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5. HEALTH AND SAFETY RESPONSIBILITIES
5.1. Introduction

The ultimate responsibility for safety and health is vested in the senior management of the Company. The Managing Director has the overall responsibility for the implementation of the Company Health and Safety Policy.

The Managing Director has been appointed Safety Director and will ensure the company meets the aspirations set out in the safety policy statement.

The company has also appointed a Health and safety Advisor to co-ordinate implementation and monitoring of the Health and Safety Policy.

The Senior Managers are responsible for the implementation of the company’s declared Safety Policy and are accountable to the Managing Director for its implementation.

All employees are expected to set a personal example and take reasonable care for the health and safety of themselves and others that may be affected by their acts or omissions at work. Employees who are responsible for supervision are expected to promote and encourage safety awareness in the employees and sub-contractors under their control.

All employees should have knowledge of the legislation governing the activities that they are employed upon. The appointed Safety Advisor has a detailed knowledge of the current legislation and is familiar with changes and new developments and will give guidance and advice to employees on all aspects of health, safety and welfare.

Every person employed has legal responsibilities, which are covered in their health and safety training. All requests, suggestions or complaints concerning matters of health and safety must, in the first instance, be referred to the employee's immediate supervisor or manager who will decide the appropriate course of action.

The Organisation and reporting structure for the management of health and safety is the same as for all other aspects of the business. In order to ensure the effective management of health and safety at work, the following specific responsibilities and authorities are allocated.

Constructive suggestions to improve health, safety and welfare in the company will be welcomed from any employee. Any such suggestions should initially be referred to supervision, who is responsible for submitting revisions to safety procedures to the Senior Manager for approval

5.2. Managing Director (Safety Director)
The Managing Director is ultimately responsible for the health and safety of all employees, visitors and contractors on company premises and those working on clients’ sites; he is also responsible as Safety Director for achieving, by all reasonably practicable means, the highest standards of health and safety at work for all employees and others whose health may be affected by the operations of the Company. He will in particular:

· Undertake annual reviews of the Company Health and Safety policy to ensure it is comprehensive, up to date and that the arrangements set out within it are being effectively implemented.

· Ensure the provision of adequate resources for health and safety. Consider and approve annual revenue related to meeting health and safety objectives and the maintenance of a healthy and safe working environment

· Establish Health and Safety objectives and targets that are consistent with the H&S policy and that will lead to an improvement in the company’s performance. Develop action plans to ensure appropriate objectives and targets exist for each level of management.

· Undertake regular reviews and appraisals with Managers under his control to confirm that the arrangements set out within the policy are being effectively implemented and jobholders assigned specific duties are fulfilling these responsibilities.

· Review statistical and other relevant information e.g. audits, surveys etc. to decide the action necessary to prevent recurring problems

· Ensure that Line Management comply with all statutory and related health and safety obligations upon the Company, which affect or concern areas of responsibility.

· Ensure that the Board is informed of any major issue affecting or likely to affect the Company, and through the Board promote a pro-active approach to positive health, safety and risk management.

· Establish clear lines of communication on health and safety to ensure that relevant issues are discussed at the correct level and that appropriate resources are devoted to resolving key health and safety issues

· Ensure that there are adequate resources available for competent health and safety advice, awareness and training at all levels of the Company.

· Formally review in conjunction with senior managers, the risk assessment portfolio and supporting health and safety policy to ensure that both documents remain current and up to date.

· Co-ordinate and liaise with the company Safety Advisor and take appropriate action on any letters, reports, surveys etc. submitted for consideration.

· Ensure that Risk Assessments required under specific health and safety legislation (e.g. COSHH, DSE, PPE, Fire etc.) are undertaken and are reviewed periodically and/or on significant change of circumstances affecting the premises, how an activity is done, or following an accident.

· Ensure that arrangements are in place to secure the safety of the site electrical installation and that of all plant and equipment and meet the requirements of current legislation.

· Ensure that goods and/or equipment purchased meet the required legal standards in order to comply with current statutory obligations.

· Ensure that appropriate health, safety and environmental information, including the purchase of alternative safer or healthier products is passed onto the relevant personnel within the company

· Ensure that appropriate medical services are provided including pre-employment checks, on-going health surveillance and, where appropriate, audiometric testing.  Maintain appropriate records on the results of these examinations.

· In consultation with the Health & Safety Advisor, identify any particular health and safety training needs and ensure the training is provided.

· Liaise with outside bodies including HSE, Local Authority, etc. in order to ensure that satisfactory remedial action is taken on any enforcement matters.

· Confirm that effective monitoring takes place to identify potential weaknesses and that suitable follow up systems exist for taking effective remedial action.

· Shall ensure that required funds for agreed expenditure on Health and Safety are made available.

5.3. Project/Support/Technical Managers
The Project, Support and Technical managers’ are responsible for ensuring that current statutory requirements are adhered to and the objectives contained within the Health and Safety Policy are met.  They will in particular:-
· Fully familiarise themselves with the Company Safety Policy and ensure it is brought to the attention of Managers and personnel under their control

· Undertake regular reviews and appraisals with managers under their control to confirm that the arrangements set out within the policy are being effectively implemented and jobholders assigned specific duties are fulfilling these responsibilities.

· Ensure the provision of adequate resources for health and safety when planning and/or tendering for new projects.

· Ensure that accidents and other incidents (including near misses) are fully investigated and the necessary forms properly completed and contain all relevant facts and the action necessary to prevent a recurrence.

· Ensure that the necessary risk assessments have been carried out and recorded and that employees and contractors are instructed on the information contained within the assessments

· Assess the impact of significant changes to ensure that risks are reassessed, where appropriate, and control measures established to minimise risk

· Monitor first aid provisions within the company and on client’s sites, to ensure that the appropriate number of trained people are available to render first aid and that adequate first aid equipment is in place.

· Assist in the development of emergency plans particularly in respect of fire in order to ensure procedures remain effective

· Give personal leadership and carefully integrate safety with production, quality and cost.

· Ensure that appropriate disciplinary action is taken for  breaches of health and safety ensuring that all employees are treated fairly and consistently when enforcing rules and regulations

· Ensure that all reportable accidents are notified to the appropriate enforcing authority within the prescribed time limit.

· Establish a system for ensuring that unsafe or unhealthy conditions reported by employees are properly dealt with and that unresolved issues are speedily raised at the appropriate level for resolution.

· Review and approve Safe Operating Procedures, Safe Systems of Work and Method Statements for all workshop and off-site activities that have identified risks, and ensure they remain up to date

· Regularly check that departmental safety procedures are working effectively and that these procedures are updated and extended where necessary.

· Ensure that areas under their control (including client’s sites) are inspected regularly and that the results of these inspections are properly considered and appropriate action taken to effectively deal with the matters raised.

· Regularly review the provision and wearing of personal protective equipment to ensure it meets the relevant standards.
· Monitor the work of third parties such as contractors, to ensure that acceptable safety standards and procedures are met.

· Draw up and annually review an inventory of all plant and equipment which requires to be tested and examined under existing statutory law such as Electrical and lifting equipment .

· Ensure the above plant and equipment is tested and examined within prescribed periods and that any defects found are correctly prioritised, actioned and completed.

· Ensure that work equipment is maintained so that its condition and performance is not impaired and so does not create a risk to the health and safety of personnel.

· Ensure all fire fighting equipment (fire hoses, extinguishers etc) is maintained to the required standard and in compliance with current fire legislation

· Oversee the correct implementation of the Control of Substances Hazardous to Health Regulations (COSHH).

· Ensure that appropriate manufacturer data sheets are kept centrally for all substances, which might be harmful to health and to monitor that the corresponding assessment has been carried out, published and effectively communicated to all relevant personnel.

· Undertake regular reviews to ensure that risk assessments are kept up to date and extended where appropriate.

· Ensure that resources provided for health and safety during a project are effectively utilised.

· Assist in the implementation of corrective and preventive measures identified through risk assessments, inspections and audits.

· Must seriously consider any issues raised about safety and health by individual employees and where appropriate implement actions.

5.4. Supervisors

Supervisors are responsible for ensuring that current statutory requirements are adhered to and the objectives contained within the Health and Safety Policy are met.  They will in particular:-

· Fully familiarise themselves with the Company Safety Policy and ensure it is brought to the attention of all employees and contractors under their control 

· Ensure that all accidents and other incidents including ‘near misses’ are properly recorded and reported, and that an investigation is carried out to determine causal factors and necessary action is taken to prevent recurrence.

· In consultation with employees develop Safe Operating Procedures and Safe Systems of Work for all work activities that, by their nature, are inherently unsafe.

· Ensure that all Safety Procedures and Safe Systems of Work are effectively communicated to all appropriate employees and contractors
· Check that personnel have been issued with, and wear, suitable protective equipment, where appropriate, and take positive steps to stop any unsafe practices.

· Ensure that departmental safe working procedures are being adhered to and, where necessary, review procedures in light of changes to keep them up to date.  Such reviews should be discussed with relevant personnel.

· Co-operate fully when necessary risk assessments are being carried out and that employees and contractors are instructed on the information contained within the assessments.

· Check that employees have received appropriate training and reached a satisfactory standard to operate plant and equipment safely. 

· Arrange for client’s sites to be inspected regularly and that the results of these inspections are properly considered and appropriate action taken to effectively deal with the matters raised.

· Lead by example by working safely and wearing personal protective equipment whenever appropriate

· Ensure all persons in their department know what to do in case of fire and know the location of fire exits and assembly points

· Shall maintain good housekeeping within their area of control at all times

· Effectively action points detailed in health, safety and environmental reports.

· Must seriously consider any issues raised about safety and health by individual employees and where appropriate implement actions. 

5.5. Employees

All employees must co-operate with the company to enable all statutory duties to be met. They will in particular:

· Fully familiarise themselves with the Company Safety Policy

· Take reasonable care of their own health and safety

· Consider the safety of other persons who may be affected by what they do or may not do.

· Co-operate fully when risk assessments are being carried out and when instructed on the information contained within the assessments.

· Work in accordance with information, Safe Systems of Work, Safe Operating Procedures and training provided

· Refrain from intentionally interfering with anything provided for health and safety reasons

· Report all hazardous defects in plant and equipment or shortcomings in existing safety arrangements to Supervision without delay

· Never undertake any task for which authorisation and/or training has not been given

· Report all accidents and other incidents including “near misses” to Supervision without delay

· Wear appropriate Personal Protective Equipment (PPE) when provided and ensure all safety equipment and devices are used as instructed

5.6. Contractors

All contractors must co-operate with the company to enable all statutory duties to be met. They will in particular:
· Familiarise themselves with the Company Safety Policy

· Ensure they meet all their own legal duties

· Ensure that their employees are properly trained.

· Provide the appropriate personal protective equipment.

· Provide well-maintained plant, tools and equipment.

· Ensure that the appropriate insurance is maintained.

· Provide risk assessments and method statements for the work accepted.

· Inform the company of any significant risks that have not been foreseen by the Company, so that the appropriate precautions can be taken

5.7. Health and Safety Advisor

The Health and Safety Advisor is responsible to the Managing (Safety) Director for ensuring that current statutory requirements are adhered to and the objectives contained within the Health and Safety Policy are met.  He will in particular:-

· Act as an appointed Competent Person under Regulation 6 of the Management of Health and Safety at Work Regulations by providing relevant assistance to managers.

· Give advice and help, where necessary, to ensure the policy and any supporting documentation and procedures are being properly implemented

· Assist in the liaison with outside bodies including HSE, Local Authority, etc. in order to ensure that satisfactory remedial action is taken on any enforcement matters and that new developments are brought to the attention of relevant company personnel.

· Evaluate and validate the Risk Assessments undertaken by the company and ensure that they are suitable and sufficient.

· Assist the company in undertaking Risk Assessments and ensure that any significant risks are brought to the attention of appropriate personnel for action

· Assist in the development of suitable safe systems of work, Safe Operating Procedures and method Statements in co-operation with the Directors, Managers, supervisors and relevant personnel.  Re-assess these procedures in the event of changes in processes, activities or legislation.

· Carry out regular inspections of workplaces (including plant & equipment) give guidance and advise managers and Supervisors on all aspects of health, safety and welfare.

· Advise and assist the company in its duties to comply with the requirements of the Control of Substances Hazardous to Health Regulations.

· Keep up to date with legal changes and ensure appropriate information is passed to key personnel and incorporate in the review of the company policy and procedures.

· Assist in the development and implementation of communication programs to ensure that employees generally are made aware of duties and responsibilities under the various health and safety statutes.

· Analyse statistical incident report data and prepare summaries showing causal effect and recurring trends so that plans and policies can be altered accordingly and proactive action taken.

· Monitor general compliance with statutory laws by regularly reviewing policies, procedures and conditions to ensure they meet current standards.

· Ensure that all reportable accidents are notified to the appropriate enforcing authority within the prescribed time limit.

· Investigate more serious accidents/incidents and recommend action.  Monitor that the reporting system works effectively and appropriate personnel receive the required information.

· Identify the need for training and in liaison with Directors and Managers ensure its implementation, delivery and evaluation against the identified need.
· Undertake monitoring to ensure compliance with applicable legislation.
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