Tailored Fire & Security Ltd

Health & Safety Manual

4. HEALTH AND SAFETY MANAGEMENT

4.1 ORGANISATIONAL STRUCTURE
The nature of the Company’s business involves work in the workshop and on client’s sites.
Site work is generally undertaken by employees but on occasion by subcontractors appointed by the Company. Each employee and subcontractor has responsibility for their own safety and the safety of anyone else with whom their work brings them into contact. 
The Company has a responsibility to provide employees and subcontractors with the equipment, information and training necessary to enable them to work safely. The Company has established a health and safety organisational structure which is designed to address the particular requirements of the Company’s business.


The Board of Directors has ultimate responsibility for health and safety. The Board has appointed the Managing Director as the responsible person for Health and Safety.

A Health and Safety Committee (HSC) has been created to be responsible for the routine management of all health and safety matters.

The membership of the HSC will include the Managing director and the work of the HSC will be monitored by the Board. A representative of the Company’s employees will also be elected to the HSC to provide both the employees’ perspective on the work of the HSC and also a channel of communication to employees.

The purpose of the HSC is to ensure that the Company fulfils its responsibilities set out in the Company’s health and safety policy. The HSC will meet at least quarterly and will address a minuted standing agenda. In particular the HSC will:

1. Identify legislation applying to the Company’s activities and ensure that the Company fulfils all its statutory obligations;

2. Identify and quantify risks and introduce health and safety procedures;

3. Devise health and safety training appropriate to the needs of employees and subcontractors;

4. Communicate relevant health and safety information to employees, subcontractors and third parties;

5. Periodically review the effectiveness of the Company’s health and safety measures and institute improvements where necessary;

6. Promote an awareness amongst employees and subcontractors of the importance of health and safety.

From amongst its membership the HSC will appoint a Chairman,. Where necessary the HSC will co-opt other staff or outside experts to deal with particular issues.

For each of its contracts the Company will appoint a Project Manager. In such a role the Project Manager will assume the responsibilities of Site Safety Officer for that site. On all sites the Company will work in accordance with both the Company’s safety requirements and either the main contractor’s safety requirements or those of the client. 
The Company will only appoint subcontractors whose safety procedures and records are considered acceptable.

The HSC will also appoint and arrange training of first Aiders for the Company’s premises and sites in accordance with statutory requirements.

The Company will maintain a Premises Accident Record, a Site Accident Record and all other registers and documents required by legislation.

4.2 MANAGEMENT APPROACH

The Company adopts a pro-active approach to health and safety consistent with the tone of modern legislation.

The approach comprises four elements:

1. Assessment;

2. Procedures;

3. Information;

4. Training.

As the basis for management of health and safety, and in accordance with the requirements of the Management of Health and Safety at Work Regulations 1999, the company will undertake a comprehensive assessment of risks associated with all its activities. Risk assessments will be used by the company to identify best practices necessary to minimise risks. The company will establish such practices in the form of health and safety procedures. Special procedures (incorporating regular testing and/or practice drills) will be adopted to deal with fire and any other risk of serious danger. 
As part of the assessment procedures, the company will also determine what level of information and training should be provided to employees and subcontractors.

Information will primarily be provided by means of this Health and Safety Manual (HM) which will be issued to all employees and subcontractors. The Manual will include the Company’s health and safety policy, details of the management structure and of individual responsibilities and duties and, in addition, will incorporate the Company’s principal health and safety arrangements and procedures. The Managing Director is responsible for updating the Manual as necessary.

The Company has an obligation to issue relevant parties with copies of risk assessments. 
General risk assessments will be linked to training which will explain relevant risks and detail the appropriate control measures. Summaries of the training sessions will be issued to staff completing the courses. Copies of the general risk assessment themselves will not automatically be issued to staff but are available from the Company
Special risk assessments, together with any supplementary information required to be issued as part of the control measures, will be issued to relevant staff, subcontractors and any third parties who become involved in or are affected by the activity to which the assessment relates.

The company will maintain a Health and Safety Library which will act as a source of reference on all matters connected with health and safety.

In addition to the manuals the company may from time to time issue other health and safety information. Such information will generally be issued by posting on the notice boards, but, where the information is considered to be of an important nature, it may be copied to employees and subcontractors individually. 
Other health and safety information will include:

1. New procedures or variations to existing policy or procedures (for incorporation into subsequent issues of the Health and Safety Manual);

2. Policy or procedures connected with temporary activities;

3. General guidance about health and safety legislation, obligations and risks;

4. Other information which clarifies the Company’s approach to health and safety.

New employees will receive induction training which will include health and safety elements devised by the company. Existing employees will receive health and safety training whenever the Company’s procedures are varied or when the employee is asked to assume new duties.

The Company will only appoint subcontractors who have completed a Subcontractors Health and Safety Information form and whose health and safety procedures are appropriate to the nature of the particular contract. Where a contract involves special health and safety issues, the Company will organise a pre-contract installation meeting at which the subcontractor will receive appropriate health and safety information.

The Company seeks to ensure that vulnerable groups of employees or subcontractors are not exposed to unacceptable risks and, as such, requires employees and subcontractors to declare any health problems or other factors which may affect their vulnerability to particular risks. The Company’s work does not expose employees or other parties to risks which makes a general programme of health surveillance necessary.

The Company will monitor visitors by recording in the visitors’ book their arrival at and departure from the Company’s premises. Persons who are not employees will not be allowed into the Company’s premises unaccompanied unless they have received adequate safety training. Special safety equipment will be maintained for visitors.
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