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6.1 Introduction

This section contains basic health and safety arrangements adopted by the Company. All those issued with this Manual are expected to be familiar with these arrangements. The arrangements are broadly of two types:

1. Basic summarised information which all staff should know, and,

2. Detailed management procedures to ensure activities are undertaken as safe as is reasonably practicable. These will be found in Section 6 of this manual.
Each procedure summarises relevant current legislation or, if no legislation exists, current best practice.

Procedures go on to explain the policy adopted by the Company in respect of the matter. Finally, each procedures sets out specific steps and/or general guidance which are designed to satisfy the requirements of the adopted policy.

6.2 Risk Assessment
Applicable legislation: 
Management of Health and Safety at Work Regulations 1999 (et al)

The detailed procedure for Risk Assessment is set out in HSP001 (Risk Assessment)
Modern legislation is built around the obligation to undertake risk assessments of activities, equipment and substances. The Management of Health and Safety at Work Regulations set down this basic obligation for general activities. Subsequent pieces of legislation have built on this requirement and clarified or extended the obligation in respect of more specific areas such as hazardous substances, fire prevention, manual handling etc.

The Company’s approach to the management of health and safety is also founded on risk assessment and is therefore consistent with the principles of modern legislation. The detailed procedure for undertaking risk assessments are set out in HSP001 (Risk Assessment). This procedure is itself supported by other procedures which deal with risk assessment in special areas. 
Staff are encouraged to develop an understanding of the approach the Company takes to the management of this important area.

Out of each risk assessment will come a series of control measures to reduce the risk as low as practicable. 

Any residual risk from the activity which cannot be practicably removed will be addressed by a series of safety procedures which must be followed by those people undertaking the activity. Where this is so, the Company will devise a training scheme for prospective staff. Staff may not undertake these activities until they have successfully completed the training scheme. At the conclusion of the scheme, staff will be issued with a training document which summarises the procedures.

All staff have an obligation to ensure that they have undergone the appropriate training scheme for each activity they are asked to perform. In addition staff in management or supervisory positions must ensure that they do not appoint somebody to an activity without checking that they are correctly trained and authorised.

Copies of the Company’s risk assessments are available from departmental managers.
6.3 Consultation with employees
Applicable legislation: 
Health and Safety (Consultation with Employees) Regulations 1996

Employers are placed under a legal duty to consult employees “in good time” about any matters affecting their health and safety at work, including, in particular:

1. Any changes (affecting procedures, equipment, methods of working etc.) which could affect health and safety;

2. How the employer uses competent people to help meet health and safety obligations;

3. Information about risks and steps to be taken by employees;

4. The planning and organisation of health and safety training;

5. The health and safety implications of the introduction of new technology.

A representative of the Company’s employees will be elected to the Health and Safety Committee and will be charged with representing the employee perspective in the work of that Committee. 
The representative will be allowed paid time to undertake these duties and will be trained to a level necessary to allow them to do so.

All proposed changes to health and safety procedures, equipment, methods of working etc. will be published on the Company’s notice boards for a period of consultation prior to adoption. Such period will be appropriate to the nature of the change but will not be less than two weeks. All representations received from employees during these periods will be taken into account in the final adopted procedure.

6.4 H&S Training

Supervisor and Managers are responsible for recommending and arranging safety training and refresher courses for all employees as necessary. Particular regard will be given to this requirement where special risks are involved.

Supervisors will satisfy themselves that employees under their supervision have the necessary experience and training to carry out the duties allocated to them. Where necessary, managers will arrange for training, induction and instruction of employees, with particular emphasis on new employees. 

Adequate instruction will be given to all employees on the safety systems and procedures relevant to their own work activities. Supervision is responsible for ensuring that due regard is paid to the health and safety capabilities of employees when allocating work tasks.

The Company has produced Safe Systems of Work, Method statements and guidelines. A copy of the relevant ones will be handed to each employee. Each employee will be required to sign stating that they have received a copy of these documents and have been instructed in their content and in their obligations under Health and Safety at Work legislation

If any member of staff feels that he/she could benefit from specific safety training in addition to that, which has been assessed as relevant by the Company then they should approach their supervisor
6.5 Emergency Procedures

Applicable legislation: 
Management of Health and Safety at Work Regulations 1999

Construction (Health, Safety and Welfare) Regulations 1996

Employers have an obligation to establish procedures to be followed in the event of serious and imminent danger.

The Company will establish a fire evacuation procedure for its premises and appropriate emergency procedures for any other location for which it has responsibility. Such procedures will comprise written instructions and plans indicating safe routes and assembly points.

Emergency procedures will be posted clearly on or by notice boards or other places of assembly. All staff must familiarise themselves with the Company’s emergency procedures and with the emergency procedures for any location which they may have cause to visit during their work.

Site safety reviews of sites not under the control of the Company will include an assessment of the emergency procedures established at those sites.
6.6 First Aid
Applicable legislation: 
Health and Safety (First Aid) Regulations 1981

Construction (Health, Safety and Welfare) Regulations 1996

The detailed procedure for First Aid provision is set out in HSP002 (First Aid)
Every employer must provide first Aiders in the ratio of one first Aider to every 50 employees. Each first Aider must hold a valid first aid certificate. The employer must also appoint a person to take charge in the event of injury during the temporary absence of a first Aider.

The company will appoint first Aiders in accordance with the statutory requirements. The company will arrange training for first Aiders from an organisation approved for this purpose by the Health and Safety Executive. 
When the number of the Company’s own employees on site is insufficient for the Company to have appointed a qualified first Aider, site employees must make themselves aware of the location of the nearest first aid facilities before starting work. Most sites will have facilities which will be available to people working on that site. 
On large contracts, the main contractor will be contractually bound to provide shared first aid facilities to the Company. In such cases, the Project manager should obtain a certificate of shared welfare (F2202 section A) from the main contractor.

6.7 Accident reporting
Applicable legislation: 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR)

The detailed procedure for Reporting of Accidents is set out in HSP003 (Accident reporting and investigation)
It is an employer’s responsibility to report to the Health and Safety Executive all notifiable accidents, diseases and dangerous occurrences which affect its employees and/or which occur during the course of its business.

This duty will be undertaken by the Company’s Managing Director. 
Subcontractors to the Company have a similar responsibility in respect of their employees and self employed people have the same responsibility in respect of themselves.

6.8 Visitors
Applicable legislation: 
Management of Health and Safety at Work Regulations 1999

Employers have an obligation to ensure the health and safety of not only employees but also any others who may be affected by the employer’s activities. 
Visitors to the Company’s premises or sites represent a class of person who is particularly at risk; visitors may well be unfamiliar with the risks associated with their new location and are also likely to be unfamiliar with standard health and safety procedures.

The following procedures to control the health and safety of visitors are the responsibility of the member of staff receiving the visitor:

1. Visitors will be required to report at Reception/Site Office to record their arrival and departure in the Visitors Book;

2. Visitors’ attention should be drawn to their duties set out in the Health and Safety Manual;

3. Visitors should be accompanied at all times wherever possible;

4. Visitors who are required to work unaccompanied should be provided with basic health and safety instruction by the Project Manager/Site Safety Officer;

5. Special safety equipment will be maintained for visitors and will be issued by the Project Manager/Site Safety Officer as appropriate;
6. In the event of an emergency procedure, the Visitors Book should be taken to the registration point.

6.9 Noise

Applicable legislation: 
Noise at Work Regulations 1989

Exposure to noise can cause incurable hearing damage. The risk from noise depends on the volume of any particular noise and the period over which the exposure lasts. Employers have a general duty to reduce noise to the lowest level reasonably practicable and to undertake an assessment of noise where there appears to be a problem. Noise will generally require assessment when people who are less than six foot apart have to shout to understand each other.

Where the daily or weekly exposure to noise is assessed at 80dB(A), (the first ‘action’ level) or a peak sound pressure of 135dB the company must undertake the following action:

1. Record the assessment;

2. Provide ear protectors to those employees who request them;

3. Provide adequate information and training to those people exposed to noise.

If the daily or weekly exposure to noise is assessed at 85dB(A) (the second ‘action’ level) or a peak sound pressure of 137dB the company must also take action to minimise the noise and must ensure that all people exposed to the noise wear ear protection. Machinery manufacturers are obliged to provide information on the noise generated by their equipment.
There is also a level of noise exposure which must not be exceeded. This is a daily or weekly exposure of 87dB(A) or peak sound pressure of 140dB
The noise levels within Company premises is below the afore mentioned action levels and so further action is not required. 
Noise levels of individual equipment will be assessed and poorly performing equipment will be replaced where practicable. Proposed new equipment is evaluated by reference to noise-minimisation requirements. 
On construction sites and clients premises, employees may be exposed to high noise levels at or above the action levels due to the activities undertaken on the site. In theses situations there remains a variable and unpredictable level of noise which may breach the first action level and on occasions can temporarily breach the second level. 
The Company will supply ear plugs and ear defenders which will be appropriate for the type and level of noise assessed. Employees must not interfere with the protection in any way since such interference may seriously damage the effectiveness of the equipment. 
When operating machines of any kind, employees must not remove any part which might contribute to noise reduction. Employees must always report defects in any equipment they use or operate.

Employees and subcontractors working on construction sites should ensure that they do not expose themselves to unnecessary noise risks. They should contact both the site management and the Company’s Project Manager if they find noise levels unacceptable and must wear ear protectors if assessments show them to be necessary. 
Any activity which subcontractors intend to carry out which will create significant noise should be discussed with site management in advance, particularly if the activity is to be undertaken outside of normal working hours. Local authorities and magistrates courts have the right to control noise generated on construction sites and certain restrictions may apply to the site.

6.10 Waste Management
Applicable legislation: 
Controlled Waste (Registration of carriers and Seizure of Vehicles) Regulations 1991
Waste from the Company’s premises is treated as household waste and will be removed by the local authority on a weekly basis.

The Company has undertaken a waste assessment that indicates that the Company produces insignificant quantities of hazardous or dangerous waste. 
Small quantities of waste substances and discarded electrical equipment may be disposed of as part of general waste. Large quantities of these items or any other hazardous or dangerous waste should be referred to the Managing Director before disposal takes places.

Waste from site is the responsibility of the Project Manager. Waste should be disposed of in accordance with the requirements of the client or main contractor. Where it is necessary to appoint a waste carrier, the Project Manager must ensure that the carrier is registered and that Waste Transfer Notes are completed for each collection. 
All potentially hazardous substances, unused or unspent cartridges or other dangerous or unusual waste should be returned on clearance to the Company’s premises for disposal.
6.11 Young People
Applicable legislation: 
Management of Health and Safety at Work Regulations 1999

Working Time Regulations 1999

Young people are defined as those between the ages of 16 and 18. Persons under the minimum school leaving age are prohibited from any form of work for the company except under school work experience placement. Such placements must be approved by the Managing Director.

Employers have an obligation to undertake risk assessments of the particular risks to young people. 

It is the responsibility of Site Managers to identify young people working on site. 
The manager directly responsible for a young person is responsible for ensuring that the young person is authorised to undertake only tasks where the risk assessment has been performed with particular reference to the risks to young people and where the young person has received appropriate training and information. In undertaking such assessments, the following issues should be addressed:

1. The inexperience or immaturity of young people;

2. Their lack of awareness of risks to their health and safety;

3. The layout of their work area;

4. The nature of equipment and processes;

5. The nature, degree and duration of exposure to chemical or physical agents;

6. The nature and extent of any training that should be provided.

The Company will not permit young people to undertake night work or any tasks where a high degree of risk has been established.

Copies of risk assessments will not automatically be issued to young persons or their parents.
Young people should be advised that they and their parents have the right to request copies of the relevant documents.

6.12 Work Equipment
Applicable legislation: 
Provision and Use of Work Equipment Regulations 1998

Workplace (Health, Safety and Welfare) Regulations 1992

Construction (Health, Safety and Welfare) Regulations 1996

The detailed procedure for work equipment is set out in HSP004 (Work Equipment)
Work equipment includes any machinery, appliance, apparatus, tool or assembly of components used in work and as such ranges from a pen to a major installation of scaffolding.
These procedures relate to all items of work equipment and apply as supplementary procedures to those specific types of work equipment (such as ladders or personal protective equipment) for which additional procedures are set out elsewhere in this manual.

The Company has a statutory obligation under the Provision and Use of Work Equipment Regulations 1998 to maintain work equipment in good repair and to undertake routine inspections where there is a risk resulting from deterioration. 
The Regulations also impose a requirement to undertake initial inspections where there is a serious risk from incorrect installation.

For each item of work equipment the company will establish schedules for both routine maintenance and routine inspection. Where appropriate schedules may be established for emergency maintenance and initial or other special inspections. Inspection schedules will be established to reflect any statutory inspection requirements imposed on particular types of work equipment by specific legislation.

Operator’s certificates will be issued to authorised personnel. It is an offence for any member of staff to operate an item of equipment for which they have not been authorised.

Individual authorisations will be kept under continuous review and may be revoked in writing to the operator (for details refer to Procedure HSP004)
The procedures set out in HIRED EQUIPMENT will ensure that hired work equipment is safe and suitable for its intended purpose.
6.13 Hired Equipment
Applicable legislation: 
Provision and Use of Work Equipment Regulations 1998

Lifting Operations and Lifting Equipment Regulations 1998

Construction (Health, Safety and Welfare) Regulations 1996

The Company’s purchasing procedures will ensure the competence and suitability of the organisations from which the Company procures its hired equipment. As part of the supplier approval procedures, prospective hired equipment suppliers will have to demonstrate satisfactory:

1. Awareness of their legal and other health and safety obligations;

2. Health and safety systems and record;

3. Regular maintenance and inspection procedures;

4. Procedures to ensure the competence of operators/assemblers/erectors etc.;

5. Ability to undertake necessary amendments and inspections during periods of hire;

6. Training procedures;

7. Insurance cover.

Contracts for hired equipment should require the hirer to:

1. Undertake and provide reports of inspections of equipment immediately prior to delivery;

2. Train the Company’s staff or subcontractors who may be required to use the equipment;

3. Undertake such statutory or other inspections as may be necessary during the period of hire.

4. Confirm in writing that equipment meets legal or other generally accepted standards of safety for all uses to which the Company might put the equipment;

5. Confirm in writing that mobile work equipment specifically meets minimum legal safety standards required in respect of equipment defined as ‘new’ under the Provision and Use of Work Equipment Regulations 1998.
6.14 Display Screen Equipment
Applicable legislation: 
Health and Safety (Display Screen Equipment) Regulations 1992

The detailed procedure for Display Screen Equipment is set out in HSP005 (Display Screen Equipment)
Habitual use of display screens presents risks of eye problems, muscle/tendon problems, stress and fatigue.

The Company undertakes assessments of all display screen workstations in order to minimise health risks associated with their use. The results of the assessments are issued on the Assessment of Display Screen Equipment Form. 
The Company will ensure that all workstations meet the requirements of the Regulations.
The Company will also provide special facilities to display screen users. Display screen users are defined as those staff who use display screens as part of their work in excess of 5 hours per week (>1 hour/working day).

The Company will tell employee if they are considered to have this status. Employees who believe they qualify for such status should make their case to their supervisor or Manager

Employees who are a display screen user should ensure that they:

1. Are satisfactorily trained to understand and minimise the risks associated with the use of display screens.

2. Are satisfactorily trained to use the adjustment devices on their workstation and screen and that the adjustments are sufficient to allow them to be comfortable at the workstation;

3. Are given, or adopt, a pattern of work which allows them breaks from working at the screen which they consider to be adequate (the Company recommends at least 10 minutes in each hour);

4. Request periodic eyesight tests and, where necessary, obtain corrective glasses in accordance with the Company’s Procedure.
6.15 Statutory Inspections
Applicable legislation: 
Provision and Use of Work Equipment Regulations 1998

Lifting Operations and Lifting Equipment Regulations 1998

Pressure Systems Safety Regulations 2000

Workplace (Health, Safety and Welfare) Regulations 1992

Construction (Health, Safety and Welfare) Regulations 1996

Statutory inspections are inspections which are required under legislation. Requirements for and records of statutory inspections will be held at head office. 
Statutory inspections which are relevant to the Company’s activities comprise:

1. General work equipment (see Procedure HSP004 - Work Equipment for details of inspection requirements);

2. Lifting equipment (see Procedure HSP006 – Lifting, Slinging & Crane operations for details of inspection requirements);

3. Construction site inspections.

Every item of Company-owned equipment requiring statutory inspection should be identified in the Work Equipment Register. 
This includes equipment based on sites as well as equipment used on the Company’s premises. 
Statutory inspections must be undertaken by a competent person. All equipment requiring inspection will be inspected by a specialist external inspector appointed by the Managing Director.

Staff who use hired equipment that is subject to inspection are responsible for obtaining documentary evidence to confirm that inspection status is current.

A register of equipment requiring inspection should be kept at each site in which details of all inspections should be recorded. 
The Managing Director is responsible for recording statutory inspection details in the Work Equipment Register and also for holding statutory inspection records issued by others.

Statutory inspections for construction sites are established under the Construction (Health, Safety and Welfare) Regulations 1996. Inspections must be undertaken by competent persons and apply to the following places of work:

1. Any working platform (scaffolding, towers etc.) and personal suspension equipment (cradles etc.) from which falls of more than 2m can occur. Such platforms must be inspected:

(a) Before first use;

(b) After substantial alteration;

(c) After any event likely to have affected its strength of stability;

(d) At intervals of not more than seven days;

2. Supported excavations which are to be inspected:

(a) Before work at the start of every shift;

(b) After any event likely to have affected its strength of stability;

(c) After any accidental fall of rock, earth or other material;

Reports are required for all statutory inspections except:

1. No report is required for mobile towers unless they remain erected in the same place for seven or more days;

2. For substantial alterations, not more than one report is required every 24 hours;

Reports must be issued within 24 hours and be held on site until completion of the relevant work and, thereafter, must be held for a further three months. The prescribed contents of reports are:

1. Name of organisation on whose behalf the inspection has been undertaken;

2. Location and description of place of work inspected;

3. Date and time of inspection;

4. Details of unsatisfactory matters identified and any action taken;

5. Details of further action required;

6. Name and authority of reporting inspector.

Where the Company is responsible for statutory construction site inspections, it is the responsibility of the Site Manager to commission inspections and to action and hold any reports issued as a result of those inspections. The Company may train its own personnel to undertake certain of these inspections. Those who have received appropriate training will be authorised by the Project Manager and a record made of this appointment.
6.16 Induction
It is common for existing staff to overestimate the familiarity that new staff have with the Company’s processes and risks. This may encourage them to ask new staff to undertake jobs for which they are not properly prepared. To address this problem the Company operates an induction procedure for new staff which is designed, amongst other things, to familiarise them with the common hazards of the Company’s business. In addition, the Company has identified certain tasks and duties which present special risks. 
Staff are not allowed to undertake these tasks unless they have been trained and authorised. The training process comprises a review of the relevant risk assessment and instruction in the control measures which the risk assessment has identified as being necessary. Staff who have received appropriate training will be authorised to undertake the task provided they achieve and maintain the necessary level of competence.

Managers and other staff responsible for allocating work must ensure that they do not allocate tasks for which the member of staff has not been authorised. They should have particular consideration for the special circumstances of new staff (including new agency staff).

6.17 Working Hours
Applicable legislation: 
Working Time Regulations 1999

The Working Time Regulations are designed to prevent accidents resulting from excessive working hours or insufficient rest time. Workers’ entitlements under the Regulations are:

1. Restriction on working time to not more than 48 hours a week (including overtime) averaged over a seventeen week period;

2. A rest period of at least 20 minutes during the course of any shift which exceeds 6 hours;

3. A daily rest period of as least 11 consecutive hours in each 24 hour period;

4. A weekly rest period of at least 24 hours in each 7 day period;

5. Paid holiday of three weeks per annum rising to four weeks from 23 November 1999;

6. Medical examination for those workers required to undertake night work.

Employers have an obligation to monitor workers’ hours. Certain of the Regulations’ restrictions may be varied by workplace or individual agreement. The 48 hour restriction may only be varied by individual agreement.

The Company satisfies the requirements of the Regulations in relation to rest periods and holiday. 
Worked hours will be monitored against a four week reference period. Staff who work in excess of 192 hours over such a period will be approached and a scheme will be agreed with them whereby they reduce their hours over the subsequent four week period so that the total hours for the two periods together do not exceed 384 (48 hour weekly average). Holidays will be excluded from this calculation;

Employees will not be required to undertake night work until they have undergone a successful medical examination. Call out at night will be exempt.
6.18 Manual handling
Applicable legislation: 
Manual Handling Operations Regulations 1992

The detailed procedure for Manual Handling risks is set out in HSP007 (Manual Handling)
Spinal and other injuries associated with manual handling are one of the largest causes of lost work time. To minimise the risk of these problems the Company undertakes assessments of manual handling operations in the workshop and also of operations which are common to most sites. Such assessments will identify means of reducing injuries and the results will be set out on the Manual Handling Assessment Form. 
As part of the contracts review procedure for each contract, Project managers will identify any special manual handling operations relating to particular contracts and will arrange for a special manual handling assessment to be undertaken.

Because of the nature of the Company’s work, repetitive handling operations are extremely rare. Manual handling operations on site are less predictable. The provision of lifting equipment and the nature of access will vary from site to site. The type of installation and the weight of the components to be installed will also vary.

In the workshop the company will ensure that lifting equipment (pallet truck, sack trolley, block and tackle) are used for as many lifting operations as practicable.

Lifting equipment will only be used by authorised personnel. It is the responsibility of all site employees and subcontractors to ensure that they use site lifting equipment to avoid manual handling wherever possible.

The Company will not assign manual handling tasks to pregnant women, other women over fifty, men over sixty, persons under eighteen or those with relevant medical conditions where the person concerned is unused to such tasks and where the task presents some degree of health risk. 
All employees and subcontractors should:

1. Familiarise themselves with the manual handling assessments and follow the procedures established by them;

2. Report any manual handling operation which is not covered by the Company’s assessments;

3. Report any health problems or other factors which may affect their capability to perform manual handling operations;

4. Report any manual handling task they are asked to do which they believe to be outside their capabilities.

Particular precautions and procedures apply to different handling situations but certain general rules should always be followed when lifting loads:

1. Wear gloves to protect hands against sharp or rough edges;

2. Wear safety shoes which will protect feet if the load is dropped;

3. Never attempt to lift a load which is heavier than an person is capable of lifting: always get help;

4. Ensure that a proper grip can be obtained on the load;

5. Prepare for a lift by putting feet either side of the load with one foot slightly advanced;

6. Lift with a straight back and always look straight ahead;

7. Be wary of a change in the centre of gravity as the load is lifted;

8. Avoid twisting when carrying a load.
6.19 Personal Protective Equipment
Applicable legislation: 
Personal Protective Equipment at Work Regulations 1992

Construction (Head Protection) Regulations 1989

Noise at Work Regulations 1989

The detailed procedure for PPE is set out in HSP008 (Personal Protective Equipment)
Because Personal Protective Equipment (PPE) is uncomfortable and unpopular with wearers and it is difficult to enforce its use, it is generally considered to be a measure of last resort, only to be used when other risk minimisation techniques are not appropriate. Where PPE is unavoidable, the Company has an obligation to:

1. Provide suitable PPE to all employees ensuring that it is appropriate to the risks, complies with necessary standards, fits the wearer, is not too burdensome for the task and that it adequately controls the risk without increasing overall risk;

2. Ensure that two or more items of PPE worn simultaneously are compatible;

3. Undertake an assessment of the PPE worn for different tasks;

4. Maintain PPE in proper working order;

5. Provide suitable storage for PPE when not in use;

6. Provide information and training to employees concerning the risks requiring and purpose of PPE;

7. Ensure that PPE is properly used;

8. Provide all PPE free of charge.

The Company has identified the following PPE as appropriate to its activities and those of its contractors:

1. Gloves (general work);

2. Leather welding gloves (welding);

3. Safety Spectacles (operating saws, routers and drills);

4. Ear protectors (operating saws, noisy equipment);

5. Dust masks (cleaning);

6. Welding mask (welding):

7. Safety helmet (all work on sites);

8. Protective footwear (site work);

9. Fall restraint equipment (Work at Height).

The Company does not consider protective footwear to be essential to the work undertaken by its office based employees. The wearing of protective footwear is mandatory on sites, and the Company will provide protective footwear to all staff whose duties may cause them to visit sites.

The Company requires all staff to dress for work in a manner commensurate with their position. 
Employees and subcontractors who undertake manual work are required to wear clothing which offers protection from minor cuts and grazes and which is free from any loose or trailing parts of the kind which may become caught in machinery. Long hair must be tied back.

Employees have a duty to:

1. Use PPE correctly;

2. Where appropriate, return PPE for storage by the user after use;

3. Report any damage to or shortcomings in PPE immediately to their Supervisor or Manager
In addition, each person provided with PPE should undertake a visual check of the equipment before each use.

Subcontractors must provide PPE to their employees when it is shown to be necessary.
The Company will provide visitors with the appropriate PPE as and when required
6.20 Alcohol and Drugs
The Company is committed to maintaining safe places of work. Alcohol and drug abuse will not be tolerated.

Prescription medication can also increase risk to safety and must therefore be controlled.

Cases will be considered individually but the following will generally be regarded as gross misconduct:

1. The use, possession, distribution or sale of alcoholic beverages on company premises or clients sites.
2. The possession, use, distribution or sale of illegal or non-prescription controlled drugs;

3. The misuse of prescription drugs on company premises;

4. Being unfit to perform duties through alcohol or drug use (an individual judged by management to be in this condition will be removed immediately from the premises or site).

To assist in the implementation of this policy, employees are reminded of their obligation to disclose personal health issues including drug or alcohol dependency. 
6.21 Smoking
Applicable legislation: 
Workplace (Health, Safety and Welfare) Regulations 1992

Smoking can seriously damage your health, is often very unpleasant for non-smokers and presents a fire hazard. The Company encourages its employees not to smoke as far as possible.

Smoking is not permitted within the Company’s premises other than in special designated areas. No-smoking areas may also be established on construction sites by the relevant site management.

Employees and subcontractors must respect no-smoking rules both in the Company’s premises or on client or construction sites. Those breaches of no-smoking rules which present a fire hazard will be treated as serious misconduct.

6.22 Acquired Immune Deficiency Syndrome (AIDS)
AIDS may only be transmitted by sexual intercourse with an infected person or by injection or inoculation with infected blood. Although present in saliva, there is no evidence that the virus can be transmitted by this medium. The AIDS virus only survives for a very short period outside the body and, as a consequence, the disease is not considered to be highly infectious.

It is extremely unlikely that employees or subcontractors will be exposed to the risk of infection during the course of their work. Nonetheless, there are some basic precautions that should be taken:

1. Always wear gloves when picking up sharp objects on which somebody else may have cut themselves;

2. Clear up blood spillages with a 10% bleach solution;

3. Cover all cuts and abrasions with a waterproof dressing;

4. Always wash your hands after treating a wound or coming into contact with somebody else’s blood.

6.23 Stress

The purpose of this procedure is to provide managers and staff with some basic tools for preventing and managing stress. All staff have a positive contribution to make in managing stress. There are many different types of individuals, work and working groups within the Company and there is no single solution to the problem of stress. Instead, individuals and managers must understand the various elements which contribute to a stressful condition and establish their own actions to address the problem.

Stress is the term used to cover the physical and mental reactions people can show to extremes of pressure.

Pressure can be energising and improve performance in the short term, but when pressure becomes excessive, stress can be the outcome. Stress arises when the level of pressure and demand is perceived by an individual to exceed their resources and they can no longer cope effectively. Prolonged stress can result in ill health. Stress can affect anyone. It is not a sign of weakness or lack of dedication.

To help minimise stress on employees the Company takes the following action:

1. Job descriptions are reviewed to ensure that the duties and responsibilities of individual roles are not excessive in the context of the status of the role within the organisation;

2. The Manager monitors those performance related early indicators of stress;

The following are performance related early indicators of stress:

1. Increase in sickness absence;

2. Hostility or aggression;

3. Short temperedness;

4. Working longer hours in an effort to cope;

5. Canceling holidays;

6. Increased smoking breaks;

7. Exaggerating problems.

Personal indicators of stress are as follows:

1. Abdominal pains;

2. Difficulty sleeping or winding down;

3. Loss of concentration and logical thinking;

4. Increase in smoking and drinking;

5. 5 Lack of enthusiasm;

6. Giving up sports or leisure activities.

Staff noticing any of these symptoms should discuss the problem immediately with their Manager. 
Managers who notice these symptoms in any of the staff in their department should also bring the matter to the attention of the Managing Director. Managing Director is responsible for identifying the causes of the stress and establishing a plan, in conjunction with the employee and the departmental manager, to address as many of these causes as practicable.

6.24 Sunlight
Applicable legislation: 
Workplace (Health, Safety and Welfare) Regulations 1992

Construction (Health, Safety and Welfare) Regulations 1996

Excessive sunlight can lead to sunburn and blisters in the short term and to an increased rate of ageing and possible skin cancer in the long term. Although people of Afro-Caribbean or Asian origin are generally not affected by skin cancer, the following people are particularly susceptible:

1. Those with fair or freckled skin;

2. Those with red or fair hair and light coloured eyes;

3. Those with a large number of moles (over 100 in young people, or over 50 in older people).

Working in the heat of the day can also cause dehydration, lead to an increase in body temperature and possibly cause sunstroke.

Avoid problems caused by hot sunny weather by taking the following action:

1. Know how your skin reacts to sunlight and avoid burning;

2. Wear close woven clothing on those parts of your body you are able to cover;

3. Wear suitable sunscreen on those parts of your body which you cannot avoid exposing to the sun;

4. Unless you are wearing a site helmet, wear a wide brimmed hat to shade your face and neck;
5. Drink plenty of non-alcoholic fluids
6.25 Cold weather
Applicable legislation: 
Workplace (Health, Safety and Welfare) Regulations 1992

Construction (Health, Safety and Welfare) Regulations 1996

Cold weather may bring on conditions such as hypothermia, frostbite or immersion foot whose onset is not apparent but whose results can be debilitating. In addition, when workers hands’ temperature fall below 15°, they are much more prone to make mistakes and cause accidents.

The onset of hypothermia causes the sufferer to turn blue, shiver and possibly become irrational. If untreated the skin becomes pale, cold and dry and the person will stop shivering, become stupefied and then lose consciousness. 
The early stages of frostbite are marked by a greying of the skin. The early stages of most problems can be treated by moving the sufferer to a warm place and allowing gentle warming. Rapid warming can worsen the damage. Never give alcohol when treating cold related problems. 

The following basic steps should be taken in cold weather:

1. Be aware of the temperature and conditions: ambient temperatures below 10° can lead to problems, moreover high wind speed can reduce the effective temperature quite dramatically (an ambient temperature of -1°C is reduced by a 10 mph wind to an effective temperature of -9°C);

2. Wear light but warm clothing and gloves;

3. Cover exposed areas such as ears;

4. Take regular breaks somewhere warm and eat hot food;

5. Wherever possible, erect a screen against strong winds;

6. Beware of the early symptoms of cold related disorders in yourself and others and act quickly.
6.26 Out of hours working

Working out of normal working hours should only be undertaken as a last resort and can only be authorised by a Manager. Out of hours working may only be authorised provided a risk assessment has been undertaken and approved. The assessment must address the following issues:

1. Safe working procedures;

2. Supervision;

3. Provision of first aid;

4. Access to communication for emergency calls and contact numbers for senior staff;

5. Impact of noise and light on other people;

6. Any restrictions imposed on working hours under planning permission (sites only).
6.27 Lone working

Lone workers are those who work by themselves without close or direct supervision and will include those working out of hours, service engineers visiting jobs alone, operatives in isolated locations, site managers working alone in site offices etc.

The risks faced by those working alone is best minimised by a thorough risk assessment.

The matters to be addressed in the risk assessment are as follows:

1. Can the work be carried out safely by one person working alone?

2. Does the workplace present a special risk to the lone workers?

3. Are women or young workers especially at risk if they work alone?

4. Is the person medically fit and suitable to work alone?

5. Are there adequate security arrangements?

6. Is any specialised training required?

7. How will the lone worker be supervised and/or monitored?

8. What happens if a person becomes ill, has an accident, or there is an emergency?

9. How frequently should contact be made with lone workers?

6.28 Business journeys by car

The detailed procedure for use of cars is set out in HSP009 (Work related driving)
Business journeys by car represent a risk of accident. By the nature of the Company’s business, most journeys generally take place on motorways and trunk roads at the busiest times of the day. The Company recognises its responsibility to minimise this risk to staff.

The Company has adopted the following policy to minimise this risk:

1. By discussion with customers, the number of business journeys is minimised through alternative methods of communication;

2. Business journeys must be approved in advance by the member of staff’s head of department.

3. Journeys by train are encouraged wherever possible;

4. The Company ensures that the maintenance and safe condition of company-owned vehicles is monitored;

5. Hired cars, from approved suppliers who have demonstrated a commitment to safe maintenance, are made available to staff who are not provided with a company-owned vehicle;

6. The insurance status of employee-owned cars used for business journeys is monitored;

7. The driving competence and experience of the relevant member of staff is considered before permission to undertake business journeys is given.

8. Staff are provide with sufficient time to make journeys.

To assist in the implementation of this policy, individual staff should adopt the following procedure:

1. Question whether business journeys you are asked to make are really necessary;

2. Try to arrange meeting times which avoid difficult periods of travel;

3. Discuss proposed journeys with your Manager to identify the most appropriate method of transport;

4. Plan each journey carefully and make allowance for delays when determining the length;

5. Check your vehicle’s tyres and fluid levels before starting each journey;

6. Keep mobile phones calls and other distractions to a minimum whilst driving: if you do not have a hands-free kit you must switch your phone off.

6.29 Mobile phones
Applicable legislation: 
Provision and Use of Work Equipment Regulations 1998

Mobile phones may interfere with certain electrical equipment. If you are fitted with any electronic device, such as a pacemaker, check with your doctor whether you may use a mobile phone. 
Do not use a mobile phone in a hospital unless you have received authorisation from a responsible person.

Never use a mobile phone on an aircraft (it may interfere with the aircraft’s avionics). 
Mobile phones may also affect magnetic storage media. Use them as far away from computer equipment as practicable. Phones will continue to transmit call responses in the stand-by mode. Switch off your phone in restricted areas.

It is illegal to use a mobile phone whilst driving unless it is fitted to a hands-free kit. It is Company policy to provide hands-free kits to all staff who may have need to maintain communication whilst driving. If you do not have a hands-free kit you must switch off your phone whilst driving.

Even where a hands-free facility is provided, staff are discouraged from using the phone whilst driving particularly for long or complex calls where your attention may be distracted. Try to pull over to make or receive calls.

Establish the quality of network coverage when considering the use of mobile phones as a means of emergency communication
6.30 Fire prevention
Applicable legislation:
Fire Precautions Act 1971

Fire Precautions (Workplace) Regulations 1997

Workplace (Health, Safety and Welfare) Regulations 1992

Construction (Health, Safety and Welfare) Regulations 1996

Dangerous Substances Explosive Atmosphere Regulations
Health and Safety (Safety Signs and Signals) Regulations 1996

The detailed procedure for Fire prevention is set out in HSP010 (Fire safety)
The most common fire risks are:

1. Heating appliances;

2. Discarded cigarettes and matches;

3. Misused or faulty LPG cylinders;

4. Hot work e.g. welding;

5. Misused or faulty electrical equipment or electrical installations;

6. Flammable and highly flammable liquids and vapours;

7. Concentrations of combustible materials.

The Company will undertake a general fire risk assessment of its premises and any other sites or which it is responsible. Assessments will be re-performed whenever there is a material change to the layout of the relevant location. In addition, consideration will be given to fire hazards as part of the general risk assessments which the Company undertakes. From such assessments the Company will establish procedures relating to:

1. Identification of fire hazards;

2. Elimination or reduction of fire hazards;

3. Fire detection;

4. Fire fighting;

5. Fire evacuation;

6. Information to be issued to relevant parties.

All employees and subcontractors are required to familiarise themselves with procedures in event of a fire.

Procedures relating to fire at the Company’s premises are set out in the Procedures in Event of Fire which is posted on all notice boards.
The following tests/inspections will be undertaken in relation to fire prevention and will be recorded in the appropriate Register:
1. Weekly test of the fire alarm system;

2. Annual inspection of fire extinguishers.

3. Annual fire drills organised by the Managing Director;

All employees should familiarise themselves with the posted notices explaining fire classification and extinguisher types. Extinguishers employed by the Company should be used as follows:

1. Class A fires (solids: wood, paper, upholstery etc., but excluding metals, below): water (red) as first choice, or powder (blue);

2. Class B fires (liquids and heat liquefiable solids): powder (blue) as first choice provided the possibility of re-ignition is not a problem, or foam (cream) where it is important to prevent re-ignition, or CO2 (black) provided fire is not in confined space;

3. Class C fires (gases): powder (blue) as first choice, or CO2 (black);

4. Class D Fires (metals e.g. aluminium swarf, filings etc): powder (blue) as first choice, or CO2 (black);

5. Electrical fires: powder (blue) as first choice, or CO2 (black).

Employees and subcontractors working on construction sites must familiarise themselves with any procedures which apply at that site.

Everybody has a duty to minimise fire risks. Please follow these fire prevention rules:

1. Never place anything combustible on or against any heating appliance;

2. Respect all no smoking areas and always ensure that cigarettes and matches are extinguished;

3. Do not abuse LPG cylinders and always check for damage before connecting them to equipment;

4. Check electrical equipment and connections for damage before use;

5. Never overload an electrical supply;

6. Ensure that all electrical leads are uncoiled;

7. Never make unauthorised repairs to electrical equipment or electrical installations;

8. Always store flammable liquids in the closed containers provided for that purpose;

9. Dispose of all packaging and other combustible material in the skips provided;

10. Do not store large quantities of combustible material in locations which allow access to intruders;

11. Do not start open fires closer than 10 metres to any building or other structure;

12. Do not obstruct any of the gangways or fire exits;

13. Be aware of fire risks generally and bring any hazards to the attention of the relevant Manager
6.31 Highly flammable liquids
Applicable legislation: 
Fire Precautions Act 1971

Fire Precautions (Workplace) Regulations 1997

Dangerous Substances Explosive Atmosphere Regulations 
Highly flammable liquids are defined as liquids which have a flashpoint of less than 32°C (90°F) that will support combustion at 50°C. These liquids give off vapours which are flammable and toxic, which are generally heavier than air and therefore difficult to disperse.
Highly flammable liquids can be identified by the labeling which manufacturers are obliged to display prominently on the packaging. 
The use and control of highly flammable liquids will form part of the fire risk assessment set out in procedure HSP010 (Fire safety).

Only minimal quantities of Highly flammable liquids are used by the company, the majority being in the form of aerosol products. These are stored in fire-resistant metal cabinets which will be clearly marked ‘highly flammable liquid’ and will be located in an area designated as a no-smoking area. 

6.32 Liquefied Petroleum Gas (LPG)
Applicable legislation: 
Dangerous Substances Explosive Atmosphere Regulations
Fire Precautions Act 1971

Fire Precautions (Workplace) Regulations 1997

Liquefied petroleum gases (LPG) are most frequently encountered in the form of butane or propane. Although an odourising agent is added to allow their escape to be detected. These gases are colourless and heavier than air and present a serious fire and explosion hazard.
The gases form an explosive mixture with air and react vigorously with oxidising agents. The cylinders in which they are stored may explode if exposed to fire or over-heating.

LPG cylinders held in the Company’s works must be kept in a designated external LPG area and will be a no-smoking area marked ‘LPG – highly flammable’. 

The company should check that LPG received at the Company’s premises are marked with the proof of test pressure and the date of such test which should be within the preceding five years.

The control of LPG on construction sites is the responsibility of the main or principal contractor. Any requirements imposed by the main contractor concerning LPG must be followed. In the absence of more stringent requirements of the contractor, LPG cylinders must be stored as follows:

1. In a marked compound protected from unauthorised access by a fence at least 2 metres high;

2. Protected from the extremes of weather;

3. Location to be a designated no-smoking area marked ‘LPG - highly flammable’;

4. Adjacent to a fire point containing a dry powder extinguisher holding at least 4.5 kg powder where quantities of LPG do not exceed 450 kg and at least 9 kg of powder for higher quantities.

6.33 Working as a Principal Contractor

Applicable legislation: 
Construction (Design and Management) Regulations 1994

Construction (Health, Safety and Welfare) Regulations 1996

Health and Safety (Safety Signs and Signals) Regulations 1996

Further details regarding the duties of a Principal Contractor can be found in procedure HSP020 (Major Project work – CDM)

On occasion the Company will be appointed to the role of main contractor on a project. When it does so, the Company will assume health and safety responsibilities at three levels:

1. Standard responsibilities in its capacity as an employer;

2. General responsibility for safe working on site in its capacity as site management authority;

3. Specific responsibilities under the Construction (Design and Management) Regulations in the defined position of principal contractor.

The Company will discharge its standard responsibilities as an employer through the implementation of the health and safety policy and procedures. The Company will need to adopt new procedures to address the other responsibilities and it is the responsibility of the Project Manager to ensure that all necessary procedures are implemented.

As Principal Contractor the Company will need to perform the following duties:

1. Notify the Health and Safety Executive about the construction project;

2. Post all statutory notices;

3. Maintain a Site Accident Record;

4. Provide statutory first aid facilities;

5. Provide statutory toilet, washing and welfare facilities;

6. Obtain fire certification for temporary site buildings;

7. Ensure all personnel on site wear head protection;

8. Ensure that no unauthorised persons gain access to the site, particularly when unoccupied;

9. Ensure site tidiness and good housekeeping.

Depending on the nature of work undertaken on site, the Company will need to consider the statutory requirements in relation to:

1. Access equipment;

2. Asbestos;

3. Buried services;

4. Confined spaces;

5. Electrical supply;

6. Excavations;

7. Cofferdams and caissons;

8. Fire prevention;

9. Hazardous substances;

10. Lead;

11. Lifting equipment;

12. Noise;

13. Plant and machinery;

14. Protective equipment;

15. Water safety.

Statutory inspection requirements apply to working platforms, excavations and cofferdams and caissons. 

The Construction (Design and Management) Regulations aim to provide a continuous consideration of health and safety throughout the life of a building from design through construction and maintenance to eventual demolition. The Regulations establish responsibilities for various parties who contribute to the design and construction of a building and the Company will assume the responsibilities of the defined role of ‘principal contractor’. 

The Regulations apply to all construction projects which last for more than 30 days or involve more than 500 man days of work. 
The Regulations call for the appointment of a position of ‘planning supervisor’ and for the preparation of two special documents: the health and safety plan and the health and safety file. 
The client is responsible for appointing the planning supervisor and it is likely that the position will be taken by the project architect. It is also possible that the Principal Contractor will be asked to assume this position once a project has reached construction stage. The planning supervisor must co-ordinate the design and construction of the project, ensure that the relevant documentation is produced on time and generally advise the client. 
The responsibilities of the planning supervisor are potentially onerous and the Company will not accept this position other than under exceptional circumstances.

The health and safety plan is a document which identifies the method of construction based upon a consideration and minimisation of all relevant health and safety risks. Construction work will not commence until the plan has been prepared. 
The health and safety file is prepared during the course of a project and is the health and safety information required by users, cleaners and maintainers of the finished building or installation.

The Regulations will generally have the effect of forcing the Principal Contractor to accept responsibility for all site personnel. The Principal Contractor has the responsibility to:

1. Make full allowance in tender prices for the cost of complying with health and safety obligations;

2. Develop the health and safety plan prior to commencing work on site and continuously update that plan during the construction phase;

1. Appoint only competent subcontractors, co-ordinate their health and safety activities and ensure that subcontractors comply with the health and safety plan and other site safety regulations;

2. Ensure that subcontractors are given information about risks on site, obtain subcontractors’ risk assessments and approve their proposed methods of dealing with risks;

3. Ensure that all site workers are properly informed, trained and consulted;

4. Monitor health and safety performance;

5. Pass all relevant information to the planning supervisor for inclusion in the health and safety file;
6. Ensure that no unauthorised persons gain access to the site;

7. Post all statutory notices
In order to satisfy the requirements of the Regulations, the Company should undertake the following steps whenever it assumes the position of Principal Contractor:

1. Prepare the health and safety plan based upon:

(a) Information from the client concerning any known safety risks connected with the construction site or its previous use;

(b) Risk assessments obtained from all subcontractors concerning their products and/or work methods;

(c) Risk assessments performed by the Company concerning general site activities;

2. Obtain written evidence from subcontractors that all staff they employ on site have been correctly trained for their duties;
3. Assemble the health and safety file by obtaining manuals or other information from subcontractors which address all relevant safety issues connected with the use, cleaning, maintenance and subsequent demolition of their product/installation.

6.34 Working as a sub-contractor
Applicable legislation: 
Construction (Design and Management) Regulations 1994

Construction (Health, Safety and Welfare) Regulations 1996

Further details regarding the duties of a sub-contractor can be found in procedure HSP020 (Major Project work – CDM)

The Company will most commonly work on site in the capacity of subcontractor. The Construction (Design and Management) Regulations place duties upon subcontractors in the defined role of ‘contractors’.

Under the Regulations, contractors have the responsibility to:

1. Provide information to the health and safety plan concerning risks associated with their work;

2. Work in accordance with the health and safety plan and other site safety regulations;

3. Provide information to their employees.

The main contractor is also likely to require the Company to prepare a safety manual or other information for incorporation into the project’s health and safety file.

The Company’s Project manager, in conjunction with the Managing Director, is responsible for ensuring that the Company fulfils its obligations in the defined position of contractor. To satisfy the requirements of the Regulations, the Company should undertake the following steps:

1. When requested, submit standard risk assessments to the main contractor for incorporation into the health and safety plan;

2. Where unusual site conditions apply, undertake special risk assessments and submit them to the main contractor;

3. Review the health and safety plan and ensure that the Company’s proposed method of work will meet its requirements;

4. Ensure that any employees or subcontractors who have cause to visit site are correctly trained for the duties they will perform;
5. Prepare a ‘maintenance and health and safety manual’ for incorporation into the health and safety file

6.35 Drawing office and design
Applicable legislation: 
Construction (Design and Management) Regulations 1994

Further details regarding the duties of a Designer can be found in procedure HSP020 (Major Project work – CDM)

The Construction (Design and Management) Regulations establish responsibilities for various parties who contribute to the design and installation of building services and the Company’s draughtsmen will assume the responsibilities of the defined role of ‘designers’ under these Regulations.

A planning supervisor will be appointed by the client on all construction projects which last for more than 30 days or involve more than 500 man days of work. The planning supervisor is, amongst other duties, responsible for coordinating the work of all designers and ensuring that designers fulfill their obligations. 
The planning supervisor must also supervise the preparation of the health and safety file which is a collection of all information relevant to the safe installation and use of the building services.
Designers have the responsibility to:

1. Work with the planning supervisor;

2. Give adequate regard to the need to avoid and/or minimise foreseeable risks to the health and safety of any person undertaking construction, maintenance or cleaning work;

3. Provide adequate information to all relevant parties where risks cannot be avoided;

4. Pass all relevant information to the planning supervisor for inclusion in the health and safety file.

On all projects where a planning supervisor has been appointed, draughtsmen should:

1. Liaise with the planning supervisor on all matters relating to health and safety;

2. Review all designs they produce in terms of the safety considerations in manufacture, installation, operation by users of the equipment, maintenance and cleaning;

3. Seek to eliminate or minimise by re-design, any hazards which are revealed as a result of the review;

4. Where hazards cannot be minimised, ensure that adequate information about the nature of the hazard is passed on to the planning supervisor and all other relevant parties.
5. Record the results of the above process on the Company’s standard CDM Design form.
6.36 Site safety review
Applicable legislation: 
Construction (Design and Management) Regulations 1994

Construction (Health, Safety and Welfare) Regulations 1996

Construction sites are statistically very dangerous places to work. Each site is different and presents its own unique mix of safety hazards. Risks on site may be unfamiliar or unpredictable and, consequently, there is a need for an approach to safety which addresses each site individually.

The Company has identified and assessed risks which are common to many construction sites and provides guidance and training on such risks to its employees and subcontractors. There may also be special health and safety issues on sites which require consideration and also, possibly, formal assessment under the risks assessment procedures. The nature and extent of both general and special risks on site will also be influenced by the client’s or main contractor’s attitude and approach towards health and safety. The main contractor has overall responsibility for health and safety on the sites which they operate.

The Company places great emphasis on safety on sites. From amongst its Managers, the Company will appoint an Project manager for each large contract which has an installation element. 
The Site Manager will assume the position of Site Safety Officer for that contract and will undertake a safety review of the site before the Company’s installation works commence.

The site safety review will identify special risks and will confirm that the main contractor is familiar with and is discharging his statutory and contractual obligations. The review should confirm that:
1. The Health and Safety Executive has been notified about the project;

2. A safety plan has been prepared and issued to all relevant parties;

3. There are no risks on site which have not been addressed in the safety plan;

4. The main contractor has taken steps to ensure that all personnel on site are correctly trained;

5. Appropriate emergency procedures have been established and communicated to relevant parties;

6. Statutory notices have been posted;

7. Site accident records are maintained;

8. Statutory first aid facilities are provided;

9. Statutory toilet, washing and welfare facilities are provided;

10. Fire certification has been obtained for temporary site buildings;

11. The site is secure against access by unauthorised persons;

12. Site electrical supply is correctly installed and inspected;

13. Correct storage facilities have been established for LPG and highly flammable substances;

14. Fire fighting equipment is available and fire prevention and escape procedures have been established;

15. The use of hazardous substances is properly controlled;

16. Correct procedures have been adopted to address noise hazards;

17. The main contractor is complying with statutory obligations relating to any other hazards;

18. Access equipment is properly erected, used, maintained and inspected;

19. Lifting equipment is properly erected, used, maintained and inspected;

20. Plant and machinery is properly used, maintained and inspected;

21. Statutory inspection obligations are discharged correctly.

6.37 Electrical supply on site
Applicable legislation:
Provision and Use of Work Equipment Regulations 1998

Electricity at Work Regulations 1989

Construction (Health, Safety and Welfare) Regulations 1996

The detailed procedure for electrical safety is set out in HSP011.

Misuse or abuse of the electricity supply on sites presents dangers of shocks and burns. A serious electrical fault or short circuit may cause fire and explosion. Because of exposure to possible wet conditions and the danger of damage it is not practicable to achieve the required standards of protection for mains voltage on site and electrical supply on sites should be 110V.
The company always use battery operated equipment whenever possible but if this is impractical the employees and subcontractors must ensure that they use only 110V equipment Such equipment can be recognised by colour coded yellow connectors. Equipment must be in sound condition and must only be connected to clean, dry, unbroken sockets, also colour coded yellow.

Before starting work on site, employees and subcontractors should satisfy themselves that the electrical supply is safe and conforms to statutory requirements as follows:

1. Site supply is 110V or mains voltage under special protection;

2. All elements of the electrical installations are clean, dry and in sound condition;

3. Supply has been installed, inspected and certified by qualified electricians;

4. Electrical installations are tested and certified at no more than three monthly intervals;

5. Distribution boards have been satisfactorily weatherproofed;

6. Electrical installations are efficiently earthed;

7. No unauthorised changes have been made to any of the electrical installations.
6.38 Confined Spaces

Applicable legislation: 
Provision and Use of Work Equipment Regulations 1998

Construction (Health, Safety and Welfare) Regulations 1996

The detailed procedure for working in confined spaces is set out in HSP012 (Confined spaces)
A confined space is defined as any place, including any chamber, tank, vat, silo, pit, trench, pipe, sewer, flue, well or other similar place in, which, by virtue of its enclosed nature, there arises a reasonably foreseeable specified risk. Confined areas present a risk because they may trap hazardous gases or because fumes created during work cause an oxygen deficiency.

Employees and subcontractors must not work in confined spaces until a safe system of work has been approved by the Company’s Project manager.
Employees and subcontractors must not work in confined spaces unless the following measures have been put into effect:

1. Personnel have been satisfactorily trained in the method of safe working to be adopted;

2. Personnel have been satisfactorily trained in emergency evacuation, rescue, resuscitative first aid and fire fighting procedures;

3. Personnel have been satisfactorily trained in the use of any necessary breathing apparatus;

4. Atmospheric testing of the confined space has been undertaken by a competent person;

5. If the results of atmospheric testing indicate that the atmosphere is not safe, forced ventilation and extraction has been installed guaranteeing an air supply of at least 1.5M2 per person per minute;

6. Barriers and notices have been erected to warn people that the confined space is occupied.

Personnel must never enter a confined space unless the relevant site management knows that you are there. Most sites will operate a ‘permit to work system’ for confined spaces and where these apply you must observe the requirements.

6.39 Work at height
Applicable legislation: 
Work at Height Regulations 2005

Provision and Use of Work Equipment Regulations 1998

Lifting Operations and Lifting Equipment Regulations 1998

Construction (Health, Safety and Welfare) Regulations 1996

The detailed procedure for working at height is set out in HSP013 (Work at height)
Falls from height represent a significant risk. The Company undertakes considerable work at height. This procedure is for the guidance of management who become involved in the selection of methods of access to height.

The Work at Height Regulations 2005 require that risk assessments be undertaken to ensure that all reasonable practical measures are taken to minimise risks and to justify the selection of the means of access. The assessment must also seek to avoid or minimise the risk of objects falling from the work site. So far as the Regulations are concerned, there is no minimum height below which these procedures do not apply. Even ‘step-up’ work has the capacity to pose risks under certain circumstances and must therefore be assessed. 
Risk assessments for work at height must demonstrate that work at height is properly planned, appropriately supervised and carried out in a safe manner. The assessment must also address adverse weather conditions and emergency or rescue procedures. In undertaking the risk assessment, the standard hierarchy of measures applies:

1. Avoid work at height where possible;

2. Avoid falls by using working platforms with guardrails and platforms;

3. Use collective fall arrest such as nets;

4. Use personal fall arrest equipment;

5. Use ladders and stepladders.

In undertaking the risk assessment, consider firstly whether any work at height can be avoided (by assembly on the ground, for example). If not, look to use an existing means of access making sure it is suitable for the work to be performed. If existing access is not available, determine the most appropriate means of access to be provided. In reaching your conclusion, take account of all the following matters:
1. Duration of work;

2. Number of people working at any one time;

3. Number of work levels required simultaneously;

4. Space available;

5. Flatness of ground;

6. Effect of access equipment on other trades;

7. Proportionality of cost.

All equipment for access to height must meet the following conditions:

1. Be appropriate to the nature of the work to be performed and foreseeable loadings;

2. Allow passage without risk;

3. Be in all respects the most suitable work equipment having regard to the nature of the work;

4. Avoid or minimise the risk of falling objects (e.g. toeboards).

When considering the most appropriate method of access, of access please note that the Company has adopted a general hierarchy of access methods for construction activities which, as follows:
1. Scaffolding/mast climbing work platforms (MCWP);

2. Mobile towers

3. MEWP’s;

4. Fall restraint;

The Company only permits ladders and step ladders to be used for short duration work under certain circumstances and, as such, they are not part of this hierarchy.

Each of these different means of access is subject to procedures set out elsewhere in this manual. Under the Work at Height Regulations 2005 all equipment used is subject to inspection requirements. These inspection requirements are the same as those required under the Provision and Use of Work Equipment Regulations 1998 and the Lifting Operations and Lifting Equipment Regulations 1998.

Note in particular that work at height must be stopped where adverse weather conditions create serious risk to health and safety.

6.40 Roof working
Applicable legislation: 
Work at Height Regulations 2005

Construction (Health, Safety and Welfare) Regulations 1996

The detailed procedure for working at height is set out in HSP013 (Work at height)
A great number of injuries occur because of falls whilst working on roofs.. Almost all of these injuries could be prevented by use of the right equipment and by taking the right precautions.

By the nature of the Company’s business, there will often be a requirement for installations to be undertaken from roofs. In such circumstances, the Company should employ the most suitable access equipment available. As a general rule the Company expect the use of MEWP’s. Where this is not practicable, towers or other equipment should be used.
Employees are required take the following precautions whenever working on roofs:

1. Never work on roofs unless you have been correctly trained;

2. Always check flat roofs for openings which may be covered by fragile material;

3. Wear a fall restraint equipment wherever possible and always when at direct risk of falling;

4. Check your fall restraint equipment and ensure the anchorage point is secure before starting work;

5. Never throw anything from the roof;

6. Never work on roofs in windy weather.

6.41 Scaffolding
Applicable legislation: 
Work at Height Regulations 2005

Provision and Use of Work Equipment Regulations 1998

Construction (Health, Safety and Welfare) Regulations 1996

The detailed procedure for working at height is set out in HSP013 (Work at height)
Approximately 60% of accidents on construction sites are caused by falls of either people or materials. Collapses of scaffolding often result in serious or even fatal injury. It is therefore extremely important that the erection of scaffolding is carefully controlled.

The majority of work at height undertaken by  at company employees is by use of ladders, stepladders (short duration work) or Mobile towers and equipment.

In very rare cases where normal access equipment is unsuitable, then scaffolding may be required. In this event scaffolding will only be supplied and erected by competent scaffolders. 

Suppliers of scaffolding must be able to demonstrate that they adopt procedures to ensure the competence of their scaffolders. New scaffolding cannot be taken into use until the erector has issued a handover certificate.

Standard tube and fittings scaffolding may only be erected by persons who hold a CITB scaffolders registration card and who are trained in the particular scaffold system they are erecting. 

During erection, modification and dismantling, steps must be taken to exclude the non-scaffolding personnel from the area in which the work is being undertaken. Whilst the scaffolding is in use, steps must be taken to avoid unauthorised access to the scaffolding. In all cases, ground level access ladders should be removed when the scaffolding is unattended.
Scaffolding should meet minimum standards appropriate to its purpose.
6.42 Mobile work equipment
Applicable legislation: 
Work at Height Regulations 2005

Lifting Operations and Lifting Equipment Regulations 1998

Construction (Health, Safety and Welfare) Regulations 1996

Provision and Use of Work Equipment Regulations 1998

The detailed procedure for use of mobile work equipment is set out in HSP013 (Work at height)
The Regulations deal with both mechanically driven and non-powered mobile work equipment (MWE). MWE must incorporate features to reduce risks including injury from wheels. Where personnel ride on MWE, the risk of rolling over must be minimised.
Fall restraint equipment must be worn by all operatives working in boom hoists (cherry pickers) and consideration made to their need in risk assessments carried out for work in scissor lifts. This is necessary if it is foreseeable that the operative might need to climb or reach outside the guardrails.
6.43 Fall restraint equipment

Applicable legislation: 
Work at Height Regulations 2005

Lifting Operations and Lifting Equipment Regulations 1998

Provision and Use of Work Equipment Regulations 1998

Construction (Health, Safety and Welfare) Regulations 1996

Further details for use of fall restraint equipment can be found in procedure HSP013 (Work at height)
Falls from heights is the most common cause of death in the construction industry. Fall restraint equipment is a type of PPE and, as such, should generally be used only where other control measures are not practicable. In practice fall restraint equipment is used frequently by company staff and subcontractors. 
Whilst fall restraint equipment might seem to provide a safe method of working, familiarity breeds contempt and accidents through misuse are common. Failure to clip on and reliance on a fall restraint equipment when there is insufficient fall height to allow safe arrest to take place are typical causes.

It is the responsibility of the Project Manager to ensure that fall restraint equipment are used only where they represent the best methods of fall protection under the circumstances. The reasons for, and the correct use of fall restraint equipment must be written into the relevant risk assessment and/or method statement. The risk assessment must include procedures for retrieval of operatives.

Only those employees or subcontractors who are over 18, who have received appropriate training and been authorised by management may use fall restraint equipment. 
It is the responsibility of the Project Manager to ensure that this equipment is used only in accordance with the company procedures.
6.44 Fall arrest and recovery
Applicable legislation: 
Work at Height Regulations 2005

Provision and Use of Work Equipment Regulations 1998

Lifting Operations and Lifting Equipment Regulations 1998

Construction (Health, Safety and Welfare) Regulations 1996

Further details for use of fall arrest equipment can be found in procedure HSP013 (Work at height)
Fall recovery relates to the use of fall arrest equipment. 
The company actively encourage the use of restraint systems and wherever possible, fall restraint equipment should be employed so as to avoid the risk of fall. This may be implemented where workers can be confined to a specific location such that the length of the lanyard can be restricted. 
6.45 Tower scaffolds
Applicable legislation:
Work at Height Regulations 2005

Provision and Use of Work Equipment Regulations 1998

Construction (Health, Safety and Welfare) Regulations 1996

Further details for use of tower scaffolds can be found in procedure HSP013 (Work at height)
Tower scaffolds are one of the most widely used items of access equipment. Accidents are common and are usually caused by the tower being incorrectly erected or by overloading or other misuse.

The Company may use towers both for maintenance work at its premises and also for access on sites. The Company will only purchase towers from an approved supplier who can provide a manufacturer’s guide to erection and safe use of the tower. 
The Company's own towers should only be erected by personnel who have received appropriate training and been authorised by their  Manager and a recorded kept. 
Erections must be in accordance with manufacturers’ instruction and should be checked before use.

When required, towers will be hired from approved suppliers in accordance with the procedures set out in HIRED EQUIPMENT.
There must be safe access to towers. It is not permissible to climb the end frame of the tower unless the tower is fitted with an integral ladder or if a purpose made ladder has been fitted in accordance with the manufacturer’s advice.

6.46 Ladders

Applicable legislation: 
Work at Height Regulations 2005

Provision and Use of Work Equipment Regulations 1998

Construction (Health, Safety and Welfare) Regulations 1996

Further details for use of ladders can be found in procedure HSP013 (Work at height)
The use of ladders is not prevented but is very much discouraged under legislation. They are the last least favoured method of work at height under the standard hierarchy. Ladder accidents occur when ladders are incorrectly located or fixed and when workers carry excessive loads, or overreach or overbalance. 
Because they are easy to set up, ladders are often used for unsuitable work. Ladders are only appropriate for use for tasks of short duration and should be used only after a thorough risk assessment has identified them as being the most appropriate equipment for the task.
Generally ladders should not be used unless the duration of work is less than 30 minutes and no more than 10Kg is to be lifted up the ladder. Ladders for general use should be controlled by site management and should be locked away to prevent unauthorised use.

Ladders should be checked before use for defects. Painted wooden ladders should be avoided since painting may cause defects to be hidden.

The foot of the ladder should be supported on a firm level surface and never rested on other equipment in order to gain extra height. Wherever practicable, the top of the ladder should be securely fixed to the structure with lashings, straps or clips so that it cannot slip. Ladders which cannot be secured at the top should be secured at the base with fixed blocks or cleats, sandbags or ground fixings. Ladders which cannot be fixed, and which are not longer than 3m, should be footed by a second person.
6.47 Stepladders

Applicable legislation: 
Work at Height Regulations 2005

Provision and Use of Work Equipment Regulations 1998

Construction (Health, Safety and Welfare) Regulations 1996

Further details for use of Stepladders can be found in procedure HSP013 (Work at height)
The use of step ladders is not prevented but is very much discouraged under legislation. They are the last least favoured method of work at height under the standard hierarchy. Step ladder accidents occur when they are incorrectly located or fixed and when workers carry excessive loads, or overreach or overbalance. 
Because they are easy to set up, step ladders are often used for unsuitable work. Generally step ladders should not be used unless the duration of work is less than 30 minutes and no more than 10Kg is to be lifted up the ladder. Step ladders for general use should be controlled by site management and should be locked away to prevent unauthorised use.

Step ladders that incorporate platforms, handrails and stabilisers should always be used in preference to standard stepladders. Stepladders must only be used if: the operative's feet are placed on a step that is lower than 3 times the minimum base dimension and his or her hips are below the top step. 
6.48 Lifting equipment

Applicable legislation: 
Lifting Operations and Lifting Equipment Regulations 1998 (LOLER)

Work at Height Regulations 2005

Provision and Use of Work Equipment Regulations 1998

Construction (Health, Safety and Welfare) Regulations 1996

Further details for use of lifting equipment can be found in procedure HSP006 (Lifting, Slinging & Crane operations)
Lifting equipment includes cranes, scissors lifts, fork lift trucks, passenger lifts, mobile elevated work platforms, vehicle pallet trucks and similar equipment. 
Equipment that has lifting or lowering of the type associated with traditional lifting equipment (cranes, chains, etc.) as its principal function is generally covered by the requirements of LOLER. Other types of equipment potentially used for lifting comes under the requirements of PUWER.

LOLER requires statutory inspection to be undertaken for all lifting equipment (refer to Procedure HSP006 for details)
6.49 Lifting gear
Applicable legislation: 
Lifting Operations and Lifting Equipment Regulations 1998 (LOLER)

Work at Height Regulations 2005

Provision and Use of Work Equipment Regulations 1998

Construction (Health, Safety and Welfare) Regulations 1996

Further details for use of lifting gear can be found in procedure HSP006 (Lifting, Slinging & Crane operations)
Lifting gear is a type of lifting equipment and comprises chains, ropes, slings, pulleys, eyebolts, shackles and similar equipment. Lifting gear represents a safety risk because it is so frequently used that it often leads to familiarity and abuse.

Employees and subcontractors should examine all lifting gear before use. Defective gear must never be used and should be clearly identified and reported to their Supervisor or Site Manager. 
Local abrasion (as distinct from general wear) may be caused by the passage of ropes over sharp edges or protrusions while under tension and may cause a serious loss of strength. Slight damage to outer fibres may be harmless but any reduction in diameter of the rope or serious distortion to the sheath pattern should be a cause for rejection.

All ropes should be removed from use after they have been subject to any serious shock.

Clean ropes by sponging with a mild detergent solution and allow to dry naturally. Do not soak ropes and do not apply heat to dry.

Ropes should be transported and stored away from sharp objects, harmful substances and direct sunlight.

Lifting gear is subject to the inspection requirements of LOLER set out in procedure HSP006 (Lifting, Slinging & Crane operations).

6.50 Portable electrical equipment / tools
Applicable legislation: 
Provision and Use of Work Equipment Regulations 1998

Electricity at Work Regulations 1989

Further details for use of electrical equipment can be found in procedure HSP004 (Work equipment) and procedure HSP011 (Electrical safety)

The company policy is that battery powered tools will be used wherever possible since these pose no electric shock risk whatsoever.

Where battery powered tools are impractical or inappropriate for the work I hand, electrical tools will be used.

Electrical tools can be dangerous if they are damaged, poorly maintained or misused.

Accidents occur most frequently when:

1. The metalwork of the equipment becomes live because the earth wire comes out of its connection or the wiring is wrong;

2. Covers on fuse boxes, sockets, plugs etc. are damaged or missing;

3. Cables are damaged by mistreatment;

4. Makeshift repairs fail.

The correct use of sound, properly maintained tools will reduce most of these risks. 
Double and all-insulated tools will be used wherever possible since these incorporate layers of protective insulation which prevent external metal parts from becoming live. If electrical tools or equipment are not double or all-insulated, metal parts must be correctly earthed.

Other than under exceptional circumstances, the Company only authorises the use of 110V equipment on client sites and the Project Manager is responsible for the maintenance of any site tools which the Company provides. Any equipment which is damaged must be taken out of use, marked ‘unserviceable’ and repaired by a competent electrician. 
Subcontractors are responsible for the provision, maintenance and checking of any equipment which they need to undertake their work.

When using electrical tools employees and subcontractors should:

1. Check that:

· an inspection sticker is affixed and is current;

· the plug is undamaged;

· the outer sheath of the cable is secured at the point it enters the plug;

· the outer casing of the equipment is not damaged or there are no loose or missing screws;

· there is no damage to the cable;

· the equipment has not been subjected to unsuitable conditions (i.e. it is wet);

· there is not any evidence of overheating;

2. Ensure that equipment cable is unwound to prevent overheating;

3. Only use the equipment for the purpose for which it was intended and in the environment for which it was designed and constructed;

4. Report all damaged equipment to the person responsible for maintenance of the tool;

5. Never overreach the capacity of the equipment;

6. Never make any makeshift repairs to equipment.

6.51 Vibrating power tools
Applicable legislation: 
Provision and Use of Work Equipment Regulations 1998




Control of Vibration at Work Regulations 2005
Further details for use of vibrating power tools can be found in procedure HSP004 (Work equipment)
Vibrating power tools transmit hand-arm vibration (HAV). When used incorrectly or excessively they can cause disabling diseases such as vibration white finger or carpal tunnel syndrome which are collectively known as hand-arm vibration syndrome (HAVS). The types of tool commonly encountered by the company which can cause HAV are hammer drills and hand-held grinders.

The law requires users to avoid or minimise the use of vibrating power tools where practicable.

When such tools are necessary, procedures must be adopted to ensure that the tools selected are:

1. Suitable for the work intended and the likely conditions;

2. Used only for operations and in conditions for which they are suitable;

3. Designed and constructed so as to minimise the risk from vibration;

4. Used only by correctly trained workers;

5. Properly maintained to minimise vibration.

The Company will control vibrating power tools at two levels:

1. By standardising on the models and suppliers of equipment;

2. By consideration of the use of power tools as part of the risk assessment procedures.

If users of vibrating power tools complain of any of the following symptoms, they may be experiencing the early signs of HAVS and should immediately cease work with vibrating power tools:

1. Painful finger blanching (triggered by wet or cold conditions);

2. Loss of sense of touch or temperature;

3. Numbness and tingling sensation in your hands;

4. Loss of grip strength;
5. Loss of manual dexterity
6.52 Hazardous substances
Applicable legislation: 
Control of Substances Hazardous to Health Regulations 1999

Chemicals (Hazard Identification and Packaging for Safety) Regs 1999

Further details for use of hazardous substances can be found in procedure HSP014 (Hazardous substances)
Some of the substances with which employees and subcontractors come into contact during the course of their work have the capacity to cause harm. 
Because the potential for harm may not be immediately apparent, it is important that everybody is made aware of the risks, and the procedures for minimising them, before they use the substances. 
Under the Control of Substances Hazardous to Health Regulations, the company is required to undertake an assessment of substances which are toxic, corrosive, harmful or irritant, substances for which a Workplace Exposure Limit is specified, substances which create substantial airborne dust and substances which create comparable health hazards.
Substances which are explosive, flammable, toxic, corrosive or harmful/irritant must be labeled by the manufacturer with standard orange coloured symbols.

The Company undertakes assessments of all the substances it uses in order to identify and minimise health risks associated with their use. The results of the assessments are issued on the COSHH Assessment form (HS4). The list of substances is reviewed and, where necessary, updated annually.
Anybody who identifies a new substance which has come into use should inform the relevant Supervisor.

None of the substances in general use present a material risk to the health of any employee or subcontractor in the normal course of use provided that the procedures set out in the assessment are followed. All the substances present a potential risk in continuous use, in use under unusual conditions (such as confined spaces) or when misused.

All employees and subcontractors should:

· Familiarise themselves with the assessment of substances hazardous to health and relevant procedures;

· Refer Supervision, all occasions when they believe unusual conditions apply to their use of hazardous substances;
· Avoid misusing hazardous substances
Particular procedures apply to specific substances but certain general rules should always be followed:

1. Wear a mask when working with any substances which give off unpleasant fumes;

2. Wear gloves when dealing with any adhesive or other chemical;

3. Dispose carefully of any waste or unused substances;
4. Wash carefully any waste or unused substances
6.53 Asbestos
Applicable legislation: 
Control of Asbestos at Work Regulations 2002

Asbestos fibres are known to cause cancer and work with asbestos is carefully controlled.
Whenever work being undertaken reveals any substance which is suspected to be asbestos, the work must be stopped and both the site management and the Company’s Project manager informed immediately. Work must not be restarted until approval is given by the Company and, if the substance is proved to be asbestos, until the work area has been sealed and correct protective equipment provided. Employees and subcontractors must not work with asbestos 
6.54 Lead
Applicable legislation: 
Control of Lead at Work Regulations 1998

Workplace (Health, Safety and Welfare) Regulations 1992

Lead may be absorbed by the body through dust and fumes. Lead interferes with the synthesis of red blood haemoglobin and can lead to anaemia and ultimately to permanent damage of the central nervous system. The maximum average exposure to lead over an eight hour period must not exceed 0.15 mg lead/m3 air.

Prior to employees and subcontractors working on sites where lead is in use, the company’s Project manager must obtain a copy of the client’s or main contractor’s lead assessment. The assessment should establish a safe method of work which should include details of control measures to be implemented, information, training and protective equipment. 
By reference to this assessment, the Project manager should satisfy himself about the adequacy of training and protective equipment which employees and subcontractors have received. 
When working with lead in any form, gloves should always be worn and hands should always be washed thoroughly after work. Smokers are particularly at risk if they smoke with lead on their hands.
6.55 Records and Registers

The manager for any area is responsible for keeping necessary records for matters under their control. Each manager should ensure that all the records for which they are responsible are kept up to date and all safety posters and safety notices are not defaced and are kept clearly visible.

Records will be kept up to date and distributed to appropriate personnel for completion and/or for information, as applicable. In particular, relevant records will be retained, that may include the following:

· Appointment to change abrasive wheels

· Examination and test of portable electrical equipment

· Examination and test of hoists and lifting machines

· Examination and test of chains and lifting tackle

· Fire and emergency drills

· First aid training

· Inspection of fire extinguishers

· Inspection and testing of electrical/gas installation


· Inspection of access platforms

· Inspection of access equipment

· Inspection of excavations

· Issue of Personal Protective Equipment

· Record of water checks and treatments

· Record of fire training

· Testing of fire alarm


· Training in use of Personal Protective Equipment

· Health and Safety Training


· Waste disposal records (when applicable).

6.56 Safe Systems of Work and Method Statements

Employees who are responsible for the supervision of other employees and sub-contractors are expected to identify, provide and maintain safe systems of work.

Prior to developing a SSW or Method statement a risk assessment of the activity or task must be undertaken (refer to Risk Assessment section). This will identify the control measures required to maintain the risk at an acceptable level, which must be identified in the SSW or method statement.

When the company is involved in any project or activity, employees involved in the field are responsible for co-ordination with the office to ensure a safe system of work is established.

Employees who are responsible for organising the provision and maintenance of safe systems of work must ensure that any change in a previously established safe system of work or an unusual use of plant, is reported to the manager. He is responsible for ensuring that the modified system is safe and without risk to health.

Where modifications or changes to plant are made which may affect the safety of the unit, the company must be notified. The risk assessment will then be reviewed to ensure all risks have been identified

Where complex or potentially hazardous works are to be undertaken written safe systems of work and method statements are essential. The method statement sets out how a job or process will be carried out, including all the control measures that will be applied and the training and qualifications required to carry out the work safely. 

Issues and standards to be addressed by method statements:

1. Purpose of the Method Statement

2. Scope of the method statement

3. Relevant reference documents

· H&S Plan

· Site rules

· Risk Assessments

· Safe Operating Procedures

· Codes Of Practice

4. Responsibilities

5. Pre-planning

· Risk assessments

· Name of operatives

· Plant and equipment to be used

· Occupational health requirements

· Provision of PPE

· The provision of suitable and sufficient welfare facilities for the workforce (e.g. toilets, washing, eating, drinking & drying areas, storage of clothing)

6. Pre-work activities

· Inspection of area

· Induction’s

· Arrangements for the protection of members of the public and site workers from specific hazards e.g. excavations, services, plant and equipment

· Protection for the public and visitors from the risks presented by site activities, plant and equipment. Where applicable, provision of suitable barriers to provide safe perimeter routes and site access. Suitable security to protect the public (particularly children).

7. Procedures

· Safe access and working place or platform arrangements. This to include protection of workers where there is an interface with site traffic.

· Edge protection for excavations or when working at heights.

· Competence/training

· Site signage

· Emergency procedures

8. Execution of the work

· Sequence of work

· How operation is controlled

9. General health and Safety

Standard procedures are available from the office, covering work recognised as having special risks, e.g. entry into confined spaces, hot work, work involving asbestos, and the safe use of flammable gases (fitting flash back arrestors) etc.

6.57 Permits to Work

A permit to work system is a formal safety control system designed to prevent accidents including injury to employees, contractors and third parties as well as to property.  The permit sets out the work to be done and the precautions to be taken.

The company has introduced P-T-W systems for certain high-risk activities. These activities include:

Hot work

Confined Spaces

Roof work

Excavations

The requirements of the company P-T-W system must be adhered to at all times and are a minimum requirement to ensure safety of personnel. When employees are working on clients premises, the clients’ P-T-W procedures will be followed, but reference to company procedures must also be considered.

Procedure

· The permit must be completed by a Permit Authoriser following discussion and liaison with the person or contractor responsible for the task.

· Where a specific permit is issued it may still be necessary to issue a general permit to work.

· Only persons competent to carry out work should be issued with a permit.

· All persons affected either directly or indirectly by the permit must be advised in advance of the works commencing.

· A permit is issued to a specific person only and cannot be passed from one person to another.

· Where two permits are issued the parties responsible must liaise with one another.

· Managers, Supervisors and employees must not permit any contractor to undertake work without evidence of the specific permit to work.  
6.58 Grievance procedures for health and safety
In the event that an employee has a grievance with regard to health and safety matters the following procedure will be  followed;
Stage 1
Report the problem to the head of department or supervisor. If no mutually satisfactory outcome, then:

Stage 2
Joint approach to the Head or department or supervisors. If no mutually satisfactory outcome, then:

Stage 3
Joint approach by Head/Supervisor of department and the Safety Representative to the Managing (Safety) Director.

Stage 4
Where no mutually acceptable solution can be found an approach either jointly or separately to the H&S Advisor or HSE through the Managing (Safety) Director
6.59 Workplace health, safety and welfare
Applicable legislation: 

Workplace (Health, Safety and Welfare) Regulations 1992
Construction (Design and Management) Regulations 1994

Construction (Health, Safety and Welfare) Regulations 1996
Further details regarding provision of welfare facilities can be found in procedure HSP015 (Workplace health, safety and welfare)
It is company policy to provide good welfare facilities for our employees.  To this end the following standard will be followed:

1. Adequate arrangements will be made to keep workplaces in a clean, orderly and safe condition. Walkways, gangways and roads to be clearly marked as appropriate.

2. At all workplaces safe means of access to and egress from all working areas are to be provided and maintained.

3. Adequate arrangements are to be made at each workplace for flammable, toxic and corrosive substances to be stored and used safely and without risk to health.

The established Permit to Work procedures are to be used wherever necessary.

Requirements

The company is responsible for ensuring that the workplace that we control complies with the regulations and that the facilities required are provided.  Arrangements can be made to use facilities provided by another person; e.g. client, but we remain responsible for ensuring compliance with the Regulations.

Where employees work at clients’ premises which is not under our control we will take any steps necessary to ensure that sanitary conveniences and washing facilities will be available.

6.60 Working in occupied premises
Applicable legislation: 

Health and Safety at Work Act 1974






Management of health and Safety at Work Regulations 1999
Workplace (Health, Safety and Welfare) Regulations 1992
Construction (Design and Management) Regulations 1994

Construction (Health, Safety and Welfare) Regulations 1996
Further details regarding working in occupied premises can be found in procedure HSP019 (Occupied Premises)
When the company is working in occupied premises which are under the control of the client, the company has a statutory duty to ensure, so far as is reasonably practicable, the health and safety of our employees and also of others who work on or visit the  premises. 
It is a duty of the company to ensure that its activities do not endanger the health and safety of the clients employees and also to ensure that no work performed by the company shall cause a risk to the health and safety of the client’s employees. 
All company employees will fully comply with site rules, and where required attend any safety induction sessions as required by the site.

The company have developed procedures for working on sites and these must be complied with at all times.

It is the company’s responsibility to notify the premises representative of any potential hazards associated with their activities during the course of the works. We must take all reasonable precautions to ensure the health and safety of all those persons under our control and to adequately safeguard client employees and the general public. 

The company will, in all cases, agree in advance with the premise’s representative how best to carry out the works in order to: 

(a) minimise the inconvenience caused to the client and 

(b) to manage the health and safety aspects of the work by, for example, erecting barriers and signs in order to safeguard, not only those persons working on the project, but also clients’ employees and visitors who must share the work area, or work in areas adjacent to it 
In all cases, a Method Statement outlining the company's management approach must be produced and agreed with the site’s representative, prior to the work commencing on site

Section 6 - H&S Arrangements

 Page 3 of 45

