidance

As above
Training required

The company will train all employees in the use of compressed air power tools and assess their competency.

Specific arrangements

When moving compressors on site, care must be taken to ensure that jockey wheel, or towing arm stand, is not damaged.

When changing tools connected to compressed air lines not fitted with automatic cut off valves, air must be turned off at source (lines must not just be folded and held or tied).

Anti whiplash devices will be used. 

Supervision Required

The Site Supervisor will ensure that any compressor or compressed air tools provided for use are fitted with all necessary guards and safety devices (jockey wheel, brake, engine cover stays etc.) and noise control measures and that instructions have been given to operative in the correct use of the equipment to reduce noise, injuries, damage etc.

Compressed air will not be used to blow down clothing etc. and disciplinary action will be taken against any operative seen directing a live compressed air hose at any other person.

Cartridge Tools

Legislation and guidance

As above
Training required

All employees required to use cartridge tools will be trained by the cartridge tool manufacturer's representatives.

Specific arrangements

· Suitable storage facilities must be provided where cartridges are stored on site.

· Only cartridge tools of low velocity, indirect type will be used.

· Suitable and adequate protective clothing will be provided for use with cartridge tools and operatives are reminded that they must co-operate with the company and use such clothing when provided.

Supervision

Supervisors will ensure that:

· no persons under the age of 18 years is authorised to use cartridge tools.

· cartridges are stored on site in the storage facilities provided. 

· Empty cartridges a disposed of as per the site arrangements and the manufacturer’s instructions.

Task Arrangements

Construction General

Standards Required

The Construction (Design & Management) Regulations 2007 cover working places, excavations, welfare facilities, provision of training, pedestrian and vehicular traffic routes, use of vehicles, risks from fire and the provision of emergency exits, fire fighting equipment, detectors and alarms and the marking and good order of sites.

A guidance note has been issued but more detailed information is contained in the Approved Code of Practice L54 ISBN 0 7176 0792 5.

Planning Procedures

All work will be tendered for, negotiated and planned in accordance with the above standards.

The Managing Director will ensure that all the necessary precautions have been taken to comply with this legislation.

The Site Supervisor will ensure that the welfare and first aid facilities are provided on site.

Supervision

The Site Supervisor will ensure that all the requirements of this legislation are strictly adhered to.

Safe Systems of Work

The Company will provide safe systems of work in accordance with the regulations.

Work in hot or cold environments 

The risk to the health of workers increases as conditions move further away from those generally accepted as comfortable. Risk of heat stress arises, for example, from working in high air temperatures, exposure to high thermal radiation or high levels of humidity, such as those found in foundries, glass works and laundries. Cold stress may arise, for example, from working in cold stores, food preparation areas and in the open air during winter. 

Assessment of the risk to workers’ health from working in either a hot or cold environment needs to consider both personal and environmental factors. Personal factors include body activity, the amount and type of clothing, and duration of exposure. Environmental factors include ambient temperature and radiant heat; and if the work is outside, sunlight, wind velocity and the presence of rain or snow. 
Actions arising from your assessment may include: 
· introducing engineering measures to control the thermal effects in a workplace environment, for example heat effects, may involve insulating any plant which acts as a radiant heat source, thereby improving air movement, increasing ventilation rates and maintaining the appropriate level of humidity. The radiant heat effects of the sun on indoor environments can be addressed either by orientating the building so that it doesn’t suffer from the effects of solar loading, or where this is not possible, by the use of blinds or shutters on windows. Where workers are exposed to cold and it is not reasonably practicable to avoid exposure you should consider, for example, using cab heaters in fork-lift trucks in cold stores; 

· restriction of exposure by, for example, re-organising tasks to build in rest periods or other breaks from work. This will allow workers to rest in an area where the environment is comfortable and, if necessary, to replace bodily fluids to combat dehydration or cold. If work rates cause excessive sweating, workers may need more frequent rest breaks and a facility for changing into dry clothing; 

· medical pre-selection of employees to ensure that they are fit to work in these environments; 

· use of suitable personal protective clothing (which may need to be heat resistant or insulating, depending on whether the risk is from heat or cold); 

· acclimatisation of workers to the environment in which they work, particularly for hot environments; 

· training in the precautions to be taken; and 

· supervision, to ensure that the precautions identified by the assessment are taken. 

Further advice on thermal comfort in the workplace can be found on HSE’s website at: www.hse.gov.uk/temperature/thermal
Confined Spaces

Standards Required

· 
The Confined Spaces Regulations 1997

A Permit to Work must be completed prior to entry into any confined space.

The following regulations cover entry into and working in confined spaces:

The above regulations apply to work in excavations, pits, tunnels and other enclosed or confined spaces which require that ventilation be provided to ensure a safe and healthy atmosphere. Testing of the atmosphere must take place if there is any doubt. 

Health and Safety Executive Guidance L101 ISBN 9780717662333 - Safe Work in Confined Spaces: ACOP, Regulations and Guidance INDG258 Safe Work in Confined Spaces Revision 7 and Safe work in confined spaces. Confined Spaces Regulations 1997. Approved Code of Practice, Regulations and guidance L101 HSE Books 1997 ISBN 0 7176 1405 0 provide information on the hazards involved, precautions and procedures required when working in confined spaces.

Planning Procedure

All work will be planned to take the above standards into account.

Before work commences, the project manager must establish if work in confined spaces is to be carried out and, if so, must arrange for any necessary equipment, working procedures, training etc. to have been provided, taking into account the hazards likely to be encountered.

All personnel required to carry out testing and monitoring of atmospheres must have been suitably trained as well as operatives required to use breathing apparatus, reviving apparatus, rescue and permit procedures etc.

Method Statements must be prepared before any work in confined spaces can commence.

Supervision

Supervisors will ensure that all operatives have the necessary equipment available on site, in accordance with the planned procedures, before entering a confined space.

Supervisors will ensure that the contractor follows the planned procedures, including any permit to work system, and that only authorised persons are permitted to enter the confined space.

Any changes in working methods or conditions which were not included in the planning procedure must be referred to the project manager before work recommences.

All safety equipment must be regularly checked and maintained. Any defects in equipment must be attended to immediately. 

Safe System of Work

The main hazards associated with confined spaces are:

· 
Asphyxiation due to oxygen depletion

· 
Poisoning by toxic substances or fumes

· 
Explosions due to gases, fumes, dusts

· 
Fire due to flammable liquids, oxygen enrichment etc.

· 
Electrocution from unsuitable equipment

· 
Difficulties of rescuing injured personnel

· 
Drowning

· 
Fumes from plant or processes entering confined spaces

When conditions make it necessary, advice should be sought on carrying out sampling and air monitoring, preparing safe systems of work, permit to work systems etc. information provided on ventilation equipment, breathing apparatus, reviving apparatus, ropes, harnesses, monitoring equipment etc. as requested.

Demolition

Standards Required

Health and Safety Executive Guidance Notes GS.29 parts 1,3,4 cover Health and Safety in Demolition Work - preparation and planning, legislation, working methods, health hazards. The recommendations in these Guidance Notes will be applied to work carried out by the Company.

Planning Procedure

All preliminary procedures required by the Code of Practice and Guidance Note GS29/1 will be carried out by the Director in conjunction with the specialist contractor, if used, who will draw up a Method Statement and a programme of work detailing the methods to be used, plant, safe systems of work, special requirements for dealing with health hazards, precautions and sequence of work, etc. This Method Statement and programme will be issued to the Supervisor responsible for the work on site.

In accordance with the Construction (Design & Management) Regulations 2007 a competent person will be appointed in writing to supervise the work on site.

Supervision

The Supervisor appointed will be responsible for ensuring that the work is carried out in accordance with these standards and will be responsible for carrying out any inspections of scaffolding, etc. which may apply on site.

The Director will ensure that an appointed competent supervisor remains on site for the duration of the demolition works. The person appointed shall be experienced in the work and shall receive full training to enable them to carry out any of the responsibilities required by this Policy.

Safe System of Work

The Director will ensure that protective measures for the safety of the public or visitors on site shall be provided and maintained. These measures must take into account the prevention of accidents, especially to children.

All personnel on demolition sites will be required to wear safety helmets and protective footwear.

All plant used on demolition sites will be suitable for demolition work and will be provided with any necessary safeguards to protect the operator.

When carrying out preliminary procedures, the following must receive special attention:

· The location and disconnection of any services into the site.
· Confirmation of disconnection must be requested in writing from the appropriate Service Authority.

The existence of any hazardous substances, e.g. asbestos, lead painted steelwork, etc. on site must be determined from the documents provided and from a physical survey of the site, carrying out any sampling required. Where the building or structure to be demolished contains unusual, or possibly hazardous, design features, or is in a dangerous structural condition, e.g. pre-stressed or post-tensioned concrete, fire-damaged building, cantilevered balcony, etc. then advice must be obtained from a qualified Consultant Structural Engineer.

Electricity

Standards required

In addition to the general duty of care every employer has to employees and members of the public outlined in sections 2 and 3 of the Health and Safety at Work etc. Act 1974 specific responsibilities for electrical safety are covered by the Electricity at Work Regulations 1989 and the Electrical Equipment (Safety) Regulations 1994.

Planning Procedures

All work will be planned to take the above standards into account.

Supervision

The company will discipline (and possibly dismiss) any employee who is caught tampering with mains electricity supplies and has not been trained, authorised and deemed competent to do so.

Safe System of Work

All electrical installations must be isolated prior to installing, altering, maintaining, removing or carrying out any other work. 

Installations must be dead tested prior to making live to ensure that they a safe.

Gas Installation

Standards required

The following regulations apply to the installation of gas:

· 
Gas Safety (Installation and Use) Regulations 1998
Information on the requirements of the regulations and advisory literature is available from the Company Health & Safety Consultants.

All employees required to carry out tasks involving gas installations will be added to the Gas Safe Register as required by law.

Planning Procedures

All work will be planned to take the above standards into account.
Supervision

The company will discipline (and possibly dismiss) any employee who is caught tampering with gas installations and has not been trained, authorised and deemed competent to do so.

Safe System of Work

All gas installations must be isolated prior to installing, altering, maintaining, removing or carrying out any other work. 

Highly flammable liquids

Standards Required

Highly Flammable Liquids are defined in the Dangerous Substances and Explosive Atmospheres Regulations 2002 (DSEAR) and must be stored and used in accordance with those regulations.

Information on the requirements of the regulations and the Guidance Note will be provided by the Company Health & Safety Consultants.

Planning Procedure

All work will be planned to take the above standards into account.

The project manager will ensure that suitable storage facilities are provided for Highly Flammable Liquids, in accordance with the above standards, and will arrange for a license for the storage of petroleum or petroleum mixtures, where applicable.

Supervision

Supervisors will ensure that:

· 
the planned storage facilities are provided and maintained and that all Highly Flammable Liquids are kept in storage facilities until required for use.

· 
fire resistant, absorbent material is available to soak up any spillage of Highly Flammable Liquids and that this material is immediately disposed of safely after use.

· 
any fire fighting equipment, storage facilities, signs, notices, containers etc., are checked at weekly intervals and that any action is taken to rectify and that defects are noted.

Appropriate action will be taken against any person disregarding safety instructions, signs or notices or misusing Highly Flammable Liquids.

Safe System of Work

The Company Health & Safety Consultants will be asked for advice when there is any doubt about precautions required, or where Highly Flammable Liquids are used in large quantities or in unusual situations.

Lifting Operations

Standards Required

All lifting operations will be planned and carried out in accordance with:

· 
The Lifting Operations and Lifting Equipment Regulations 1998 ( LOLER )

· 
The Construction (Design & Management) Regulations 2007

The information and recommendations of B.S. Code of Practice B.S. 5744: 1979 "Safe Use of Cranes" (Overhead, Manually Operated, Light Cranes etc.) B.S. 7121: Code of Practice for safe use of Cranes will be applied to the work as appropriate. B.S. 5973: 1993 "Access and Working Scaffolds and Special Scaffold Structures in Steel" give recommendations on the use of gin wheels, scaffold jib cranes, multiple rope blocks etc.

Information and advice on the requirements of the regulations and on any aspect of lifting operations, is available from The Company Health and Safety Consultants as required.

Planning Procedure

All work involving lifting operations will be planned to take the above standards into account.

The project manager will ensure that lifting operations are planned, taking into account the siting of lifting appliances, provision of suitable lifting gear, the weights and positions of load to be handled, etc. Suppliers will be asked to provide information on weights, lifting points, safe slinging procedures, etc. of materials or articles supplied.

Any height, weight, overhead service or other restrictions on or adjacent to the site will be considered before work starts, especially taking into account the safety of the public.

Servicing and maintenance of all lifting appliances must be planned before taken into use on site.

Training will be provided for operators of lifting appliances and banksmen, slingers or riggers.

Supervision

Supervisors will ensure that any lifting appliance and lifting accessories provided or delivered for use on site have been tested, thoroughly examined and inspected in accordance with the above standards and that copies of certificates, register entries, etc. are available on site. Any other equipment will not be used to carry out lifting operations.

Supervisors will check that lifting appliances, such as gin wheels, pulley blocks, etc. are correctly erected and used.

Only authorised personnel will be permitted to operate lifting appliances, sling loads, or give signals. The authorised persons must be over the age of 18 and be competent to carry out the duties. Where there is any doubt of the competency of the authorised operatives, the project manager must be informed immediately.

Any defect noted in any lifting appliance machine or accessory must be reported immediately and the equipment taken out of use if the defect could affect its safe use.

Where adverse weather conditions could affect the safety of lifting operations, the Supervisor will stop operations until conditions improve.

Supervisors will ensure that all lifting appliances are inspected weekly and a record of the inspection made in the Lifting Register.

Safe System of Work

The main hazards associated with lifting operations are:

· 
Overloading of lifting appliance

· 
Overloading or incorrect use of lifting gear

· 
Incorrect positioning of lifting appliance

· 
Insecure attachment of load

· 
Contact with overhead electricity cables (see separate section)

· 
Improper methods of use of equipment

· 
Failure of equipment due to lack of maintenance

· 
Incorrect signals

All personnel working with, or near, lifting appliances must wear safety helmets.

All lifting appliances must be secured and left in safe condition at the end of each working period, taking into account the safety of children.

Areas where lifting operations are to be carried out, must be cleared and loads must not be carried over personnel. If it is necessary to inspect the bottom faces of heavy loads, purpose made, tested stands must be used to support the load.

Loose items must be secured, or gully covered, when being handled by a lifting appliance.

If any lift, hoist, crane or excavator collapses or overturns on site or any load bearing part fails, the Company and The Company Health and Safety Advisor must be contacted immediately and the procedures detailed for dangerous occurrences in this Policy must be carried out.

The Company Health and Safety Consultants will be consulted at an early stage when any large or unusual lifting operation is to be carried out, especially tandem lifts.

Manual Handling

Standards Required

The Manual Handling Operations Regulations 1992 apply to the manual handling or lifting of materials.

The current regulations require the following three steps:

· 
Avoid hazardous manual handling operations where reasonably practicable. Consider whether the load should be moved at all and, if it must, whether it can be moved mechanically, for example, by fork-lift truck.

· 
Assess adequately any hazardous operations that cannot be avoided. You should consider the shape and size of the load in addition to its weight. You should also consider the way the task is carried out, for example, the handler's posture, the working environment, e.g. is it cramped or hot, and the individual's capability, e.g. is unusual strength required. Unless the assessment is very simple a written record will be needed.

· 
The general guidance will include some simple guidelines to help with the assessment and reduce the risk of injury as far as reasonably practicable.

A good assessment will not only show whether there is a problem but will also point to where the problem lies.

Where necessary any specific additional training will be provided by the Company. Advice and recommendations contained in advisory literature will be provided by the company Health & Safety Consultants.

Supervision

Supervisors will ensure that all personnel have been instructed in the correct handling and lifting of loads, as required.

They must ensure that a supply of suitable gloves or equipment is available for use, as required, for the handling of materials which could cause injuries.

The Company must not require any employee, particularly a young person, to lift, without assistance, a load which is likely to cause injury.

Safe System of Work

The main injuries associated with manual handling and lifting are:

· 
Back strain, slipped disc.

· 
Hernias.

· 
Lacerations, crushing of hands or fingers.

· 
Tenosynovitis, Beat Conditions.

· 
Bruised or broken toes or feet.

· 
Various sprains, strains, etc.

The selection of persons to carry out manual handling or lifting tasks must be based on the training given, age, physical build etc. Where loads have to be manually handled, the need to ensure that accesses are safe is especially important.

The training provided should be based on the physical structure of the body and the effect of attempting to handle loads in various positions.

Overhead Electricity Cables

Standards Required

The Electricity at Work Regulations 1989 give requirements for temporary electrical installations on site.  Health and Safety Executive Guidance Note GS 6 "Avoidance of Danger from Overhead Electric Lines" gives guidance on the precautions to be taken and will be complied with on Company sites, or is expected to be complied with on sites on which Company employees are required to work.

· 
HSG 144 Safe Use of Vehicles on Construction Sites

Information and advice on the requirements of the regulations, Guidance Note and Code of Practice is available from The Company Health and Safety Consultants, as required.

Planning Procedure

All work where overhead cables exist, will be planned to take the above standards into account.

At pre-contract stage, the project manager will arrange for any necessary diversions or confirm safe distances, clearances, precautions etc. with the Electricity Board.

All contractors likely to be affected will be informed of any overhead cables on the site.

Supervision

Supervisors will ensure that the necessary protection is erected in accordance with the above standards. The protection provided will be checked by Supervisors, or other responsible appointed person, at regular intervals and maintained.

Appropriate action must be taken against any person(s) who disregard or damage protection provided.

Safe System of Work

The main hazards are contact with the cables, by plant or vehicles, or by operatives handling long objects, e.g. scaffold tube, ladder etc. The fact that electricity can "arc" across gaps must always be taken into account.

Where work directly beneath, blasting, or other unusual activity near cables has to be carried out, the cables may need to be made dead and a Permit to Work system operated. In these cases The Company Health and Safety Consultants must be consulted for advice at an early stage.

Demolition

Standards Required

All regulations which apply to construction work also apply to demolition work but in particular The Construction (Design & Management) Regulations 2007.

Health and Safety Executive Guidance Notes GS.29 parts 1,3,4 cover Health and Safety in Demolition Work - preparation and planning, legislation, working methods, health hazards. The recommendations in these Guidance Notes will be applied to work carried out by the Company.

Further information and advice on the requirements of the Code of Practice is available from The Company Health and Safety Advisor..

Planning Procedure

All work will be planned to take the above standards into account.

All preliminary procedures required by the Code of Practice and Guidance Note GS29/1 will be carried out by the Operations Director in conjunction with the specialist contractor, if used, who will draw up a Method Statement and a programme of work detailing the methods to be used, plant, safe systems of work, special requirements for dealing with health hazards, precautions and sequence of work, etc. This Method Statement and programme will be issued to the Supervisor responsible for the work on site.

In accordance with the Construction (Design & Management) Regulations 2007  a competent person will be appointed in writing to supervise the work on site.

Supervision

The Site Supervisor appointed will be responsible for ensuring that the work is carried out in accordance with these standards and will be responsible for carrying out any inspections of scaffolding, etc. which may apply on site.

The Operations Director will ensure that an appointed competent supervisor shall remain on site at all times that demolition works are being carried out. The person appointed shall be experienced in the work and shall receive full training to enable him to carry out any of the responsibilities required by this Policy.

Safe System of Work

The Operations Director will ensure that protective measures for the safety of the public or visitors on site shall be provided and maintained. These measures must take into account the prevention of accidents, especially to children.

All operatives on demolition sites will be required to wear safety helmets and protective footwear.

All plant used on demolition sites will be suitable for demolition work and will be provided with any necessary safeguards to protect the operator.

When carrying out preliminary procedures, the following must receive special attention:-

The location and disconnection of any services into the site. Confirmation of disconnection must be requested in writing from the appropriate Service Authority.

The existence of any hazardous substances, e.g. asbestos, lead painted steelwork, etc. on site must be determined from the documents provided and from a physical survey of the site, carrying out any sampling required. Where the building or structure to be demolished contains unusual, or possibly hazardous, design features, or is in a dangerous structural condition, e.g. pre-stressed or post-tensioned concrete, fire-damaged building, cantilevered balcony, etc. then advice must be obtained from a qualified Consultant Structural Engineer.

Excavations

Standards Required

All excavation work will be carried out in accordance with the Construction (Design & Management) Regulations 2007. 
The Construction Industry Research and Information Association (CIRIA) publication "Trenching Practice" gives practical information on methods of selection, installation and removal of trench supports.

Planning Procedure

All work will be planned to take the above standards into account.

Details of the ground conditions to be encountered in excavation work or the buildings or structures affected, will be obtained by the Operations Director to enable work to be planned safely. This information will be passed to the Site Supervisor before excavation commences.

Training shall be provided to Site Supervisors required to carry out inspections and thorough examinations of excavations. 

Operatives involved in erecting support for excavations shall also require training. Where applicable, training will also be provided in the use of monitoring equipment and rescue procedures.

Supervision

Site Supervisors will not permit excavation work to begin on site until all plant, materials and equipment necessary to carry out the excavation work safely, is available on site.

No person is permitted to enter any excavation in unstable ground conditions unless the sides are properly supported or battered back to a safe angle for the ground conditions which apply.  

Shallow trenches may require support in very poor conditions. 

Where possible, the excavation support should be installed from ground level, otherwise precautions must be provided for safety of operatives installing support.

The Site Supervisor must inspect daily all excavations required to be supported at the commencement of each shift. 

A thorough examination must take place of any excavation required to be supported prior to commencement of shift and then every 7 days after and additionally after blasting in or near the excavation or there has been a fall of earth or rock or if any part of the support has been substantially damaged.

These thorough examinations must be recorded in the site Excavation Register.

Safe System of Work

Access and plant must be routed away from the edge of excavations. 

Secure barriers must be provided around any deep excavation, or around excavations of any depth in public areas.  

Ladders, securely fixed, must be provided for access into excavation.

The main hazards associated with excavations are:-

· Collapse of the sides.

· Persons falling into excavations.

· Striking underground services (see separate section).

· Persons in excavations being struck by falling materials.

· Building of structures collapsing due to excavations flooding.

· Asphyxiation or poisoning due to ground conditions or fumes from plant.

· Plant running into excavations.

Where necessary, excavation supports, underpinning or shoring must be designed by specialists.

All personnel required to enter excavations must wear a safety helmet.

The safety of the public, particularly children, must be considered when excavations are left open outside working hours.

Where health hazards may be encountered, e.g. land fill sites, industrial sites, sewers, methane gas, carbon dioxide from limestone etc., The Company Health and Safety Advisor will be asked for advice on precautions required, air sampling, monitoring etc.

Underground Services

Standards Required

The Health and Safety Executives publication HS(G)47 Avoiding Danger from Underground Services describes the precautions that should be taken when excavating adjacent to all underground services.

Other services, if damaged by excavation work, could also be a hazard, e.g. water flooding trench, gas causing asphyxia. Explosion risks caused by gas leaks, health risks from raw sewage and, in all cases, the costs involved in repair, must be taken into account.

The National Joint Utilities Group publish the following booklets:

1.
Recommendations on the Avoidance of Danger from Underground Electricity Cables.

2.
Provision of Mains and Services by Public Utilities on Residential Estates.

3.
Underground Cable Locating Devices.

Planning

All work will be planned to take the above standards into account.  The Operations Director will obtain full details of all underground services from the service authorities, e.g.:

· Electricity Board.

· Local authority - Street lighting cables.

· Gas Board.

· Water Authority - Mains water, sewers.

· British Telecom.

· Television Cable Companies.

· Adjacent Private Owners and any other local special circumstances.

Where there are a large number of existing services, e.g. in a town centre, then a Permit to Work system for excavation work will be prepared.

Supervision

Before any excavation work commences, the Site Supervisor will ensure that all information on existing underground services has been obtained and that either all services are physically located and marked by means of location equipment and/or carefully hand dug trial holes, or that trial holes are carefully excavated along the line of the proposed trench, or area of excavation.

Full consultation must be carried out at all stages with representatives of the various service authorities, to agree precautions required.

All Site Supervisors, machine operators and banksmen will be instructed in the procedures to be followed.  Any contractors involved in excavation work will be issued with full information obtained from service authorities and will also be involved in any consultation procedures. All persons on site will be instructed in the operation of a Permit to Work system, if applicable.

Any service installed as temporary supplies, or as part of the permanent works, will be accurately plotted on a site plan by the Engineer/Site Supervisor and will be physically marked along its route by means of timber stakes and notices.

Safe System of Work

The Contractors involved must provide service location equipment, for use on site, in accordance with the above standard and training must be provided, to supervision and key operatives, in the use of the equipment.

Road Works

Standards Required

Roadwork’s will be planned and carried out in accordance with the following:

· The New Roads and Streetworks Act 1991.

· Traffic Signs Regulations 2002.

· Chapter 8 Traffic Signs Manual - "Traffic Safety Measures for Roadworks".

Department of Transport Advice Notes: 

· TA/2/79 - "Short Duration Stops on Trunk Roads (Including Motorways) for Inspection Purposes".

· TA/6/80 – “Traffic Signs and Safety Measures for Minor Works on Minor Roads".

Information and advice on the legal requirements and recommendations of Chapter 8 and advisory literature is available from The Company Health and Safety Advisor.

Planning Procedure

All work will be planned to take the above standards into account.

The Operations Director, in conjunction with the contractor, will ensure that consultation with the Police and Local Authority takes place before work commences and that the following arrangements for Roadworks are planned by the contractor, taking into account these consultations and the above standards:

· Sufficient road signs, traffic cones, lamps, signals etc. of the correct type and size.  

· Plant and vehicles are suitably painted, or marked, for roadworks and are fitted with amber flashing

· lights and warning devices for use when reversing, where practicable.

· Protective clothing and equipment for operatives, including fluorescent/retro-reflective jackets, slipovers or similar.

· Protection for pedestrians.

· Adequate labour for signing, cleaning signs, attending to lamps, signals etc.

· Training for operatives, supervisors, plant operators etc.

Supervision

The Site Supervisor will ensure that all arrangements for signing, lamps, cones, signals etc. are carried out by the Contractor, as planned, and that regular checking takes place throughout the working period to clean, replace and reposition traffic safety measures, as necessary. He  will ensure that work is carried out as planned and that additional requirements, requested by Police or Local Authority during the works, are carried out.

The Site Supervisor will ensure that the Contractor issues personnel with any necessary protective clothing and equipment and that fluorescent/retro-reflective items are worn at all times in the working areas.

The Site Supervisor will ensure that all plant and transport is suitable for use on roadworks, is operated only by trained and authorised personnel and that any defects noted or reported are rectified. Where defects could affect the safe use of the equipment, it must be taken out of use immediately.

Safe System of Work

The main hazards associated with roadworks are:

· Inadequate information for traffic.

· Operatives, plant, transport outside signed areas.

· Pedestrians not protected.

· Other traffic/road users.

Where lifting appliances are used on roadworks, safety helmets will be worn by personnel.

Department of Transport booklet "Traffic Warning Signs for Roadworks", reference Chapter 8 requirements, will be issued to all Supervisors.

Working at Height

The Work at Height Regulations 2005 apply to all work at height and below ground level, both internal and external, where there is a risk of a fall liable to cause personal injury. There are now no height limits. The Regulations place duties on the company, contractors and any person who controls the work of others to the extent of their control. 

The company will ensure that:

· 
all work at height is properly planned and organised

· 
those involved in work at height are competent

· 
the risks from work at height are assessed and appropriate work equipment is selected and used

· 
the risks from fragile surfaces are properly controlled

· 
equipment for work at height is properly inspected and maintained

The company will apply the hierarchy for managing and selecting equipment for work at height by:

· 
avoiding work at height wherever possible

· 
using work equipment or other measures to prevent falls where working at height cannot be avoided 

· 
where the risk of a fall cannot be eliminated, using work equipment or other measures to minimise the distance and consequences of a fall should one occur

The Regulations include a number of schedules giving detailed requirements for existing places of work and means of access for work at height; for collective fall prevention (e.g. guardrails and working platforms); for collective fall arrest (e.g. nets, airbags etc.); for personal fall protection (e.g. work restraints, fall arrest and rope access) and for ladders.

The Company should already be doing enough to comply with the Regulations by following current good practice for work at height, however the Directors should ensure that risk assessments already in place cover work at height where applicable and are reviewed regularly. The Company will ensure that all work at height is planned, organised and carried out by competent persons and that the hierarchy for managing risk for work at height is being followed. The Company will also ensure that the most appropriate work equipment is used and that collective measures to prevent falls (such as guardrails and working platforms) are in place before measures which may only mitigate the distance and consequences of a fall (fall arrest systems), or which may only provide personal protection from a fall.
Electric Arc Welding

Standards required 

The following regulations contain requirements to be complied with whilst undertaking any cutting or welding process:

· Health and Safety at Work Act 1974: Section  2. 

· The Management of Health & Safety at Work Regulations 1999 

· The Personal Protective Equipment Regulations 1992 

· Provision and Use of Work Equipment Regulations 1998 

· The Electricity Regulations 1989 

· Control of Substances Hazardous to Health Regulations 1999 (COSHH)

Further information :

· HSE Guidance Notes 

· GS4 Safety in Pressure Testing

· HS(G)39 Compressed Air Safety

· HS(R)30 A Guide to the Pressure Systems and Transportable Gas Containers Regs 1989

· EH54 Assessment of Exposure to Fume from Welding and Allied Processes

· EH55 The Control of Exposure to Fume from Welding Brazing and similar processes

Planning Procedures

All work will be planned to take the above standards into account.

The Site Supervisor shall ensure that all electric arc-welding operations are properly planned and executed.

The Company will insure that suitable maintenance systems are operated so as to insure that all equipment issued for use is in good condition at the time of issue. In the event that electric arc welding has to be carried out in a flammable atmosphere then a permit to work will be introduced and rigidly enforced.  

Supervision

The Site Supervisor will pay special attention to the adequacy of the ventilation facilities in areas where electric arc welding is in progress.

The Site Supervisor will check to ensure the equipment being used, the electricity supply and earthing arrangements are to the standards required 

The Site Supervisor will ensure that operatives using electric welding equipment have undergone suitable training.

Safe System of Work

Any doubt concerning ventilation of work areas must be brought to the immediate attention of a supervisor.

Only properly trained personnel will be allowed to use electric arc welding equipment and such persons will bring to the attention of their supervisors any defects they may discover in the equipment. Operatives will check the adequacy of the electrical supply and earthing arrangements prior to starting work.

All necessary protective clothing will be provided and operatives will co-operate with the Company is using such equipment/clothing at all times when engaged in electric arc activities.

Gas Welding

Standards Required

The following regulations contain requirements to be complied with whilst undertaking any cutting or welding process:

· Pressure Systems and Transportable Gas Containers Regulations 1989 

· Highly Flammable Liquids and Liquefied Petroleum Gases Regulations 1972 

· Health and Safety at Work Act 1974: Section  2. 

· The Management of Health & Safety at Work Regulations 1999 

· The Personal Protective Equipment Regulations 1992 

· Provision and Use of Work Equipment Regulations 1998 

· Control of Substances Hazardous to Health Regulations 1999 (COSHH)

Further information :

· HSE Guidance Notes 

· GS4 Safety in Pressure Testing

· HS(G)39 Compressed Air Safety

· HS(R)30 A Guide to the Pressure Systems and Transportable Gas Containers Regulations 1989

· EH54 Assessment of Exposure to Fume from Welding and Allied Processes

· EH55 The Control of Exposure to Fume from Welding Brazing and similar processes

· HSE8 Oxygen : Fire and Explosion Hazards in the use and misuse of oxygen

Planning Procedures

All work will be planned to take the above standards into account.

The Supervisor in charge will ensure that all gas welding or cutting operations are properly planned and executed.

Gas welding or cutting will never be undertaken in flammable areas until a permit to work system is instigated.

Supervision

The Site Supervisor will pay special attention to the adequacy of the ventilation facilities in areas where gas welding is in progress.

The Site Supervisor will check to ensure the equipment being used, is to the standards required 

The Site Supervisor will ensure that operatives using any gas welding equipment have undergone suitable training.

Safe system of work

Only suitably trained operatives will be allowed to use gas welding equipment.

Suitable and adequate maintenance systems will be operated by the company for all gas welding or cutting equipment.

Operatives will, if they discover a fault in any of the equipment issued to them, report this to their immediate supervisor.

The Company will provide all necessary protective clothing and equipment for use when gas welding or cutting is in operation. Operatives must properly utilise all protective clothing and equipment issued by the company.
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