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1. PURPOSE
To ensure that the company provide workplaces for employees which are safe, not detrimental to health or safety and have adequate welfare facilities.
2. SCOPE
This Procedure applies to all workplaces, either under the control of Tailored Fire and Security Ltd. or where employees are working and the company do not have control over the site. This will include clients sites. Exceptions are:
· Home workers
· Farmland, Fields and Forestry land (the buildings are covered)
· Fairs and Temporary workplaces
· Construction sites, 
· Mines and Quarries
However the washing, sanitary and drinking regulations still apply to all.
3. DEFINITIONS
Reasonably practicable
Any measure which can be reasonably carried out having regard to technical knowledge and acceptable expense

Risk Assessment
A systematic identification of potential hazards in the work place by personnel as a first step to controlling the possible risks involved
Shall:
Indicates that the statement is mandatory in all cases and is an obligation imposed by Health and Safety Legislation.

Will:
Indicates that the statement is a recommendation
4. RESPONSIBILITIES
Managing Director shall:
· Ensure all workplaces where company employees are required to work are safe and without risk.

· Ensure that effective health, safety and welfare arrangements are established and maintained within premises whether under the company’s control or not.

· Ensure adequate resources are provided to ensure workplaces are safe so far as is reasonably practicable
Managers shall:
· Ensure that all workplaces, either under their control or where company employees are working have been assessed for risk of injury. 

· Ensure that all risks that have been identified are controlled so far as is reasonably practicable.
· Ensure that a safety inspection of areas occupied by employees under their control are carried out.
· Ensure, so far as is reasonably practicable, that the resources made available are deployed to meet the health and safety requirements of their area of control.

· Establish and maintain an effective system for the maintenance of company premises, for the notification of defects of company premises and for taking remedial action on any notified defects which may be the cause of injury to persons, as soon as is reasonably practicable.

Supervisors shall:

· Be fully familiar with this Health, Safety and Welfare Procedure and understand and apply it within all areas of their responsibility.

· Ensure that all workplace hazards have been identified and reduced so far as is reasonably practicable.

Employees shall:

· Co-operate in maintaining a clean, safe and healthy environment in which to work 
· Bring to the attention of their supervisor as early as possible any potentially dangerous defects that could affect the safety of themselves or others.
· Co-operate with supervisors and managers in workplace inspections and comply with the findings of these inspections
5. REFERENCES 

· Health and Safety At Work Act 1974  Chapter 37
· Workplace (Health, Safety and Welfare) Regulations
· Construction (Health, Safety and Welfare) Regulations
6. PERFORMACE STANDARD
All risk assessments will be undertaken to meet the criteria of “Suitable and Sufficient” as required by Health and Safety Legislation. This means all significant risks to the health and safety of all personnel on site must be identified and evaluated.

7. APPLICATION
7.1 New buildings

When new buildings or alterations are being planned, the company will ensure that the requirements of the Workplace (Health, Safety and Welfare) Regulations are considered and that the proposed building/facilities meet the requirements. Details of the proposals will also be provided to the Health and Safety Advisor who will check them for compliance with Health and Safety legislation.

7.2 Existing buildings
The structure of and facilities in existing buildings already complies with the relevant statutory requirements. The company will implement a maintenance regime that ensures that this remains the case.

Where buildings/facilities fail to meet the required standard (e.g. due to general wear and tear, vandalism, accidents, etc.) the person noting the failure will report it to his supervisor or manager. Significant failures that constitute a hazard will be dealt with in accordance with Health and Safety Manual, Part 7.7.

The manner in which buildings/facilities are used can cause breaches of statutory requirements (e.g. overcrowding). Managers planning office moves, etc. will therefore consider the requirements of the regulations.
7.3 Client sites

If it is a construction site and is part of the workplace e.g. an extension or a repair? Then it will be treated as a construction site if it is fenced off from the rest of the site. If not then it will be subject to both the Workplace (Health, Safety and Welfare) regulations (as detailed in this procedure) and construction site regulations.
7.4 Maintenance

The workplace and the equipment shall be maintained in an efficient state, in efficient working order and in good repair. "Efficient" in this context means from the point of view of health, safety and welfare. 
If a potentially dangerous defect is discovered, the defect will be rectified immediately or steps will be taken to protect anyone who might be put at risk. Where the defect does not pose a danger but makes the equipment unsuitable for use, (e.g. a toilet which will not flush), the equipment may be taken out of service until it is repaired or replaced. If this would result in the number of facilities being less than that required by the regulations the defect will be rectified without delay.

7.5 Ventilation

Enclosed workplaces will be sufficiently well ventilated so that stale air is replaced at a reasonable rate. This also applies to air which is hot or humid because of the processes or equipment in the workplace.

In many cases windows or other openings will provide sufficient ventilation but in other cases mechanical ventilation may be required. In company buildings where mechanical ventilation is provided, where possible, the air is monitored and supply rate adjusted to ensure that the carbon dioxide levels remain below 800 parts per million.

7.6 Temperature

During working hours, the temperature inside places of work shall be reasonable. The minimum temperature will not be below 16 degrees Celsius (13 degrees if severe physical effort is involved). There is no set maximum temperature although in extremely hot weather suitable cooling systems and/or fans will be provided. In such conditions, company staff will also be encouraged to drink plenty of cold water.

7.7 Lighting

Lighting will be sufficient to enable people to work and move about safely and without experiencing eyestrain. Stairs will be particularly well illuminated and free from potentially hazardous shadows.

Where possible, lighting shall be natural light. Windows providing light will be kept clean and free from obstructions.

See Appendix 1 for further information.

Where a sudden loss of light would present a serious risk to the health or safety of persons present, appropriate emergency lighting shall be provided.

7.8 Cleanliness and Waste Materials

All workplaces, furniture, furnishings and fittings will be kept sufficiently clean, as appropriate to their intended use.

The design and surface materials of interior floors, walls and ceilings shall be such that they are capable of being kept sufficiently clean.

Waste shall not be allowed to accumulate in workplaces except in appropriate containers.

7.9 Room Dimensions and Space
Every room where people work shall have sufficient space (for reasons of health, safety and welfare).

The minimum space available per person will be 11 cubic metres (up to a maximum ceiling height of 3 metres). This is the absolute minimum and may not be sufficient if much of the room is taken up with furniture. Typically, a room will have a ceiling height of 2.4 metres. This means that each person needs a floor area of 4.6 square metres. This does not apply to rooms being used for training or meetings.

People will also be able to get to/from workstations and move about in the room with ease.
7.10 Workstations and Seating

Workstations will be arranged so that each task can be carried out safely and comfortably. Seating provided will provide adequate support to the lower back and a footrest will be provided to anyone who cannot place his/her feet flat on the floor.

The design of workstations will take into account any special needs or disabilities of the people using them.

7.11 Floors and Traffic Routes

Floors and traffic routes will be sound and have adequate strength and stability for the intended use/traffic.

Floors and traffic routes will be free from any holes, bumps, slopes or uneven/slippery surfaces which are likely to cause a hazard to the people/traffic using them. They will also be kept free of potentially hazardous obstructions.

Where a floor is liable to get wet, effective drainage (and, where necessary, slip resisting coating) will be provided.

Open sides of staircases will be fenced. The minimum height of the fencing will be 900mm. Staircases will also be provided with a substantial handrail on at least one side.

7.12 Falls or Falling Objects

Measures shall be taken to ensure that a person does not fall a distance which is likely to cause personal injury or that a person is not struck by a falling object which is likely to cause personal injury.

Secure fencing will be provided where it is possible that a person may. Tanks/pits may be covered instead of providing fencing.

Fixed ladders will not be provided where it is practical to install a staircase. Where fixed ladders are provided they will be of sound construction and offer appropriate protection against falling.

Where regular access is required to roofs suitable permanent access will be provided. There will also be permanent safeguards to prevent falls from edges or through fragile roof materials. Fragile roofs will be clearly identified.
Materials and objects will be stored and stacked in a way that they are not likely to fall and cause injury. Shelving and racking will be of adequate strength and stability for the loads to be placed on it.

When loading/unloading vehicles, the need for people to climb on top of the vehicle or its load will be avoided. Where this cannot be avoided, measures will be taken to prevent falls.

7.13 Windows and Transparent Doors, Gates and Walls

Windows and other transparent surfaces will not pose a risk to persons’ health or safety. Where, due to its position, a window or transparent surface could pose a risk it shall be constructed of an appropriate safety material or be protected against breakage. It shall also be appropriately marked or incorporate features to make it apparent.
New glass regulations for doors, gates and walls means that ordinary glass has to be replaced by a safety material in the following circumstances:

· Doors – safety material to be used up to 1500mm from the floor
· Walls and partitions – safety material to be used up to 800mm from the floor.

7.14 Windows, Skylights and Ventilators

Windows, skylights and ventilators will be capable of being opened in a safe manner. Where necessary, window poles or other equipment will be available. It will not be likely for people to fall through or out of a window. Open windows, skylights or ventilators will not project into an area where persons are likely to collide with them.
7.15 Ability to Clean Windows Safely

Suitable provision will be made so that windows and skylights can be cleaned safely.

7.16 Organisation of Traffic Routes

There will be sufficient traffic routes of sufficient width to enable people and vehicles to circulate safely. Obstructions to traffic routes will be avoided. If obstructions cannot be avoided they will be conspicuously marked. Special consideration will be given to situations where people in wheelchairs or with impaired vision may be put at greater risk.

Where a route is to be used by vehicles it will be adequate and suitable for the intended vehicles.

Where possible, vehicles and pedestrians will not use the same traffic route. If this is not possible then there will be sufficient separation between vehicles and pedestrians. Where vehicle and pedestrian traffic routes cross, suitable precautions (e.g. bridges, subways, mirrors, signage, etc.) will be considered.

Traffic routes will have appropriate speed restrictions imposed and suitable markings and signage will be used as required by the type of traffic and specific local circumstances.

Loading bays will be provided with at least one exit point (steps) from the lower level. As an alternative to providing extra exit points a suitable refuge may be provided to avoid people being crushed by a vehicle.
7.17 Doors and Gates

Doors and gates that swing both ways will be fitted with a transparent panel unless they are low enough to see over. This also applies to conventionally hinged doors on main traffic routes.

Sliding and upward opening doors will be fitted with measures that prevent the doors falling onto people.

Powered doors and gates will be fitted with measures which prevent people from being injured as result of being struck or trapped (e.g. sensitive edges, sensors, etc.). It will also be possible for manual opening in an emergency, (except for lift doors or doors which have an alternative way through).

7.18 Sanitary Conveniences and Washing Facilities

Sufficient facilities (sanitary conveniences and washing facilities) will be provided to enable people to use them without undue delay. The minimum numbers of facilities to be provided are shown below but more may be necessary depending on particular circumstances. Separate calculations will be made for each group of people with its own facilities (e.g. men/women.)
	Number of People
	Number of Water Closets
	Number of Wash stations

	1 - 5
	1
	1

	6 - 25
	2
	2

	26 - 50
	3
	3

	51 - 75
	4
	4

	76 - 100
	5
	5


In the case of facilities for use by men only, the number of water closets provided may be reduced if urinals are provided. In this case the minimum facilities to be provided are:
	Number of Men
	Number of Water Closets
	Number of Urinals

	1 – 15
	1
	1

	16 - 30
	2
	1

	31 - 45
	2
	2

	46 - 60
	3
	2

	61 - 75
	3
	3

	76 - 90
	4
	3

	91 - 100
	4
	4


Facilities are adequately lit, ventilated and be kept in a clean and orderly condition.

Washing facilities are provided in the immediate vicinity of every sanitary convenience and changing room. They also include a supply of hot and cold (or warm) water, soap (or similar) and a suitable means of drying hands and face.

Special provision will be made for workers with disabilities.

Where the work is particularly strenuous, dirty or results in the contamination of the skin with harmful or offensive materials, showers will be provided.
7.19 Drinking Water

An adequate supply of wholesome drinking water is provided for all persons at work at readily accessible and suitable places.

Unless the supply of water is through a drinking fountain, an adequate supply of suitable cups is also be provided.

Where there is a risk of a person drinking from a supply of water that is non-drinkable, then all drinking water supplies or all non-drinkable cold water supplies will be clearly identified as such.
7.20 Accommodation for Clothing

Suitable and sufficient accommodation shall be provided for personal clothing that is not worn during working hours and for special clothing worn at work which is not taken home.

Accommodation for personal clothing will be clean and secure and enable it to dry off, if necessary, during the day. As a minimum a hook will be provided.

Where work clothing becomes contaminated due to the work, it will be accommodated separately from personal clothing. If it becomes wet it will be able to dry before the beginning of the next work period (unless alternative dry clothing is provided).

7.21 Changing Facilities
A changing room will be provided where a person has to change into special clothing and where it is necessary to remove more than outer clothing.

Facilities will be large enough to prevent overcrowding and contain sufficient seating. They will also be close to workrooms and eating facilities.

7.22 Facilities for Rest and Eating Meals

Suitable seats will be provided for persons to use during breaks. These seats will be in places where it is not necessary to wear personal protective equipment (e.g. hearing protection).

Rest areas will be large enough to prevent overcrowding and contain sufficient seats and tables. Suitable and sufficient facilities will be provided to enable persons to eat food. Work areas can be considered as suitable if they are sufficiently clean and that there is a suitable surface to place food. Facilities will include a kettle, hot drinks machine or a canteen. Where persons work during hours when hot food cannot be easily obtained, they will be provided with a means of heating food themselves.

Eating facilities will be kept clean to a suitable hygiene standard. They will not become contaminated by substances brought in on footwear and clothing.

Suitable facilities will be provided at convenient locations for pregnant or nursing mothers to rest. Where necessary this will include the facility to lie down.

Rest areas will not expose workers to tobacco smoke. 
8. REVIEW
The company will assess the facilities, equipment and devices against the standards outlined in this Policy at least annually, ideally during a routine workplace inspection 
9. RECORDS
The following records will be kept for at least 2 years:

· Workplace inspections

· Corrective and preventive actions taken to maintain a safe and healthy workplace
10. APPENDICES
1. Lighting provision
APPENDIX 1

LIGHTING AT WORK

Below is a table that has been reproduced from HSE document HSG38 (Lighting at Work). It gives the recommended minimum lighting levels for different types of work activity and location.
	Activity
	Typical Locations/Types of Work
	Average Luminance ((lux)

	Movement of people, machines and vehicles.
	Lorry park, corridors, circulation routes.
	20

	Movement of people, machines and vehicles in hazardous areas; rough work not requiring any perception of detail.
	Construction site clearance, excavation and soil work, loading bays, bottling and canning plants.
	50

	Work requiring limited perception of detail.
	Kitchens, factories assembling large components, potteries.
	100

	Work requiring perception of detail.
	Offices, sheet metal work, book binding.
	200

	Work requiring perception of fine detail.
	Drawing offices, factories assembling electronic components, textile production.
	500


As can be seen from the above table, the recommended minimum level of lighting for an office environment is 100-200 Lux and the recommended average is 200-500 lux (both depending on the level of detailed perception required).

However, based on experience and knowledge of other associated factors (type of work, etc.), the company recommend that the lighting levels within the office environment (discounting dedicated walking routes) should be a minimum of 200 Lux and an average of between 250 and 450 lux.

It should be noted that these recommendations are for guidance only and that each location/activity needs to be considered individually. Also, if an area measured falls outside these levels, it does not necessarily mean that the lighting system in that area needs to be modified. In the first instance, other more cost effective and practical measures will be considered (e.g. provision of desk lamps).

HSP015 Workplace H,S  & Welfare procedure.doc

Page 1 of 8

