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Brief details of Revision
Reviewed policy in line with HSE April updates – No legislative
changes applicable
Reviewed policy in line with HSE October updates – No
legislative changes applicable
Reviewed policy in line with HSE April updates – No legislative
changes applicable
Reviewed policy in line with HSE October updates – No
legislative changes applicable
Full annual review carried out. No changes applicable. Added
up to date organigram.
Reviewed policy in line with HSE April updates – No legislative
changes applicable
Reviewed policy in line with HSE October updates – No
legislative changes applicable
Full annual review carried out. Changes made to the
organigram
Reviewed policy in line with HSE April and Oct Updates –
Company statement, Self-employed, employees,
responsibilities. Coshh, Lifting, Occ Health, Hazardousn
waste, traffic/driving sections all updated.
Annual review of Policy. Update the Organisational chart.
Changes made to the format of the policy. Change office
manager role to Business Development Manager
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Company Profile
Vision Building Services Ltd is a Stockton based Building and Property services company operating across the North
East of England. It was formed to fulfil the need for a total solution, one stop building company that offers a complete
in-house service for both Domestic and Commercial clients with a strong emphasis on customer care, quality and price.
Please visit our web site by copying and pasting the link below into your browser
http://www.visionbuildingltd.co.uk/
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This document contains further information sourced from the HSE Web site and other sources. To access this
information, click relevant hyperlink required.
i.

INTRODUCTION

This Health and Safety Policy is the starting point to managing health and safety in the workplace. It sets out how
health and safety is managed in your organisation. It is a unique document that shows who does what, when and how
they do it.
If a company has five or more employees, it is a legal requirement to have a written health and safety policy. The Policy
should set out how you manage health and safety in your organisation and needs to reflect any company procedural or
personnel changes, to ensure compliance with current health and safety regulations.
The law requires that the written health and safety policy should include the following three sections: 1. A health and safety policy “Statement of Intent”, which includes the health and safety aims and objectives of the
organisation.
2. How health and safety is organised within the Company, detailing the people with specific health and safety
responsibilities and their duties.
3. The health and safety arrangements in place, in terms of systems and procedures.
ii.

HEALTH AND SAFETY AT WORK ACT 1974 (HASAWA)

Section 2(1) HASAWA “It shall be the duty of every employer to ensure, so far as is reasonably practicable, the
health, safety and welfare at work of all of his employees.”
The Health and Safety at Work Act 1974 (HASAWA), places various legal duties upon employers and their employees,
an employer has a duty to ensure, so far as is reasonably practicable, the health, safety and welfare of all its employees,
including when working on or away from the Company premises. This includes the provision of safe systems and places
of work, protective equipment, information, instruction, and training.
In accordance with its policy, a company must prepare a safety management system for the guidance of its employees.
The co-operation of all employees and others involved is essential to the efficient and safe operation of the Company
and to comply with the relevant legislation.
A company will provide all employees as part of their employment with the appropriate safety equipment necessary and
will ensure, so far as is reasonably practicable, safe systems and methods of working are adhered to by any workers
under their control. In conjunction with this, due note will be made and precautions taken to safeguard third parties,
including the general public, who may be affected by the Company activities.
The Health and Safety at Work Act 1974 (HASAWA) requires that, the employees of a company comply with the following:
1. To take reasonable care both of themselves and other persons who may be affected by their acts or omissions
at work.
2. To wear and look after all necessary protective clothing and equipment.
3. To report all accidents, incidents, unsafe conditions or acts to their manager.
4. To co-operate with their management on all matters of health and safety.
5. Not to interfere with or misuse any equipment provided to alleviate risks to health and safety.
6. To conform to all statutory regulations, codes of practice and company rules related to safety.
These rules do not replace any existing legislation or codes of practice but endeavour to cover the basic requirements
with which a company and all its employees will comply.

The Health & Safety at Work Act 1974 http://www.legislation.gov.uk/ukpga/1974/37/contents
Health & Safety Regulations – A Short Guide http://www.hse.gov.uk/pubns/hsc13.pdf
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iii.

THE MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999 (MHSW)

The Management of Health and Safety at Work Regulations 1999 (MHSW), requires that the employer ‘make and give
effect to such arrangements as are appropriate, having regard to the nature of his activities and the size of his
undertaking, for the effective planning, organisation, control, monitoring and review of the preventative and protective
measures’ http://www.hse.gov.uk/pubns/priced/hsg65.pdf
It further requires that these arrangements must be recorded when there are five or more employees.
iv.

THE CORPORATE MANSLAUGHTER AND CORPORATE HOMICIDE ACT

Under the Act, health and safety legislation means “any statutory provision dealing with health and safety matters” so it
will include transport (road, rail, river, sea, air), food safety and workplace safety as enforced by HSE and local authorities.
Juries will be required to consider breaches of health and safety legislation in determining liability of companies and other
corporate bodies for corporate manslaughter/homicide. Juries may also consider whether a company or organisation
has taken account of any appropriate health and safety guidance and the extent to which the evidence shows that there
were attitudes, policies, systems or accepted practices within the organisation that were likely to have encouraged any
such serious management failure or have produced tolerance of it.
Leading Health & Safety at Work INDG417 – http://www.hse.gov.uk/pubns/indg417.pdf

v.

THE EMPLOYERS’ LIABILITY (COMPULSORY INSURANCE) ACT 1969 AND REGUALTIONS1998
AMENDED 2002, 2004 & 2008

The Company is responsible for the health and safety of their employees while they are at work. The Company’s
employees, including former employees, may be injured at work or may become ill as a result of their work while in the
Company’s employment and have a right to claim compensation from the Company if they believe the Company is
responsible.
The Employers’ Liability (Compulsory Insurance) Act 1969 ensures that employers have at least a minimum level of
insurance cover against any such claims. Employers’ liability insurance will enable the Company to meet the cost of
compensation for employees’ injuries or illness whether they are caused on or off site. However, any injuries and illness
relating to motor accidents that occur while employees are working for the Company may be covered separately by the
Company’s motor insurance.
Employers’ liability insurance is compulsory. The Company can be fined if it does not hold and display a current
employers’ liability insurance policy which complies with the law.
If any of the Company’s employees are normally based in England, Scotland or Wales (including offshore installations
or associated structures) the Company must have employers’ liability insurance.
Under the law in Great Britain, the Company does not need employers’ liability insurance to cover any of employees who
are based abroad (e.g. if they are on secondment). However, the Company should check whether the law in the country
where they are based requires the Company to take out insurance or take any other measures to protect employees. If
any of your employees are normally based abroad but spend more than 14 days continuously in Great Britain, or more
than seven days on an offshore installation, under the law in Great Britain the Company will need employers’ liability
insurance for them.
The Company must use an authorised insurer. The Financial Services Authority (FSA) has a list of authorised insurers.
A check can be made if a company is authorised by searching the register on www.fsa.gov.uk . or by telephoning the
FSA consumer helpline on 0845 606 1234.
Public Liability Insurance
Public liability insurance is different. It covers Employers for claims made against them by members of the public or
other businesses, but not for claims by employees. While public liability insurance is generally voluntary, employers’
liability insurance is compulsory.
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THE COMPANY’S ENVIRONMENTAL OBJECTIVES
Vision Building Services Ltd’s is committed to providing a quality service in a manner that ensures a safe and healthy
workplace for our employees and minimises our potential impact on the environment. We will operate in compliance
with all relevant environmental legislation and we will strive to use pollution prevention and environmental best practices
in all we do.
We will: •
•
•
•
•
•
•
•
•
•

Integrate the consideration of environmental concerns and impacts into all of our decision making and activities,
Promote environmental awareness among our employees and encourage them to work in an environmentally
responsible manner,
Train, educate and inform our employees about environmental issues that may affect their work,
Reduce waste through re-use and recycling and by purchasing recycled, recyclable or re-furbished products and
materials where these alternatives are available, economical and suitable,
Promote efficient use of materials and resources throughout our facility including water, electricity, raw materials
and other resources, particularly those that are non-renewable,
Avoid unnecessary use of hazardous materials and products, seek substitutions when feasible, and take all
reasonable steps to protect human health and the environment when such materials must be used, stored and
disposed of,
Purchase and use environmentally responsible products accordingly,
Where required by legislation or where significant health, safety or environmental hazards exist, develop and
maintain appropriate emergency and spill response programmes,
Communicate our environmental commitment to clients, customers and the public and encourage them to
support it,
Strive to continually improve our environmental performance and minimise the social impact and damage of
activities by periodically reviewing our environmental policy in light of our current and planned future activities.

Management Responsibilities
The Company’s Director will have overall responsibility for the management of all work activities that relate to the
environment and will: -.
•
•
•

Ensure that work activities are planned to reduce any adverse effects on the environment.
Ensure that other employees either engaged to manage work activities or carry them out do so in a manner that
will have the least adverse effects on the environment.
Ensure that all applicable persons are kept up to date with any changes in legislation that may have an impact
on their work activities and actions in respect to the environment.

Should any employee have any concerns or issues in respect of how the Company manages its work activities so that it
does not have an adverse or long term impact on the environment, a Company Director will always be available to
discuss these with them. Should changes be required these will be implemented as soon as possible.

Signed:
Name:

Martin Bruton

Position:

Director

Date:

November 2020
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HEALTH AND SAFETY
POLICY
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SECTION 1
GENERAL
STATEMENT OF
POLICY
NB We understand that it is sometimes not realistic for all staff to read and understand the Policy in its entirety
but please be aware of the following important points: 1. That the General Statement of this Policy must be signed, dated and prominently displayed for all your
employees to read.
2. Those within your company who have specific roles and responsibilities assigned to them as laid out in
your policy must sign the declaration sheet to confirm that they have read, understood and accepted the
duties place upon them.
3. It is important to communicate the policy statement with all employees as it sets out legal requirements
as well as goals and expectations of the company
4. Employees should also be made aware of the location of the policy, so they may if they wish access it
for information at any time.
This policy has been prepared by Northern Safety Ltd from information supplied by the Client. It is the Client’s responsibility to check that the general
statement of policy is accurate and that any changes should be notified as soon as possible to Northern Safety Ltd.
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1

GENERAL STATEMENT OF POLICY

The Company acknowledges and accepts their moral, financial and legal (Health and Safety at Work etc. Act. 1974, and
other relevant legislation) responsibilities with regards to fire, safety, health and welfare. The aim of the Company is to
safe guard their employees and anyone who may be affected by their activities.
This statement of Health and Safety Policy together with the associated arrangements have been prepared to ensure
that we set health, safety and environmental objectives, review and evaluate them then determine actions to achieve
them. We will never compromise health, safety or the impact to the environment by any objectives.
We are committed to preventing injury and ill health and for the continual improvement in Health & Safety (H&S)
management and OH&S performance. The OH&S management system has been developed to assist the company, our
managers and employees in their commitment and obligation to comply with applicable legal requirements including
Acts, associated Regulations and Agreed Codes of Practice and Guidance Notes.
The Company is committed to achieving the following objectives by providing the necessary resources (in terms of funds
and materials) and seeks the co-operation of all persons at work to:
• Provide such information, instruction, training and supervision as is necessary to ensure the health and safety at
work of all persons at work.
• Maintain all places of work in a condition that is safe and without risks to health, including the means of access to
and egress form such places of work.
• Provide and maintain a working environment for persons at work that is safe and without risks to health, with
adequate arrangements for the welfare of such persons.
•
Provide and maintain plant and systems of work that are safe and without risks to health.
• Arrange for ensuring safety and the absence of risks to health about the use, handling, storage and transport of
articles and substances.
• Provide suitable measures for general fire safety and process fire safety.
• Define the roles and outline the responsibilities for health and safety of all persons at work.
• Promote joint consultation and employee involvement in health and safety at work.
• Develop and monitor health and safety targets.
• Create a range of suitable and sufficient risk assessments, method statements and safe systems of work with regards
to all significant hazards in relation to the Company’s activities.
• Identify and make specific arrangements for vulnerable employees (for example: disabled workers, lone workers,
pregnant, and nursing mothers).
• Provide appropriate: emergency procedures, adequate first aid facilities, free personal protective equipment (PPE)
etc.
• Undertake pro-active monitoring (including: workplace inspections, safety tours, surveys, health surveillance, etc.;
where appropriate).
• Undertake reactive monitoring, (including: record and investigate near misses, accidents and occupational ill-health
to determine the causes and prevent reoccurrence; where appropriate).
• Monitor health and safety performance of the Company.
• Review this health and safety policy on a regular basis, or in the event of any significant changes.
• Ensure there is no-smoking within company premises or vehicles used for work.
• Ensure employees:
•
take reasonable care of themselves and other relevant persons, who may be affected by what they do
or do not do;
•
co-operate with their employer and/or manager, with regards to health and safety
•
not to interfere or misuse anything with regards to safety provisions;
•
correctly use PPE, work equipment, etc. in accordance with their training and/or instructions; and
•
inform their employer and/or manager if they think there is risk to anyone’s health and safety.
Signed:
Name:

Martin Bruton

Position:

Director

Date:

November 2020
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SECTION 2
ORGANISATION
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2

ORGANISATION

There is a legal responsibility under the Health and Safety at Work Act 1974 (HASAWA) which requires all employers to
organise and manage the health and safety of their company and all of its activities. The following organogram, roles
and responsibilities are laid out to explain the Company’s organisational structure.
The Director has overall responsibility for the health, safety and welfare of: •
•
•
•

Company employees, and other workers, whether part-time, casual, temporary, home workers, on work
experience, Government training schemes – i.e. anyone working under their control or direction.
Anyone who visits or uses the workplace.
Anyone who is allowed to use the organisation’s equipment.
The health and safety of those affected by the work activity, for example neighbours, and the general public.

All employees have a responsibility for the safety of themselves, work colleagues and others who may be affected by
acts or omissions in their place of employment. The Company believes in the importance of all levels of employees
being involved in the safety management systems and their development, they are regularly consulted in order to achieve
this.
2.1

Safety Advice

The Company will actively promote health and safety and share information of any new legislation or amendments to
Codes of Practice etc.
Safety Adviser
The Company retains the services of Northern Safety Ltd., who are an organisation which provides qualified and
competent Safety Advisory services to assist in the safety management system.
The current level of service provided by Northern Safety Ltd. Is as follows: •
•
•
•
•
•

H & S Policy: Annual review of the Company’s Health & Safety Policy plus a review in April & October when
new legislation may be introduced by the HSE to ensure the Company remains compliant with current legislation.
Risk Assessments: Annual review of the Company’s activities to ensure the appropriate control measures are
in place.
CoSHH Assessments: Annual review of the Company’s hazardous substances and the work processes
involved to determine whether the substances can be eliminated or substituted with a safer alternative.
Safety Auditing: Performing two health and safety audits to identify any unsafe practices or conditions on
site/ at the Company’s premises and provide clear advice on improvements to (a) remain in compliance, and (b)
implement best practices.
Health & Safety Advice: Providing competent health and safety advice and support to the company as and
when required.
Chas accreditation support

Safety Adviser Contact Details
Northern Safety Ltd
109B Allison Avenue, Teesside Industrial Estate, Thornaby, TS17 9LY
Telephone
01642 754 880
E-mail:
enquiries@northernsafetyltd.co.uk
Website:
www.northernsafetyltd.co.uk
Safety Meetings
Management will hold safety meetings with employees on a regular basis throughout the year, where the safety
performance will be reviewed including such subjects as safe systems of work, safety concerns and to seek the views of
employees in relation to safety matters. The Company, will ensure that all employees are made fully aware of any
changes.
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Health and Safety Training
Employees of the Company will be provided with appropriate health and safety training/refreshers to enable them to
carry out their work in a safe manner.
Safe Systems of Work
The Company will systematically assess the work to be carried out and formulate controlled methods of performing the
work involved, minimising the risks identified.
Safety Monitoring
The Company will ensure audits/inspections are carried out and actions taken immediately to resolve any items noted.
Accidents will be reported to the Company Management, who will be responsible for ensuring that all necessary steps
are taken to record, investigate and report the matter if required by Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations as amended (RIDDOR).
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2.2

Management Structure, Organisation and Responsibilities

Martin Bruton
Managing Director

Holly Bruton
Business
Development Manager

Administration
Kerrie Paterson (Snr)
Amber Bradley
Faye Colin - Apprentice

Accounts
Denise Walters

Apprentices

David Pearson
Operations Manager

Craig Dixon
Building Site Manager

General Operative X 4
Plasterers
4
Stuart x
Smith
Joiners
x
3
Building Supervisor
Multi Skilled x 5
Decorators x 2
Tilers x 1
Roofers x 2
Groundworkers x 4
Heating Engineer x 2
Apprentice Joiner x 3
Building
Trades
Apprentice
Plumber
x2
Apprentice Plasterer x 1

Michael Coleman
Electrical Department
Manager

Electrician x 4
Gary
Apprentice
x 6Day
Electrical Supervisor

Electrical Trades

Michael Fraser
Stores Manager

Darren Flutter
Stores Assistant & Deliveries

Apprentices
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Responsibilities
The Company Safety Policy has been developed by the Company Safety Advisers and the Company Management.
There is a legal responsibility on both the employer and the employee to comply. Failure to do this could result in
prosecution under the Health and Safety at Work Act 1974.
All employees have access to this document and should make themselves aware of their specific responsibilities and
duties.
Key Roles
To ensure health and safety standards are maintained and improved within the Company, the following Health and Safety
Management key roles have been identified: •
•
•
•
•

Company Managing Director
Operations Manager
Site Manager
Site Supervisor
Business Development Manager

These duties are outlined as follows: -
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2.3

Health & Safety Responsibilities of the Company Managing Director

The Company Managing Director shall be responsible for establishing the Company Health and Safety Policy in
practical terms as well as ensuring that: Legislation
The Company Managing Director will: •
•
•
•
•
•
•

Have a good working knowledge; appropriate to the business, of the requirements of the Health and Safety at
Work Act 1974 (HASAWA), Construction (Design & Management) Regulations 2015 (CDM), Control of
Asbestos Regulations 2012 and any relevant regulations governing the Company business.
Ensure that employees understand and accept their legal responsibilities under health and safety law.
Where required by legislation which affects the Company’s activities, appoint competent persons within the
Company, to manage the Company’s arrangements. These specific duties will be stated in the organisation
section of this policy.
Ensure that the Company has sufficient Employer’s Liability Compulsory Insurance appropriate to the business
Ensure that where a notice has been issued by the HSE, changes are immediately implemented to the systems,
equipment, materials or working procedures involved.
Ensure that there is a company Environmental Policy.
Ensure that the Company does not breach the Smoking Law.

Company Policy
The Company Managing Director will: •
•
•
•
•

Be responsible for ensuring that the Company Policy requirements are put into effect on a day to day basis.
Ensure that the Policy and arrangements are reviewed and revised accordingly, to incorporate changes in
Legislation and relevant codes of practice and guidance.
Ensure that all employees understand the Health and Safety Policy and arrangements.
Lead by example and show commitment to the Health and Safety Policy at all times understanding and accepting
their legal responsibilities under health and safety law.
Ensure that their actions are compliant with and reinforce the Company Health and Safety Policy.

Personal Responsibilities
The Company Managing Director will: •
•
•
•
•
•

Consider and address the health and safety implications of all their business decisions.
Ensure that adequate resources in terms of staff, funds and materials are provided to meet the health and safety
requirements.
Openly encourage the co-operation and involvement of employees in health and safety matters.
Ensure that employees involved adhere to the preventative measures required, in performing their duties in a
safe and healthy manner.
Ensure that any employee who purposely fails to discharge satisfactorily the safety responsibilities allocated to
them are subject to disciplinary measures.
Ensure HSE Inspectors are accompanied on visits and that the HSE Inspector’s recommendations are
communicated to the Company and are acted on as directed or as soon as is reasonably practicable.
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Risk Management
The Company Managing Director will: Risk assessments/Safe Working Procedures
• Carry out suitable and sufficient monitoring of the appointed persons, within the Company, to ensure that their
duties are compliant with the requirements of the relevant legislation.
• Ensure that the Company’s Safety Management System is effective by monitoring the health and safety
arrangements and by regularly discussing safety performance.
• Ensure that there is a system in place to carry out risk assessments for all company activities and the significant
findings recorded and communicated to those who may be affected.
• Ensure that suitable and sufficient Safe Working Procedures are developed.
• Ensure that a safety review is carried out during the Company annual general meeting.
Electrical Safety
• Be the ‘Responsible person’ to ensure the Company’s compliance with the Electricity at Work Regulations 1989
• Ensure all electrical work at the Company’s premises or sites is carried out by a qualified person and in
accordance with the Electricity at Work Regulations 1989, electrical standards and codes of practice e.g. IEE
Wiring Regulations, PAT testing.
Fire Safety
• Be the ‘Responsible person’ to ensure the Company’s compliance with the RRO 2005.
• Ensure that to comply with the RRO 2005 a Fire Risk Assessment for the Company premises is carried out and
is reviewed on a regular basis.
Gas Safety
• Be the ‘Responsible person’ to ensure the Company’s compliance with the Gas Safety (Installation and Use)
Regulations. The Company has a duty under the Regulations, including installation, service, maintenance or
repair of gas appliances and other gas fittings. Gas at Work Regulations 1989
• Ensure each individual Gas Engineer employed by the Company is Gas Safe Registered
• Ensure all gas work at the Company’s premises or sites is carried out by a qualified person and in accordance
with the Gas Safety (Installation and Use) Regulations.
Hazardous Substances (CoSHH)
• Be the appointed ‘Responsible person’ to ensure the Company’s compliance with the Control of Substances
Hazardous the Health Regulations 2002 (as amended) (CoSHH)
• Ensure documented CoSHH risk assessments have been carried out for all materials or substances used in
the business and that the appropriate controls identified are implemented and communicated to those at risk.
Asbestos
• Be the appointed ‘Responsible person’ to ensure the Company’s compliance with the Control of Asbestos
Regulations 2012.
• Ensure, for the company’s premises/for site works, that prior to any significant upgrade, refurbishment or
demolition works, a Refurbishment or Demolition Survey is carried out by a competent person/body and that
the findings are communicated to all employees involved in the work.
• Ensure that Asbestos Monitoring is carried out in line with statutory requirements and that health and exposure
records are kept for a minimum of 40 years.
• Ensure that before any licensed asbestos removal is carried out an Asbestos Plan of Work is completed and
the findings are communicated to all employees involved in the work.
• Ensure after any asbestos removal works has taken place that a clearance certificate has been issued prior to
allowing any company employees to work in that area.
•
Ensure that adequate time and resources are made available to the Asbestos Surveyor to allow a thorough
survey to be carried out on site.
•
Ensure that any Laboratory engaged to carry out asbestos bulk analysis or air monitoring conform to ISO 17025
& ISO 17020 (EN 45001) and is registered with a recognised accreditation body – United Kingdom Accreditation
Scheme (UKAS)
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Company Drivers
• Ensure that there is a system in place to regularly check company drivers’ details through the DVLA with the
driver’s prior consent
• Ensure that there is a system in place to regularly check that company drivers are fit to drive and make sure
they’re free from the adverse effects of alcohol and drugs
• Ensure all drivers when driving on company business do not exceed the driving hours as stipulated in the “GB
Domestic Rules” by recording their weekly driving time.
• Ensure all drivers look after their company vehicles and keep them in a roadworthy condition.
Training and Supervision
The Company Managing Director will: •
•
•

Ensure that persons appointed to manage and supervise are trained, competent and qualified in their duties and
have the time and financial resources to carry out their health and safety duties effectively.
Ensure that appropriate training is identified and carried out using a training strategy model to enable employees
to perform the duties placed upon them in a safe manner.
Ensure qualified supervision of employees is available at all times particularly where young or inexperienced
workers are concerned.

Equipment Safety
The Company Managing Director will: •
•
•
•
•

Ensure that all work equipment selected by the Company for its activities will be suitable and sufficient and will
be adequately maintained.
Ensure equipment safety checklists are available to employees and that relevant checks are carried out
accordingly and all registers/records are adequately maintained.
Ensure the appropriate Personal Protective Equipment is procured for all of the Company’s activities.
Ensure all lifting appliances e.g. fork lift truck, telehandler and any lifting equipment is tested and inspected as
required under the Lifting Operations and Lifting Equipment Regulations 1998 (LOLER).
Ensure company vehicle checklists are made available to assess for roadworthiness and compliance with current
legislation regarding LGV’s.

Welfare, First Aid & Accidents
The Company Managing Director will: •
•
•
•
•
•
•
•
•

Ensure there is adequate provision for welfare facilities i.e. heating and hot water and showers where necessary
and the maintenance, cleanliness of the facilities.
Ensure there is adequate provision for cleaning hands after work or after task carried out e.g. mobile vehicle
hand basins, hand wipes.
Ensure, where appropriate, regular health surveillance of employees is carried out where there is a risk to health
or where legislation dictates.
Ensure that the Company Stress Policy is adhered to.
Ensure adequate arrangements for first aid facilities are provided.
Ensure that procedures are established for reporting of all accidents including ‘near misses’ and they are actively
investigated and formally recorded.
Ensure that RIDDOR reportable accidents, incidents and including ‘near misses’ are reported to the HSE
in the appropriate manner within the stipulated time scales.
Ensure that all accidents and incidents, including near misses, are investigated to determine all underlying
causes and trends.
Appoint a competent person within the Company to manage the Company’s duties under RIDDOR.
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Construction, Design & Management (CDM)
The Company Managing Director will: •
•

Be the Appointed ‘Responsible person’ to ensure the company complies with the CDM Regulations 2015.
Ensure, where required, the project has been notified by the Client to the HSE before the construction phase
begins. A project is notifiable if the construction work on a construction site is scheduled to: —
o
o

•
•
•
•
•
•
•
•
•
•

(a) last longer than 30 working days and have more than 20 workers working simultaneously at any point
in the project; or
(b) exceed 500 person days

Partake in regular meetings with the Client/Principal Designer/Principal Contractor.
Ensure a construction phase plan for all projects is prepared before any construction work begins.
Ensure a Method Statement is developed and meets the requirements of the CDM Regulations.
Ensure the Method Statement is written for each project, is site specific and is adhered to throughout the works.
Ensure information from the Method Statement is communicated to employees
Have Company authorisation to amend existing Method Statements as required, in order to ensure they reflect
ACTUAL safe working procedures and job steps. Changes will be agreed, documented and communicated to all
parties.
Ensure a health and safety file is produced for projects involving more than one contractor.
Ensure the client has provided pre-construction information for the proposed work.
Ensure sufficient time and resources have been allocated to the project.
Ensure any “Temporary Works” required is put on the site register and has adequate design input where required.

Safety Advice
The Company Managing Director will: •
•

Engage a competent source of advice on health and safety issues.
Ensure the competent source of advice on health and safety issues, in conjunction with management personnel,
identifies all significant risks and subsequently implement systems to provide adequate controls of those risks.

Employee Consultation
The Company Managing Director will: •

Ensure that all employees are consulted and given the opportunity to raise concerns with regard to health and
safety matters.

Third Parties
The Company Managing Director will: •
•
•

Ensure that due consideration is given to members of the public or others who may be affected by the Company’s
operations.
Ensure that before engaging any sub-contractor companies, an evaluation of their Health and Safety
Management Systems is carried out and that they are sufficiently competent to carry out the work.
Ensure once any sub-contractor company is engaged, that their performance is regularly monitored and a review
is carried out.
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2.4

Health & Safety Responsibilities of the Operations Manager

Legislation
The Operations Manager will have a good working knowledge; appropriate to the business, of the requirements of the
Health and Safety at Work Act 1974 (HASAWA), Construction (Design & Management) Regulations 2015 (CDM) and
other regulations governing the Company business.
Company Policy
The Operations Manager will: •
•

Publicly support the Company Policy and ensure persons under their control are fully aware of the contents and
the requirements necessary.
Set a personal example by demonstrating a commitment to the Health and Safety Policy at all times
understanding and accepting their legal responsibilities under health and safety law.

Personal Responsibilities
The Operations Manager will: •
•
•
•
•
•
•
•
•
•
•
•

Set a good standard of personal behaviour at all times.
Have suitable and sufficient training and qualifications for supervision and management.
Ensure all employees are fully conversant with requirements relevant to health and safety.
Accompany the HSE Inspectors on site visits and act on their recommendations, keeping the Company informed
at all times.
Seriously considers and reports any representation made from employees regarding health and safety matters.
Organise work so that it is carried out to the appropriate standard with minimum risk to employees, equipment
and materials.
Ensure all health and safety features are in place, operational, suitably inspected/maintained and used
appropriately.
Maintain regular contact with operatives.
Co-operate with the Safety Adviser and act on any recommendations.
Ensure all actions listed in the Safety Audit Report’s Action Plan are prioritised and implemented in a timely
manner.
Ensure any employee who purposely fails to discharge their health and safety responsibilities satisfactorily are
taken through the Company’s disciplinary process.
Have suitable and sufficient training and qualifications to act as a Temporary Works Coordinator.

Risk Management
The Operations Manager will: Risk assessments/Safe Working Procedures
• Ensure that risk assessments are carried out for all company activities and the significant findings recorded and
communicated to those who may be affected.
• Ensure that suitable and sufficient Safe Working Procedures are developed.
• Participate in regular safety inspections and audits of the Company Health and Safety Management Systems
and the behaviour of employees and will keep the Company fully informed of any health and safety issues.
Electrical Safety
• Ensure all electrical work at the Company’s premises or sites is carried out by a qualified person and in
accordance with the Electricity at Work Regulations 1989, electrical standards and codes of practice e.g. IEE
Wiring Regulations, PAT testing.
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Fire Safety
• Ensure that a Fire Risk Assessment for the premises where the Company are working is carried out and is
reviewed on a regular basis as work progresses.
• Ensure an emergency procedure is in place so that evacuation of the site can be carried out effectively and that
the procedure is regularly tested.
• Liaise with the Fire Brigade and workforce on fire prevention when required.
• Ensure recommendations and controls specified in the fire risk assessment are prioritised and implemented in a
timely manner.
Gas Safety
• Cooperate with the ‘Responsible person’ to ensure the Company’s compliance with the Gas Safety (Installation
and Use) Regulations. The Company has a duty under the Regulations, including installation, service,
maintenance or repair of gas appliances and other gas fittings. Gas at Work Regulations 1989
• Ensure each individual Gas Engineer employed by the Company is Gas Safe Registered
• Ensure all gas work at the Company’s premises or sites is carried out by a qualified person and in accordance
with the Gas Safety (Installation and Use) Regulations.
Hazardous Substances (CoSHH)
• Ensure documented CoSHH risk assessments have been carried out for all materials or substances used in
the business and that the appropriate controls identified are implemented and communicated to those at risk.
Asbestos
• Comply with the Asbestos Regulations.
• Ensure that prior to any significant upgrade, refurbishment or demolition works is carried out by the company,
that a Refurbishment or Demolition Survey is carried out by a competent person/body and that the findings
are communicated to all employees involved in the work.
• Ensure after any asbestos removal works has taken place that a clearance certificate has been issued prior to
allowing any company employees to work in that area.
• Ensure Category C recognised asbestos training has been given to operatives under their control before being
allowed to work where there is a possibility of asbestos being present.
Company Drivers
• Ensure that there is a system in place to regularly check company drivers’ details through the DVLA with the
driver’s prior consent
• Ensure that there is a system in place to regularly check that company drivers are fit to drive and make sure
they’re free from the adverse effects of alcohol and drugs
• Ensure all drivers when driving on company business do not exceed the driving hours as stipulated in the “GB
Domestic Rules” by recording their weekly driving time.
• Ensure all drivers look after their company vehicles and keep them in a roadworthy condition.

Vision Building Services Health & Safety Policy

Construction, Design & Management (CDM)
The Operations Manager will: •
•

Be the Appointed ‘Responsible person’ to ensure the company complies with the CDM Regulations 2015.
Ensure, where required, the project has been notified by the Client to the HSE before the construction phase
begins. A project is notifiable if the construction work on a construction site is scheduled to: —
o
o

•
•
•
•
•
•
•

(a) last longer than 30 working days and have more than 20 workers working simultaneously at any
point in the project; or
(b) exceed 500 person days

Partake in regular meetings with the Client/Principal Designer/Principal Contractor.
Ensure a construction phase plan for all projects is prepared before any construction work begins.
Ensure a Method Statement is developed and meets the requirements of the CDM Regulations.
Ensure a health and safety file is produced for projects involving more than one contractor.
Ensure the client has provided pre-construction information for the company’s proposed work.
Ensure sufficient time and resources have been allocated to the project.
Ensure any “Temporary Works” required is put on the site register and has adequate design input where required.

Training and Supervision
The Operations Manager will: -

•
•
•
•

Ensure using a training strategy model that safety training requirements are identified carried out as required
and appointments and duties properly assigned to competent personnel.
Ensure employees are released where necessary for safety training.
Ensure formal training, e.g. fork lift trucks, has been attained by operatives under their control
Ensure qualified supervision of employees is available at all times particularly where young or inexperienced
workers are concerned.

Equipment Safety
The Operations Manager will: -

•
•
•
•
•
•
•
•

Ensure equipment safety checklists are available to employees and that relevant checks are carried out
accordingly and all registers/records are adequately maintained.
Ensure any plant or equipment owned or on hire for use by the Company is suitable for its intended application
and suitably inspected and maintained.
Ensure suitable plant and machinery, including power and hand tools, are selected inspected and maintained in
good condition appropriate to their use.
Ensure all portable electrical equipment is subjected to a formal visual inspection in accordance with
management instructions.
Ensure all statutory registers and records are correctly maintained.
Ensure the appropriate Personal Protective Equipment is procured for all of the Company’s activities.
Ensure all lifting appliances and lifting equipment is tested and inspected as required under the Lifting Operations
and Lifting Equipment Regulations 1998 (LOLER).
Ensure each individual Gas Engineer employed by the Company is Gas Safe Registered
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Sub-Contractor Companies
The Operations Manager will: -

•
•
•

Ensure that prior to engagement the sub-contractor company completes the Company’s Sub-Contractor
Evaluation Form to determine whether they have a suitable and sufficient Health and Safety Management
System in place and that they are sufficiently competent to complete the work.
Effectively manages arrangements with sub-contractors to avoid any confusion about areas of responsibility by
organising pre-start meetings.
Maintain communications with all sub-contractors with particular regard to safety standards, first aid
arrangements, emergency procedures and accident reporting techniques.

Welfare, First Aid and Accidents
The Operations Manager will: -

•
•
•
•
•
•

Ensure adequate welfare facilities are in place at the start of work and that they are maintained in a good state
of repair, cleaned on a regular basis, together with adequate stocks of consumable items readily available.
Ensure a qualified First-Aider and first aid equipment are available and their location known to employees.
Ensure all accidents or incidents are reported in the correct manner, investigated and actions arising from the
investigation are promptly implemented.
Ensure the accident book is constantly up to date and the information is protected as per the Data Protection
Act.
Ensure that, in the absence of the Director, in the event of a serious or fatal accident or major reportable incident
occurring on site that procedures required under RIDDOR are immediately implemented.
Ensure proper care is taken of casualties and they know where to obtain medical help in the event of a serious
injury.
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2.5

Health & Safety Responsibilities of the Construction Site Manager

Legislation
Under the Company Safety Policy, the Construction Site Manager will: -

•

Have a good working knowledge, appropriate to the business, of the requirements of the Health and Safety at
Work Act 1974 (HASAWA) and other regulations, in particular the Construction (Design & Management)
Regulations 2015 (CDM), governing the Company business

Company Policy
The Construction Site Manager will: -

•
•

Be aware of the Company Policy, organisation and the requirements within the scope of their control, are fully
and effectively carried out.
Demonstrate commitment to the Health and Safety Policy at all times, advising on amendments as necessary
and encourage the co-operation of employees in health and safety matters.

Personal Responsibilities
The Construction Site Manager will: •
•
•
•
•
•
•
•
•
•
•

Set a good standard of personal behaviour at all times.
Have suitable and sufficient training and qualifications for supervision and management.
Ensure all employees are fully conversant with requirements relevant to health and safety.
Accompany the HSE Inspectors on site visits and act on their recommendations, keeping the Company informed
at all times.
Seriously considers and reports any representation made from employees regarding health and safety matters.
Organise work so that it is carried out to the appropriate standard with minimum risk to employees, equipment
and materials.
Maintain regular contact with operatives while they are working on site
Attend a pre-start meeting with sub-contractors on site and coordinates on a daily basis with them to avoid any
confusion about areas of responsibility.
Co-operate with the Safety Adviser and act on any recommendations.
Ensure each individual Gas Engineer employed by the Company is Gas Safe Registered
Have suitable and sufficient training and qualifications to act as a Temporary Works Coordinator/Supervisor.

Risk Management
The Construction Site Manager will: Risk assessments/Safe Working Procedures
• Ensure that risk assessments are carried out for all company activities and the significant findings recorded and
communicated to those who may be affected.
• Ensure that suitable and sufficient Safe Working Procedures are developed.
• Participate in regular safety inspections and audits of the Company Health and Safety Management Systems
and the behaviour of employees and will keep the Company fully informed of any health and safety issues.
Electrical Safety
• Ensure all electrical work at the Company’s premises or sites is carried out by a qualified person and in
accordance with the Electricity at Work Regulations 1989, electrical standards and codes of practice e.g. IEE
Wiring Regulations, PAT testing.
• Ensure all portable electrical equipment used on site is 110v.
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Fire Safety
• Ensure that a Fire Risk Assessment for the premises where the Company are working is carried out and is
reviewed on a regular basis as work progresses.
• Ensure an emergency procedure is in place so that evacuation of the site can be carried out effectively and that
the procedure is regularly tested.
• Liaise with the Fire Brigade and workforce on fire prevention when required.
• Ensure recommendations and controls specified in the fire risk assessment are prioritised and implemented in a
timely manner.
Gas Safety
• Cooperate with the ‘Responsible person’ to ensure the Company’s compliance with the Gas Safety (Installation
and Use) Regulations. The Company has a duty under the Regulations, including installation, service,
maintenance or repair of gas appliances and other gas fittings. Gas at Work Regulations 1989
• Ensure each individual Gas Engineer employed by the Company is Gas Safe Registered
• Ensure all gas work at the Company’s premises or sites is carried out by a qualified person and in accordance
with the Gas Safety (Installation and Use) Regulations.
Hazardous Substances (CoSHH)
• Ensure documented CoSHH risk assessments have been carried out for all materials or substances used in
the business and that the appropriate controls identified are implemented and communicated to those at risk.
Asbestos
• Ensure that prior to any significant upgrade, refurbishment or demolition works is carried out by the company,
that a Refurbishment or Demolition Survey is carried out by a competent person/body and that the findings
are communicated to all employees involved in the work.
• Ensure after any asbestos removal works has taken place that a clearance certificate has been issued prior to
allowing any company employees to work in that area.
Company Drivers
• Ensure that there is a system in place to regularly check company drivers’ details through the DVLA with the
driver’s prior consent
• Ensure that there is a system in place to regularly check that company drivers are fit to drive and make sure
they’re free from the adverse effects of alcohol and drugs
• Ensure all drivers when driving on company business do not exceed the driving hours as stipulated in the “GB
Domestic Rules” by recording their weekly driving time.
• Ensure all drivers look after their company vehicles and keep them in a roadworthy condition.
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Construction, Design & Management (CDM)
The Construction Site Manager will: •
•

Cooperate to ensure the company complies with the CDM Regulations 2015.
Ensure, where required, the project has been notified by the Client to the HSE before the construction phase
begins. A project is notifiable if the construction work on a construction site is scheduled to: —
o
o

•
•
•
•
•
•
•
•
•
•
•

(a) last longer than 30 working days and have more than 20 workers working simultaneously at any point
in the project; or
(b) exceed 500 person days

Partake in regular meetings with the Client/Principal Designer/Principal Contractor.
Ensure a construction phase plan for all projects is prepared before any construction work begins.
Ensure a Method Statement is developed and meets the requirements of the CDM Regulations.
Ensure the Method Statement is written for each project, is site specific and is adhered to throughout the works.
Ensure information from the Method Statement is communicated to employees
Have Company authorisation to amend existing Method Statements as required, in order to ensure they reflect
ACTUAL safe working procedures and job steps. Changes will be agreed, documented and communicated to all
parties.
Ensure a health and safety file is produced for projects involving more than one contractor.
Ensure the client has provided pre-construction information for the proposed work.
Ensure sufficient time and resources have been allocated to the project.
Act as Temporary Works Coordinator/Supervisor.
Ensure any “Temporary Works” required is put on the site register and has adequate design input where required.

Equipment Safety
The Construction Site Manager will: -

•
•
•
•
•

Ensure there is adequate provision of suitable protective equipment and clothing, appropriate and relevant to
the particular work activity and issued free of charge. Issue of all PPE will be recorded
Ensure equipment and materials and work areas are checked on a daily basis.
Ensure suitable plant and machinery, including power and hand tools, are selected inspected and maintained in
good condition appropriate to their use.
Ensure all portable electrical equipment is subjected to a formal visual inspection in accordance with
management instructions.
Ensure all statutory registers and records are correctly maintained.

Training and Supervision
The Construction Site Manager will: -

•
•
•
•
•

Assist in organising a training programme which will identify training needs, identify who will carry out the training,
check that the training is appropriate, keep training records, consolidate skills and knowledge and monitor,
ensuring the programme is reviewed on a regular basis.
Ensure adequate supervision, information and instruction is always provided including the induction training of
new starters.
Ensure formal construction training, e.g. CSCS, CPCS, has been attained by construction operatives under their
control before being allowed to work on a construction site.
Ensure all plant operatives have attained a suitable level of competence and training for the type of machinery
they operate.
Ensure recognised asbestos training e.g. Category B for non-licensed work or Category C for non-asbestos
workers, has been given to operatives under their control before being allowed to work where there is a
possibility of asbestos being present.
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Welfare, First Aid and Accidents
The Construction Site Manager will: -

•
•
•
•
•
•
•
•

Ensure there is adequate provision of welfare facilities i.e. heating and hot water are available, suitably
maintained in a good state of repair, cleaned on a regular basis and with adequate stocks of consumable items
readily available on site.
Ensure the accident book is constantly up to date and the information is protected as per the Data Protection
Act.
Ensure a qualified First-Aider and first aid equipment are available and their location known to employees.
Liaise with the Emergency Services in the event of an accident or incident.
Ensure proper care is taken of casualties and they know where to obtain medical help in the event of a serious
injury.
Ensure all accidents/incidents are reported in the correct manner to the Company, investigated effectively and
actions arising from the investigation promptly implemented.
Ensure injuries or dangerous occurrences are reported to the Company and ensure they are entered in the
accident book immediately upon becoming aware of an event.
Deputise, in the absence of the Director, in the event of a serious or fatal accident or major reportable incident
occurring on site and that procedures required under RIDDOR are immediately implemented.

Sub-Contractor Companies
The Construction Site Manager will: -

•
•

Effectively manages arrangements with sub-contractors to avoid any confusion about areas of responsibility by
organising pre-start meetings.
Maintain communications with all sub-contractors with particular regard to safety standards, first aid
arrangements, emergency procedures and accident reporting techniques
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2.6

Health & Safety Responsibilities of the Construction Site Supervisor

Legislation
Under the Company Safety Policy, the Construction Site Supervisor will: -

•

Have a good working knowledge, appropriate to the business, of the requirements of the Health and Safety at
Work Act 1974 (HASAWA) and other regulations, in particular the Construction (Design & Management)
Regulations 2015 (CDM), governing the Company business

Company Policy
The Construction Site Supervisor will: -

•
•

Be aware of the Company Policy, organisation and the requirements within the scope of their control, are fully
and effectively carried out.
Demonstrate commitment to the Health and Safety Policy at all times, advising on amendments as necessary
and encourage the co-operation of employees in health and safety matters.

Personal Responsibilities
The Construction Site Supervisor will: •
•
•
•
•
•
•
•
•
•

Set a good standard of personal behaviour at all times.
Have suitable and sufficient training and qualifications for supervision and management.
Ensure all employees are fully conversant with requirements relevant to health and safety.
Accompany the HSE Inspectors on site visits and act on their recommendations, keeping the Company informed
at all times.
Seriously considers and reports any representation made from employees regarding health and safety matters.
Organise work so that it is carried out to the appropriate standard with minimum risk to employees, equipment
and materials.
Maintain regular contact with operatives while they are working on site
Attend a pre-start meeting with sub-contractors on site and coordinates on a daily basis with them to avoid any
confusion about areas of responsibility.
Co-operate with the Safety Adviser and act on any recommendations.
Have suitable and sufficient training and qualifications to act as a Temporary Works Coordinator/Supervisor.

Risk Management
The Construction Site Supervisor will: Risk assessments/Safe Working Procedures
• Ensure that risk assessments are carried out for all company activities and the significant findings recorded and
communicated to those who may be affected.
• Ensure that suitable and sufficient Safe Working Procedures are developed.
• Participate in regular safety inspections and audits of the Company Health and Safety Management Systems
and the behaviour of employees and will keep the Company fully informed of any health and safety issues.
Electrical Safety
• Ensure all electrical work at the Company’s premises or sites is carried out by a qualified person and in
accordance with the Electricity at Work Regulations 1989, electrical standards and codes of practice e.g. IEE
Wiring Regulations, PAT testing.
• Ensure all portable electrical equipment used on site is 110v.
Fire Safety
• Ensure that a Fire Risk Assessment for the premises where the Company are working is carried out and is
reviewed on a regular basis as work progresses.
• Ensure an emergency procedure is in place so that evacuation of the site can be carried out effectively and that
the procedure is regularly tested.
• Liaise with the Fire Brigade and workforce on fire prevention when required.
• Ensure recommendations and controls specified in the fire risk assessment are prioritised and implemented in a
timely manner.
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Gas Safety
• Ensure the Company’s compliance with the Gas Safety (Installation and Use) Regulations. The Company has a
duty under the Regulations, including installation, service, maintenance or repair of gas appliances and other
gas fittings. Gas at Work Regulations 1989
• Ensure each individual Gas Engineer employed by the Company is Gas Safe Registered
• Ensure all gas work at the Company’s premises or sites is carried out by a qualified person and in accordance
with the Gas Safety (Installation and Use) Regulations.
Hazardous Substances (CoSHH)
• Ensure documented CoSHH risk assessments have been carried out for all materials or substances used in
the business and that the appropriate controls identified are implemented and communicated to those at risk.
Asbestos
• Ensure that prior to any significant upgrade, refurbishment or demolition works is carried out by the company,
that a Refurbishment or Demolition Survey is carried out by a competent person/body and that the findings
are communicated to all employees involved in the work.
• Ensure after any asbestos removal works has taken place that a clearance certificate has been issued prior to
allowing any company employees to work in that area.
Company Drivers
• Ensure that there is a system in place to regularly check company drivers’ details through the DVLA with the
driver’s prior consent
• Ensure that there is a system in place to regularly check that company drivers are fit to drive and make sure
they’re free from the adverse effects of alcohol and drugs
• Ensure all drivers when driving on company business do not exceed the driving hours as stipulated in the “GB
Domestic Rules” by recording their weekly driving time.
• Ensure all drivers look after their company vehicles and keep them in a roadworthy condition.
Construction, Design & Management (CDM)
The Construction Site Supervisor will: •
•

Ensure the company complies with the CDM Regulations 2015.
Ensure, where required, the project has been notified by the Client to the HSE before the construction phase
begins. A project is notifiable if the construction work on a construction site is scheduled to: —
o
o

•
•
•
•
•
•
•
•
•
•
•

(a) last longer than 30 working days and have more than 20 workers working simultaneously at any point
in the project; or
(b) exceed 500 person days

Partake in regular meetings with the Client/Principal Designer/Principal Contractor.
Ensure a construction phase plan for all projects is prepared before any construction work begins.
Ensure a Method Statement is developed and meets the requirements of the CDM Regulations.
Ensure the Method Statement is written for each project, is site specific and is adhered to throughout the works.
Ensure information from the Method Statement is communicated to employees
Have Company authorisation to amend existing Method Statements as required, in order to ensure they reflect
ACTUAL safe working procedures and job steps. Changes will be agreed, documented and communicated to all
parties.
Ensure a health and safety file is produced for projects involving more than one contractor.
Ensure the client has provided pre-construction information for the proposed work.
Ensure sufficient time and resources have been allocated to the project.
Act as Temporary Works Supervisor.
Ensure any “Temporary Works” required is put on the site register and has adequate design input where required.
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Equipment Safety
The Construction Site Supervisor will: -

•
•
•
•
•

Ensure there is adequate provision of suitable protective equipment and clothing, appropriate and relevant to
the particular work activity and issued free of charge. Issue of all PPE will be recorded
Ensure equipment and materials and work areas are checked on a daily basis.
Ensure suitable plant and machinery, including power and hand tools, are selected inspected and maintained in
good condition appropriate to their use.
Ensure all portable electrical equipment is subjected to a formal visual inspection in accordance with
management instructions.
Ensure all statutory registers and records are correctly maintained.

Training and Supervision
The Construction Site Supervisor will: -

•
•
•
•
•

Assist in organising a training programme which will identify training needs, identify who will carry out the training,
check that the training is appropriate, keep training records, consolidate skills and knowledge and monitor,
ensuring the programme is reviewed on a regular basis.
Ensure adequate supervision, information and instruction is always provided including the induction training of
new starters.
Ensure formal construction training, e.g. CSCS, CPCS, has been attained by construction operatives under their
control before being allowed to work on a construction site.
Ensure all plant operatives have attained a suitable level of competence and training for the type of machinery
they operate.
Ensure recognised asbestos awareness training e.g. Category C for non-asbestos workers, has been given to
operatives under their control before being allowed to work where there is a possibility of asbestos being
present.

Welfare, First Aid and Accidents
The Construction Site Supervisor will: -

•
•
•
•
•
•
•
•

Ensure there is adequate provision of welfare facilities i.e. heating and hot water are available, suitably
maintained in a good state of repair, cleaned on a regular basis and with adequate stocks of consumable items
readily available on site.
Ensure the accident book is constantly up to date and the information is protected as per the Data Protection
Act.
Ensure a qualified First-Aider and first aid equipment are available and their location known to employees.
Liaise with the Emergency Services in the event of an accident or incident.
Ensure proper care is taken of casualties and they know where to obtain medical help in the event of a serious
injury.
Ensure all accidents/incidents are reported in the correct manner to the Company, investigated effectively and
actions arising from the investigation promptly implemented.
Ensure injuries or dangerous occurrences are reported to the Company and ensure they are entered in the
accident book immediately upon becoming aware of an event.
Deputise, in the absence of the Company Director, in the event of a serious or fatal accident or major reportable
incident occurring on site and that procedures required under RIDDOR are immediately implemented.

Sub-Contractor Companies
The Construction Site Supervisor will: -

•
•

Effectively manages arrangements with sub-contractors to avoid any confusion about areas of responsibility by
organising pre-start meetings.
Maintain communications with all sub-contractors with particular regard to safety standards, first aid
arrangements, emergency procedures and accident reporting techniques
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2.7

Health & Safety Responsibilities of the Business Development Manager

Legislation
Under the Company Safety Policy, the Business Development Manager will: •

Ensure they have a good working knowledge; appropriate to the business, of the requirements of the Health and
Safety at Work Act 1974 (HASAWA) and particularly the Health and Safety (Display Screen Equipment)
Regulations 1992 (DSE) and other regulations, governing the Company business.

Company Policy
The Business Development Manager will: •
•

Ensure that they are fully aware of the Company Policy and organisation and the requirements within the areas
under their control are fully and effectively carried out.
Demonstrate commitment to the Health and Safety Policy at all times, advising on amendments as necessary
and encourage the co-operation of employees in health and safety matters.

Personal Responsibilities
The Business Development Manager will: •
•
•
•
•
•

Ensure that all employees under their control are fully conversant with requirements relevant to health and safety.
Continually develop safe practices and methods in relation to work activities under their control.
Consider and report any issues raised by employees regarding safety matters.
Set a personal example and openly encourage the co-operation and involvement of employees in health and
safety matters.
Organise the office so that work is carried out effectively to the appropriate standard with minimum risk to
personnel, equipment and materials.
Co-operate with HSE Inspectors and the Safety Adviser and act on their recommendations.

Risk Management
The Business Development Manager will: •
•
•
•
•

Ensure suitable risk assessments are carried out for all office work activities and that suitable and sufficient
control measures are put in place to reduce risk to an acceptable level.
Ensure that clear instructions and information regarding these control measures are communicated to those who
may be affected in order that they may perform their duties in a safe and healthy manner.
Ensure that an annual work station assessment of all DSE users is carried out in accordance with The Health
and Safety (Display Screen Equipment) Regulations 1992.
Liaise with the Fire Brigade on fire prevention issues and ensure an emergency procedure is in place so that
evacuation of premises can be carried out effectively.
Ensure fire drills are routinely practiced and recorded.

Training
The Business Development Manager will: •
•
•

Assist in organising a training policy which will identify training needs, identify who will carry out the training,
check that the training is appropriate, keep training records, consolidate skills and knowledge and monitor and
review the policy.
Ensure adequate supervision, information and instructions are always provided including the induction training
of new starters.
Ensure employees are released when required, for relevant safety training.
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Equipment
The Business Development Manager will: •
•

Ensure all equipment within the office is maintained in good condition.
Ensure all statutory registers and records are correctly maintained.

Welfare, First Aid and Accidents
The Business Development Manager will: •
•
•
•

Ensure there is adequate provision of welfare facilities i.e. heating and hot water are available, suitably
maintained in a good state of repair, cleaned on a regular basis and with adequate stocks of consumable items
readily available.
Ensure all applicable first aid arrangements are available and the location is known to employees.
Ensure all accidents, incidents, injuries or dangerous occurrences are reported to the Company for entry into the
accident book and reporting under RIDDOR.
Deputise, in the absence of the Director, in the event of a serious or fatal accident or major reportable incident
occurring on site that procedures required under RIDDOR are immediately implemented.
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2.8

Health & Safety Responsibilities of Sub-Contractor/Self Employed Person

Responsibilities
Sub-contractor/Self Employed Person when employed by the Company must conform to the Company Safety Policy,
requirements and safety rules and must: •
•
•
•
•
•

Be fully aware of the duties and requirements placed upon them by the Health and Safety at Work Act 1974 and
any other relevant statutory requirements.
Conform to instructions given to them by the Company Management in relation to health and safety matters.
Co-operate with the Company in maintaining a high standard of health and safety on all contracts with which
they are involved.
Provide suitable and sufficient controls to maintain the safety of themselves and others (including company
employees), supported by accurate and relevant records relevant to competence, risk assessment and control,
COSHH, etc.
Ensuring plant, equipment and machinery brought onto the premises is safe and suitable, complying with
applicable regulations in all respects.
Keeping work areas safe, secure and tidy to prevent accident and incident.
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2.9

Health & Safety Responsibilities of the Employee

Legislation
Under the Company Safety Policy, the Employee: •
•

Must be aware of the Company policy, requirements and have a working knowledge of the Company Policy
applicable to their work.
Must co-operate at all times with management, supervisors, employees holding competence in a safety discipline
representing their needs and enforcing authority such as the HSE Inspectors.

Responsibilities
The Employee is responsible for: •

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Always observing safety rules and displaying a personal interest in the health and safety of themselves, their
work colleagues and anyone else who may be affected by their activities. Awareness should be paid to the
working of less experienced personnel, workers who’s first language is not English and workers with low literacy
who may work with or alongside them.
Co-operating with the Company so far as is necessary to ensure that any duties or requirements are performed
and complied with.
Co-operating with the Company in complying with legislation requirements and to suggest ways to improve
safety.
Wearing the appropriate safety equipment required, using safety devices when applicable, and complying with
instructions given in relation to safety matters.
Being suitably and sufficiently trained and competent in all undertakings in any of the Company’s activities.
Using only the correct and recognised methods, systems of working and equipment for the job.
Reporting immediately to management/supervision, any defects in equipment and/or any unsafe acts or
conditions that present a hazard or imminent danger.
Reporting all accidents, damage and any ‘near miss’ incidents to their immediate superior, regardless of whether
anyone is injured or not. Participating in investigations to provide accurate and true records of events.
Behaving in a responsible and safe manner, avoiding improvising and unnecessary risks.
Not interfering with or misusing anything provided, including not overriding safety mechanisms and systems
(guards, stop buttons, automatic stop mechanisms, etc) in the interests of health, safety and welfare.
Refraining from taking short cuts and indulging in horseplay.
Maintaining the place of work and all emergency routes in a clean, tidy and safe condition.
Suggesting ways of eliminating hazards.
Using only equipment that they have been trained and authorised to use.
Understanding and complying with all signs and notices on display.
Wearing PPE and RPE provided and consistent with the hazards and controls determined by risk and CoSHH
Assessments, safe operating procedures (SOP) and safe working procedures (SWP). Maintaining it to ensure
suitable, clean and effective and reporting / changing it when defective or expired.
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2.10

Additional Specific Employee Responsibilities – Works Vehicle Drivers

Driving Licences
•
•

Ensure your driving licence is valid, up to date and includes a photo card
Ensure that you are entitled to drive Category B vehicles up to 3.5 tonnes, Category B and E for most 3.5 tonnes
van and trailer combinations and Category C1 for vehicles up to 7.5 tonnes

Driving Regulations
•
•

Comply with the drivers’ hours rules relevant to the vehicles you’re driving
Comply with GB domestic hours’ regulations for vehicles of 3.5 tonnes or less

Vehicle Loading
•
•

Load vehicles so that their maximum weights – including axles which are stamped on its identification plate by
its manufacturers – are not exceeded. If your vehicle is overloaded, you could face a fixed penalty fine or court
appearance
Safely secure your vehicle’s load using the appropriate strapping – the weight of the load is not enough to keep
it safely secured. If your vehicle is overloaded, you could face a fixed penalty fine or court appearance

Driving your Works Vehicle
•
•
•
•

Familiarise yourself with the vehicle you are going to be driving – larger vehicles will drive in a different way to
car-based vehicles
Familiarise yourself with your vehicle’s safety features such as anti-lock brakes and stability controls
Drive your vehicle within the relevant speed limits for the roads you’re on and the type and size of vehicle you’re
driving
Do Not drive under the influence of alcohol or drugs as it may impair your ability to control your vehicle

Alcohol and Drugs
•
•

Drivers must not under any circumstances drive under the influence of drink or drugs. This includes prescription
medication which could affect their ability to drive. Any medication being taken should be notified to the company
immediately.
Any drivers found to be under the influence of drink or drugs will be dismissed.

Health and Fitness
•
•

Any medical condition that may affect driving ability must be notified in writing to The Company. Drivers must
cease from driving immediately if they suffer from any condition that would cause any regulatory body, to instruct
them to cease from driving; or if a qualified medical practitioner instructs them to cease driving.
If at any time you feel tired you must take an immediate break and the necessary rest, until you are fit to drive
once more

Accidents
•

•
•

All vehicle accidents/collisions must be reported immediately to The Company and a full entry made in the
accident book that is retained in the control room. Thereafter the circumstances must be reported to the
Licensing Authority on their appropriate form. If any damage or injury is caused to a third party, you must notify
the owner of the other vehicle of the registered keepers’ details of your vehicle as well as providing details of
insurance cover.
Accident reports should contain all relevant information, i.e. time, place, third-party details (including registration
number, car make, Driver’s name and address) and insurance company name/address plus policy certificate
number if possible. Details of any witnesses and Police Officer attending and their station must be obtained.
This must be done no matter how slight, even if there is minimal damage or injury.

Smoking
•

Smoking is strictly prohibited within works vehicles.
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Vehicle Cleanliness
•
•
•
•
•

In an attempt to provide a clean and comfortable environment, the Driver’s personal possessions must be kept
to a minimum and stored in a manner so as not to affect the load carrying capacity of the vehicle.
Any vehicle you are about to use at the start of work should be checked for cleanliness (externally and
internally). Engine oil, brake fluid, screen-wash and coolant levels should be monitored and topped up as
required.
Always ensure that you have enough fuel at the beginning and during your shift. If you are on an extended
journey, plan and manage your fuel and break stops to make the journey with as few interruptions to the
customer as possible.
Cleaning materials, equipment and protective clothing should always be accessible.
All drivers are individually responsible for the interior and exterior cleanliness of their works vehicle and
disciplinary action may be implemented against any driver who fails to maintain vehicle cleanliness.
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SECTION 3
ARRANGEMENTS
This section explains the Company’s arrangements in place for putting this policy into practice.
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3

ARRANGEMENTS

3.1

Asbestos

The Company’s appointed Administrator for complying with the Control of Asbestos Regulations is the Company
Director.
The Management of the Company recognise their duty of ensuring their colleagues and employees are aware of the
hazards arising from asbestos which may be present in areas where their employees work. Employees who do not
normally work with asbestos but potentially could come into contact with asbestos unintentionally, e.g. plumbers,
electricians etc., must be given training in the form of basic asbestos awareness to ensure they have an understanding
of the risk involved and procedures to follow particularly if the asbestos is accidentally disturbed. Employees must be
made aware of their responsibilities to co-operate to enable them to comply with their duties under the Regulations.
3.2 Carriages of Dangerous Goods and the Use of Transportable Pressure Equipment Regulations 2009
(ADR)
The Company’s appointed ADR Administrator is the Operations Manager.
The Company will ensure that when carrying quantities of dangerous goods by road, the requirements of the above
regulations are met.
Dangerous Goods and Pressure Equipment
The Company will ensure that all dangerous goods and transportable pressure equipment for use at work is: •
•
•

Suitable for carriage and transportation
Transported by employees that have received sufficient instructions and training.
Accompanied by suitable safety measures such as suitable protective transportation devices, markings and
warning signs

The Company will also ensure that:
•

The risks created by transporting dangerous goods are eliminated where possible or controlled by taking the
appropriate measures such as providing suitable guards and securing devices e.g. strapping’s, clamps, etc.

Information, Instruction and Training
The Company will provide the necessary, readily available and comprehensible health and safety information, including
where necessary, written instructions regarding the safe transportation of dangerous goods, i.e.: •
•
•

The standard conditions in which the equipment should be transported
The correct methods of handling the equipment safely.
Emergency procedures and the appropriate actions to be taken.

The Company will provide written instructions in the form of training manuals and courses, warning labels and in-house
instructions.
The information will include all health and safety aspects relating to the dangerous goods and equipment.
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3.3

Construction (Design and Management) Regulations 2015 (CDM 2015)

The Company’s appointed Administrator for complying with the CDM Regulations is the Operations Manager.
The Regulations cover the management of health, safety and welfare when carrying out construction projects, including
demolition.
These Regulations apply (a) in Great Britain; and
(b) to premises and activities outside Great Britain to which sections 1 to 59 and 80 to 82 of the 1974 Act apply by virtue
of articles 9 and 11(1)(a) of the Health and Safety at Work etc. Act 1974 (Application outside Great Britain) Order 2013.
Notification (Regulation 6) - A project is notifiable if the construction work on a construction site is scheduled to –
(a) last longer than 30 working days and have more than 20 workers working simultaneously at any point in
the project; or
(b) exceed 500 person days.
Where a project is notifiable, the Client must give notice in writing to the Executive as soon as is practicable before the
construction phase begins.
CDM 2015 places legal duties on virtually everyone involved in construction work. Those with legal duties are commonly
known as ‘duty holders’. Duty holders under CDM 2015 are: •
•
•
•
•
•
•

Clients
Domestic Clients
Designers
Principal Designers
Principal Contractors
Contractors
Workers

Clients – ‘Clients’ are organisations or individuals for whom a construction project is carried out.
Domestic Clients – ‘Domestic clients’ are people who have construction work carried out on their own home, or the
home of a family member that is not done as part of a business, whether for profit or not.
Designers – ‘Designers’ are those, who as part of a business, prepare or modify designs for a building, product or
system relating to construction work.
Principal Designers – ‘Principal designers’ are designers appointed by the Client in projects involving more than one
contractor. They can be an organisation or an individual with sufficient knowledge, experience and ability to carry out
the role.
Principal Contractors- 'Principal contractors' are contractors appointed by the Client to co-ordinate the construction
phase of a project where it involves more than one contractor.
Contractors - 'Contractors' are those who do the actual construction work and can be either an individual or a company.
Workers- ’Workers’ are the people who work for or under the control of contractors on a construction site.
Responsibility of a Duty Holder
Client -The Client will make suitable arrangements for managing a project, this includes making sure:
•
•
•
•
•

Other duty holders are appointed.
Sufficient time and resources are allocated.
Relevant information is prepared and provided to other duty holders;
The principal designer and principal contractor carry out their duties;
Welfare facilities are provided.

Vision Building Services Health & Safety Policy

Domestic Clients - (For information only – This role is not applicable to Vision Building Services Ltd )
Domestic clients are in the scope of CDM 2015, but their duties as a client are normally transferred to:
•
•

The Contractor, on a single contractor project; or;
The Principal Contractor, on a project involving more than one contractor

However, the domestic client can choose to have a written agreement with the Principal Designer to carry out the Client
duties.
Designers Designers are responsible for preparing or modifying designs, to eliminate, reduce or control foreseeable risks that may
arise during:
•
•
•

Construction of the building,
Maintenance and use of the building once it is built and
Demolition of the building at the end of its life

Provide information to other members of the project team to help them fulfil their duties.
Principal Designers - (For information only – This role is not applicable to Vision Building Services Ltd )
Principal designers will plan, manage, monitor and co-ordinate health and safety in the pre-construction phase of a
project. This includes:
•
•

Identifying, eliminating or controlling foreseeable risks;
Ensuring designers carry out their duties.

Prepare and provide relevant information to other duty holders.
Provide relevant information to the principal contractor to help them plan, manage, monitor and coordinate health and
safety in the construction phase.
Principal Contractor Principal contractors will plan, manage, monitor and coordinate health and safety in the construction phase of a project.
This includes:
•
•
•

Liaising with the Client and Principal Designer;
Preparing the Construction phase plan;
Organising co-operation between contractors and co-ordinating their work.

Ensure:
•
•
•
•

Suitable site inductions are provided;
Reasonable steps are taken to prevent unauthorised access;
Workers are consulted and engaged in securing their health and safety; and
Welfare facilities are provided.

Contractor Contractors will plan, manage and monitor construction work under their control so that it is carried out without risks to
health and safety.
For projects involving more than one contractor, co-ordinate their activities with others in the project team – in particular,
comply with directions given to them by the Principal Designer or Principal Contractor.
For single-contractor projects, prepare a construction phase plan.
Workers – They must:
•
•
•
•

Be consulted about matters which affect their health, safety and welfare;
Take care of their own health and safety and others who may be affected by their actions;
Report anything they see which is likely to endanger either their own or others’ health and safety;
Co-operate with their employer, fellow workers, contractors and other duty holders.
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The Construction Phase Plan
The Client must ensure that a construction phase plan for the project is prepared before the construction phase begins.
The plan outlines the health and safety arrangements, site rules and specific measures concerning any work involving
the particular risks listed in Schedule 3 of CDM 2015. For single contractor projects, the Contractor must ensure the
plan is prepared. For projects involving more than one contractor, it is the Principal Contractor’s duty.
The Health and Safety File
A health and safety file is only required for projects involving more than one contractor. The Client must ensure that the
Principal Designer prepares a health and safety file for their project. Its purpose is to ensure that, at the end of the
project, the Client has information that anyone carrying out subsequent construction work on the building will need to
know about in order to be able to plan and carry out the work safely and without risks to health.
Pre-Construction Information (PCI)
The Client has the main duty for providing pre-construction information. They must provide this information as soon as
practicable to each:
a) Designer (including the Principal Designer); and
b) Contractor (including the Principal Contractor) being considered for appointment, or already appointed
to the project.
For projects involving more than one contractor, the Client can expect help from the Principal Designer appointed for the
project who must assist the Client in drawing this information together and providing it to the designers and contractors
involved. For single contractor projects, it is the Client’s responsibility alone – although they should liaise with the
Contractor (and any designer) they appoint to provide whatever information is needed.
Pre-construction information is defined as information about the project that is already in the Client’s possession or which
is reasonably obtainable by or on behalf of the Client. The information must:
(a) Be relevant to the particular project;
(b) Have an appropriate level of detail; and
(c) Be proportionate to the risks involved.
Pre-construction information should be gathered and added to as the design process progresses and reflect new
information about the health and safety risks and how they should be managed. Preliminary information gathered at the
start of the project is unlikely to be sufficient.
When pre-construction information is complete, it must include proportionate information about:
(a) The project, such as the client brief and key dates of the construction phase;
(b) The planning and management of the project such as the resources and time being allocated to each stage
of the project and the arrangements to ensure there is cooperation between duty holders and the work is coordinated;
(c) The health and safety hazards of the site, including design and construction hazards and how they will be
addressed;
(d) Any relevant information in an existing health and safety file.
The information should be in a convenient form and be clear, concise and easily understandable to help other duty
holders involved in the project to carry out their duties.
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Key Elements to Securing Construction Health and Safety
The key elements, include:
a) Managing the risks by applying the general principles of prevention;
b) Appointing the right people and organisations at the right time;
c) Making sure everyone has the information, instruction, training and supervision they need to carry out their
jobs in a way that secures health and safety;
d) Duty holders cooperating and communicating with each other and co-ordinating their work; and
e) Consulting workers and engaging with them to promote and develop effective measures to secure health,
safety and welfare.
General Principles of Prevention
These principles are a requirement of the Management Regulations and apply to all industries, including construction.
They provide a framework to identify and implement measures to control risks on a construction project.
The Company will also ensure so far as is reasonably practicable that the general principles of prevention are applied in
carrying out work on the Project.
The Principles of Prevention
(a)
(b)
(c)
(d)

(e)
(f)
(g)
(h)
(i)

Avoiding risks;
Evaluating the risks which cannot be avoided;
Combating the risks at source;
Adapting the work to the individual, especially as regards the design of workplaces, the choice of work equipment
and the choice of working and production methods, with a view, in particular, to alleviating monotonous work and
work at a predetermined work-rate and to reducing their effect on health;
Adapting to technical progress;
Replacing the dangerous by the non-dangerous or the less dangerous;
Developing a coherent overall prevention policy which covers technology, organisation of work, working
conditions, social relationships and the influence of factors relating to the working environment;
Giving collective protective measures priority over individual protective measures;
Giving appropriate instructions to employees

Appointing the Right Organisations and People at the Right Time
Anyone responsible for appointing designers (incl. principal designers) or contractors (including principal contractors)
must ensure before appointment that they have the skills, knowledge and experience to carry out the work in a way that
secures health and safety. If those appointed are an organisation, they must also have the appropriate organisational
capability. Similarly, any designers or contractors seeking appointment as individuals must ensure they have the
necessary skills, knowledge and experience.
Duty holders should be appointed at the right time, e.g. the Client must appoint principal designers and principal
contractors as soon as practicable and before the start of the construction phase, so they have enough time to carry out
their duties.
Contractors must make sure that those they appoint have, or are in the process of gaining the right skills, knowledge,
training and experience.
Supervision, Instructions and Information
The level of supervision, instructions and information required will depend on the risks involved in the project and the
level of skills, knowledge, training and experience of the workforce. Contractors (including principal contractors) must
make sure supervision is effective and suitable site inductions are provided along with other information – such as the
procedures to be followed in the event of serious and imminent danger to health and safety.
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Cooperating, Communicating and Coordinating
Duty holders must cooperate with each other and coordinate their work to ensure health and safety. They must also
communicate with each other to make sure everyone understands the risks and the measures to control those risks.
For example, through regular dialogue between the client, the principal designer and principal contractor to ensure they
have the time and resources to plan, manage, monitor and coordinate the pre-construction and construction phases.
Consulting and Engaging with Workers
Workplaces where workers are consulted and engaged in decisions about health and safety measures are safer and
healthier. Consultation about health and safety is two way. It involves giving information to workers, listening to them
and taking account of what they say before decisions are made by the duty holder. For example, hold meetings before
work starts to discuss the work planned for the day, identify risks and agree appropriate control measures. Involving
workers helps those responsible for health and safety to manage it in a practical way by:
a) Helping spot workplace risks and knowing what to do about them;
b) Making sure health and safety controls are appropriate;
c) Increasing the level of commitment to working in a safe and healthy way.
Workers must be consulted in good time. The:
a) Safety Representatives and Safety Committees Regulations 1977; and
b) Health and Safety (Consultation with Employees) Regulations 1996 require employers to consult their
workforce about health and safety.
In addition, CDM 2015 places a specific duty on principal contractors to consult and engage with workers.
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Temporary Works
“Temporary works” is a widely used expression in the construction industry for an “engineered solution” used to support
or protect an existing structure or the permanent works during construction, or to support an item of plant or equipment,
or the vertical sides or side-slopes of an excavation, or to provide access. The construction of most types of permanent
works will require the use of some form of temporary works.
Temporary works is defined in BS5975: 2008 “Code of practice for temporary works procedures and the permissible
stress design of falsework” as “(those) parts of the works that allow or enable construction of, protect, support or provide
access to, the permanent works and which might or might not remain in place at the completion of the works”.
Examples of temporary works include, but are not limited to: Earthworks - trenches, excavations, temporary slopes and
stockpiles. Structures - formwork, falsework, propping, façade retention, needling, shoring, edge protection, scaffolding,
temporary bridges, site hoarding and signage, site fencing, cofferdams.
Equipment/plant foundations - tower crane bases, supports, anchors and ties for construction hoists and mast climbing
work platforms (MCWPs), groundworks to provide suitable locations for plant erection, e.g. mobile cranes and piling rigs.
Temporary Works Management
The correct design and execution of temporary works is an essential element of risk prevention and mitigation in
construction. BS 5975:2008 provides recommendations and guidance on the procedural controls to be applied to all
aspects of temporary works in the construction industry and on the design, specification, construction, use and
dismantling of falsework.
Temporary Works Procedures
The Company should be able to demonstrate that they have in place effective arrangements for controlling risks arising
from the use of temporary works. These are usually captured in a temporary works procedure which will contain most or
all of the following elements:
•
•
•
•
•
•
•

Appointment of a Temporary Works Co-ordinator (TWC)
Preparation of an adequate design brief.
Completion and maintenance of a temporary works register
Production of a temporary works design (including a design risk assessment and a designer’s method statement
where appropriate).
Independent checking of the temporary works design.
Issue of a design/design check certificate, if appropriate.
Pre-erection inspection of the temporary works materials and components.

Control and supervision of the erection, safe use, maintenance and dismantling of the temporary works – i.e.,
procedures to:
•
•
•
•

Check that the temporary works have been erected in accordance with the design, and issue a formal “permit to
load” where necessary.
Confirm when the permanent works have attained adequate strength to allow dismantling of the temporary works,
and issue a formal “permit to dismantle” where necessary.
The procedure should include measures to ensure that the design function, the role of TWC, and Temporary
Works Supervisor(s) where appropriate, are carried out by competent individuals.
Smaller contractors may not have the experience to operate their own temporary works procedure and may need
to obtain external expertise. It is also common for large and medium contractors to outsource aspects of
temporary works design and management.

See Temporary Works HSE Link http://www.hse.gov.uk/foi/internalops/sims/constrct/2_10_04.htm
Construction (Design and Management) Regulations 2015. (CDM) Approved Code of Practice http://www.hse.gov.uk/pubns/priced/l153.pdf

Vision Building Services Health & Safety Policy

3.4

Confined Spaces Regulations 1997

The role of overall responsibility within the Company for complying with the confined Spaces regulations is the
Operations Manager.
The Company recognise it is vital when working in confined spaces that the work is carefully planned and systems are
put in place to control the operation and comply with the Regulations. Further measures must be taken to monitor these
systems and ensue that they are complied with.
Risk Assessment
The Company will ensure a risk assessment is carried out for each confined space prior to work commencing. Wherever
possible the work will be planned to eliminate the need for entry. The decision process relating to entry will be a prerequisite of the assessment. Where entry cannot be avoided, then the reasons will form part of the assessment. The risk
assessment will consider the tasks, the associated risks, the working environment; personnel involved and rescue
arrangements that may be required. Consideration will be given to the present or former contents of the confined space
in deciding on the appropriate type of detection and monitoring equipment.
Safe System of Work
The Method Statement produced by the Company will describe how the risks are to be managed and what precautions
and working practices will be adopted.
The Company will ensure only personnel suitable, (fit and trained) for working in confined spaces will be selected for this
type of work. The Company will ensure training is provided for, supervisors and persons, working in confined spaces,
acting as attendants or members of the rescue team.
Prior to entry, the Client will provide a competent person to carry out a test for gas/fumes/chemical deposits/oxygen
deficiency. The Client will ensure a Permit to Work system is implemented, and suitable detection equipment is provided
to enable continuous monitoring. Monitoring equipment may also be placed at the point of entry by the client if there is
any risk of toxic fumes or gas entering the confined space from external sources.
The Client will ensure that provision will be in place to maintain contact between operatives working in confined spaces
and the attendant outside who will have no other duties that affect their role of attendant. The Client will ensure that a
rescue plan will be drawn up before entry is allowed into the confined space. The Client will ensure adequate means of
access and egress will be provided which in the case of vertical inspection shafts etc.… (tripods and winches capable of
lifting persons). The Client will ensure attendants are fully trained and able to carry out emergency procedures. Provision
of suitable and sufficient emergency/rescue equipment will be made.
The Company will ensure that appropriate personal protective equipment will be provided and employees trained in its
use. Where the use of a safety harness is required by method statement, it must be attached to a safety line with another
person at the end of the line. Appropriate rescue equipment will be provided. Steps will be taken to prevent ingress of
hazardous materials, including chemicals, toxic fumes and exhaust gases from internal combustion engines such as
pumps, generators and local vehicles.
Flameproof electrics (intrinsically safe) will be used where there is a possibility of flammable atmosphere arising.
Any rescue plan will take into account the risks of mounting a rescue operation with the ultimate proviso that
the Rescuers must not put themselves at risk.
Working in Confined Spaces L101 - http://www.hse.gov.uk/pubns/priced/l101.pdf
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3.5

Control of Substances Hazardous to Health Regulations 2002 (as Amended) (COSHH)

CoSHH Assessments
The Company’s appointed CoSHH Administrator is the Operations Manager
To comply with the Regulations, the Company will appoint a CoSHH Administrator. The CoSHH Administrator’s duty is
to prevent exposure of persons to substances hazardous to health. Where this is not practicable through elimination or
substitution then exposure will be adequately controlled. Control, so far as is reasonably practicable, will be primarily by
means other than personal protective equipment, which will be considered as the last option.
The Company will ensure the CoSHH Administrator is competent and able to implement the following: •
•
•

Prepare an inventory of substances hazardous to health, produce assessments for the substances and confirm
the procedures by which they are handled.
Review the use of substances hazardous to health and where reasonably practicable, introduce safer
alternatives.
Implement and manage a procedure to ensure that any new substances added are assessed under CoSHH.

The CoSHH Administrator shall ensure that all employees are provided with suitable and sufficient information, instruction
and training with respect to any substances hazardous to health to which they are liable to be exposed. To that end
CoSHH assessments will be readily available to all staff. The staff will be instructed in relevant assessments prepared
by the CoSHH Administrator.
Although there has been no amendment to the regulations, in 2019, the HSE produced a bulletin regarding new
scientific evidence that exposure to all welding fume, including mild steel welding fume, can cause lung cancer.
Due to this, we have implemented additional controls to control exposure of welding fume, including that from mild steel
welding.
We will ensure as a company we will:
• ensure effective engineering controls are provided and correctly used to control fume arising from those
welding activities.
• provide adequate and suitable respiratory protective equipment (RPE) to control the risk from the residual fume
where engineering controls are not adequate to control all fume exposure.
• Correctly use engineering controls in place, we will suitably maintain them and ensure that thorough
examination and testing is conducted where applicable.
• Implement an RPE programme, encapsulating all the elements of RPE used, ensuring that this that this RPE
is effective in protecting the wearer.
Local Exhaust Ventilation (LEV)
LEV is a ventilation system that takes dusts, mists, gases, vapour or fumes out of the air so that they can’t be breathed
in. Properly designed LEV will:
•
•
•

collect the air that contains the contaminants;
make sure they are contained and taken away from people;
clean the air (if necessary) and dispose of the contaminants safely.

The Company will:
•
•
•
•
•
•
•

Ensure a clear specification is produced for LEV suppliers.
Ensure LEV suppliers are competent to provide the product and test/commission the system to ensure it is
working properly and controls exposure.
Ensure the supplier provides training on how the LEV works and how to check and maintain it.
Keep control of the user manual, logbook and commissioning report.
Regularly check and maintain LEV over the year and have it ‘thoroughly examined and tested’ by a competent
person once a year (legally you are allowed 14 months between tests).
If the LEV can become contaminated with toxic substances, the company may need to use ‘permits to work’
and formal method statements when people work on the system.
Co-operate with examiners and provide them the commissioning report, user manual and logbook.
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Silica Dust
Silica is a natural substance found in varying amounts in most rocks, sand and clay. For example, sandstone contains
more than 70% silica, whereas granite might contain 15-30%. Silica is also a major constituent of construction
materials such as bricks, tiles, concrete and mortar.
Dust is generated from these materials during many common construction tasks such as cutting, drilling, grinding and
polishing. Some of this dust is fine enough to get deep into your lungs. The fine dust is known as respirable crystalline
silica (RCS) and is too fine to see with normal lighting. It is commonly called silica or silica dust. The workplace
exposure limit for respirable crystalline silica dust is now set at 0.1mg/m3
After asbestos, silica is the biggest risk to construction workers being linked to:
•
Lung cancer
•
Silicosis - severe breathing problems and an increase in risk of lung infections.
•
Chronic obstructive pulmonary disease (COPD) - a group of lung diseases including bronchitis and
emphysema. It results in severe breathlessness, prolonged coughing and chronic disability. It can be very
disabling and is a leading cause of death.
We have a training and awareness programme in place which ensures that workers are working to the most suitable
and safe procedure, using the controls in place correctly. We have educated workers and will supervise them in order
that they:
•
Know the risk of dust and how this can harm their health;
•
Know how to use the dust controls and check that they are working;
•
Know how to maintain and clean equipment including properly cleaning, storing, and maintaining nondisposable RPE and changing RPE filters as recommended by the supplier;
•
Know how to use and look after RPE and other personal protective equipment (PPE);
•
Know what to do if something goes wrong.
As a company, with the participation of workers, we seek to minimise the formation of dust for our operations and
where possible stop it. We will do so by the following measures:
•
Before work starts, we will look at ways of stopping or reducing the amount of dust that may be made by:
•
Using different materials eg silica-free abrasives to reduce the risks when blasting;
•
Using less powerful tools eg a block splitter instead of a cut-off saw;
•
Using other work methods such as using the right size of building materials so less cutting or preparation is
needed or adopting a direct fastening system.
We will work towards stopping the dust getting into the air by:
•
Using water to damp down dust clouds, supplying enough at the right levels for the whole time that the work is
being done and not just wetting the material beforehand.
•
Using an on-tool extraction (type of local exhaust ventilation (LEV)) fitted directly onto the tool to remove dust
as it is being produced. The system will consist of the tool, capturing hood, extraction unit and tubing and will
be to the correct specification to be effective and will be subject to thorough examination and test at least every
14 months.
Where these two methods are not appropriate or might not reduce exposure enough, we will also supply respiratory
protection (RPE) which will be:
•
adequate for the amount and type of dust – RPE has an assigned protection factor (APF) which shows how
much protection it gives the wearer. The general level for construction dust is an APF of 20. This means the
wearer only breathes one twentieth of the amount of dust in the air;
•
suitable for the work, using disposable masks or half masks only where suitable and a person is required to
wear it for less than one hours duration without a break and changing these in line with manufacturer’s
recommendations . Powered RPE will be considered where long periods of wearing RPE is necessary.
•
compatible with other items of protective equipment;
•
fits the user including face fit testing for tight-fitting masks;
•
monitored to ensure it is being worn correctly, including adopting the clean shaven policy requirements for
tight-fitting masks.
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We will also review the works to include further controls as deemed fit. This can include:
•
limiting the number of people near the work;
•
rotating those doing the task;
•
enclosing the work to stop dust escaping. Use sheeting or temporary screens;
•
general mechanical ventilation to remove dusty air from the work area (eg in enclosed spaces such as
indoors);
•
selecting work clothes that do not keep hold of the dust.
What you need to know about CoSHH - INDG 136 - http://www.hse.gov.uk/pubns/indg136.pdf
Control of Substances Hazardous to Health- L5 http://www.hse.gov.uk/pubns/priced/l5.pdf
HSG97 Step by Step Guide to CoSHH Assessment - http://www.hse.gov.uk/pubns/priced/hsg97.pdf
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3.6

Control of Noise at Work Regulations 2005

The Company’s appointed Administrator for complying with the Control of Noise at Work Regulations is the Operations
Manager.
The Control of Noise at Work Regulations 2005 (Noise Regulations 2005) requires employers to prevent or reduce risks
to health and safety from exposure to noise at work. Employees have duties under the Regulations too. The Company
as an employer will comply with the Regulations by: •
•
•
•
•
•

Assessing the risk to employees from noise
Taking action to reduce the noise exposure
Providing hearing protection when the noise exposure cannot be reduced by other methods.
Make sure the legal limits on noise are not exceeded.
Providing employees with information, instruction and training.
Carrying out health surveillance where there is a risk to health

The Company, where it is impracticable to reduce the noise to an acceptable level, will display warning notices and
issue personnel affected with suitable ear protectors.
When noise levels are adjudged to exceed 80dB (A) average noise levels, 135dB (C) peak noise levels, a selection of
hearing protection will be provided for the employees, they will be advised to wear hearing protection.
When noise levels are adjudged to exceed 85dB (A) average noise levels, 137dB (C) peak noise levels, a selection of
suitable hearing protection will be provided and its use enforced. It is the responsibility of the Company management to
advise on the particular circumstances, as they arise.
There are also levels of noise exposure which must not be exceeded: - Exposure limit values:
• Daily or weekly exposure of 87 dB;
• Peak sound pressure of 140 dB.
These exposure limit values take account of any reduction in exposure provided by hearing protection.
Note: Noise is measured in decibels (dB). Every three dB doubles the noise, so what might seem like small differences
in the numbers can be quite significant.
Noise Pollution
It is essential that where the Company activities take place (particularly those near inhabited dwellings) they take all
reasonably practicable steps to minimise the noise generated on the sites and thereby avoid the serving of a Local
Authority Notice under the Noise at Work Regulations 2005.
Noise Assessment
Assessments will be carried out at regular intervals to ascertain the requirement or not of the wearing of hearing
defenders.
The assessments are to be carried out by a person who has the skill and experience to measure noise.
•
•

Any assessment showing an exposure above 80 dB (A) 135dB (C) the employees will be strongly advised to
wear hearing protection.
Any assessment showing an exposure above 85dB (A) 137dB (C) the employees will be informed of the
requirements by law and the enforcement of wearing hearing protection will be carried out.

When the results of any such assessment are known, the information will be cascaded down to the employees, they will
be informed of all action levels and of the risk to their hearing.
Health Surveillance
The Company will provide health surveillance (hearing checks) for all employees who are likely to be regularly exposed
above the upper exposure action values, or are at risk for any reason, e.g. they already suffer from hearing loss or are
particularly sensitive to damage.
Controlling Noise at Work L108 - http://www.hse.gov.uk/pubns/priced/l108.pdf
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Noise Emission in the Environment by Equipment for Use Outdoors Regulations 2001
The Company’s appointed Administrator for complying with the Noise Emissions Regulations is the Operations
Manager.
From 3rd January 2002, all equipment for use outdoors within the scope of the Directive placed on the market or put into
service in the community must comply with the provisions of the Directive. Failure to comply with the requirements of
the Directive will mean that these products may be prohibited from being placed on the community market, or withdrawn
if placed on the market after 3rd January 2002.
The Directive applies to 57 types of equipment for use outdoors, which requires noise emission measurements to be
taken and to fix labels showing the "guaranteed" noise levels of each machine. In addition, the Directive sets noise limits
for 22 of the 57 categories, for equipment subject to noise limits the involvement of a notified body will be required.
The Company will comply by ensuring that all new equipment (manufactured after 2001) used on site or on premises will
be tested and CE marked in accordance with the above Regulations.
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3.7

Control of Vibration at Work Regulations 2005

The Company’s appointed Administrator for complying with the Control of Vibrations Regulations is the Operations
Manager.
The Regulations introduce action and limit values for hand-arm and whole-body vibration.
Hand Arm Vibration Syndrome (HAVS) - The Regulations introduce an: •
•

Exposure action value of 2.5m/s2 A (8) at which level employers should introduce technical and organisational
measures to reduce exposure.
Exposure limit value of 5.0m/s2 A (8) which should not be exceeded.

Hand Arm Vibration Syndrome is also known as “Vibration White Finger”, “or “Raynaud’s phenomenon”, the Company
is aware that the condition affects operatives who regularly use equipment emitting vibration. Vibration from equipment
can damage blood vessels in the fingers, thus reducing the blood supply. It can also damage nerves, leading to loss of
feeling in the fingers and hands especially in cold conditions. Muscles and bones can also be damaged.
The Company employees may be exposed to vibration which is transmitted into hands through the holding points.
To comply with the Regulations, the Company will: •
•
•
•
•
•
•
•

Assess the vibration risk to employees
Decide if they are likely to be exposed above the daily exposure action value (EAV) and if they are:
Introduce a programme of controls to eliminate risk, or reduce exposure to as low a level as is reasonably
practicable;
Provide health surveillance (regular health checks) to those employees who continue to be regularly exposed
above the action value or otherwise continue to be at risk;
Decide if they are likely to be exposed above the daily exposure limit value (ELV) and if they are: o take immediate action to reduce their exposure below the limit value;
Provide information and training to employees on health risks and the actions you are taking to control those
risks
Consult employees the proposals to control risk and to provide health surveillance;
Keep a record of your risk assessment and control actions;

L140 Hand-arm Vibration - http://www.hse.gov.uk/pubns/priced/l140.pdf
L141 Whole-body Vibration - http://www.hse.gov.uk/pubns/priced/l141.pdf
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3.8

Control of Lead at Work Regulations 2002

The Company’s appointed Administrator for complying with the Lead Regulations is the Operations Manager.
When lead and lead compounds are processed, worked or recovered from scrap or waste they can create lead dust,
fume or vapour. This can be absorbed by the body through breathing or swallowing. Exposure to lead can lead to a
range of medical problems. The main problems of lead will arise primarily, in scrap processing, re-cycling yards, or from
flame cutting of steelwork coated with lead bearing paint.
The Company will, prior to commencement of work, ensure assessments of potential problems are carried out. This will
include the taking of paint samples for lead analysis, an initial assessment will be made as to the probable extent of the
problem.
The Company will provide protective equipment including adequate respirators, fire resistant overalls, decontamination
facilities etc.
The Company will provide employees with appropriate information and instruction on the use of these items. The
respiratory protection provided will vary, but will be aligned to the degree of hazard present.
The Company will ensure that medical surveillance of the work force, in accordance with regulations, will be carried out
either by a company appointed medical adviser or, by prior arrangement. They will monitor and oversee the overall
programme and make any necessary arrangements for medical examinations and routine testing. Any suspensions of
individuals due to unacceptable lead levels will be affected in association with the competent medical authorities.
Employees will conform strictly to the requirements of the Regulations and will use the protective equipment provided
correctly.
Information given to employees will include copies of the H.S.E. publication MSA1 "Lead and You".
http://www.hse.gov.uk/pubns/indg305.pdf

The Company will ensure that the safeguards provided for the flame cutting aspects of lead will be adequate for the other
forms of lead normally found on scrap processing, re-cycling yards. An exception will be when working with organic
forms of lead, such as Tetra Ethyl Lead. On such occasions completely separate and specific working instructions will
be given to all those involved
L132 Control of Lead at Work - http://www.hse.gov.uk/pubns/priced/l132.pdf
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3.9

Dangerous Substances and Explosive Atmosphere Regulations 2002 (DSEAR)

The Company’s appointed DSEAR Administrator is the Operations Manager
Dangerous substances can put peoples’ safety at risk from fire and explosion. DSEAR puts duties on employers and
the self-employed to protect people from risks to their safety from fires, explosions and similar events in the workplace,
this includes members of the public who may be put at risk by work activity.
Dangerous Substances
Dangerous substances are any substances used or present at work that could, if not properly controlled, cause harm
to people as a result of a fire or explosion. They can be found in nearly all workplaces and include such things as
solvents, paints, varnishes, flammable gases, such as liquid petroleum gas (LPG), dusts from machining and sanding
operations and dusts from foodstuffs.
DSEAR Requirements
The Company must:
•
•
•
•
•
•
•
•
•

Ensure all dangerous substances in their workplace are identified and what fire and explosion risks exist
Ensure suitable and sufficient control measures are put in place to either remove those risks or, where this is not
possible, control them
Put controls in place to reduce the effects of any incidents involving dangerous substances
Prepare plans and procedures to deal with accidents, incidents and emergencies involving dangerous
substances
Ensure employees are properly informed about and trained to control or deal with the risks from the dangerous
substances
Identify and classify areas of the workplace where explosive atmospheres may occur and avoid ignition sources
(from unprotected equipment, for example) in those areas
Ensure flammable liquids are stored separately from other dangerous substances abiding by the recommended
maximum quantities that should be stored in cabinets and bins as below:
No more than 50 litres for extremely, highly flammable and those flammable liquids with a flashpoint below the
maximum ambient temperature of the workroom/working area
No more than 250 litres for other flammable liquids with a higher flashpoint of up to 60C

If your workplace stores but does not dispense petrol The Petroleum (Consolidation) Regulations 2014 do not apply;
dispensing petrol means the manual or electrical pumping of petrol from a storage tank into the fuel tank for an internal
combustion engine or into a container, i.e. retail and non-retail petrol filling stations.
The regulations are not intended to bring in certification for workplaces that are not currently licensed. Therefore,
workplaces such as golf courses, scrap metal/salvage yards, etc. would not routinely fall under the storage requirements
of the regulations. At those premises where there maybe dispensing of petrol into containers, such activity is considered
ancillary and not of the scale intended to be covered by Part 2 of the regulations.
Your workplace continues to be covered by:
•
•

The Dangerous Substances and Explosive Atmospheres Regulations 2002 (DSEAR)
The Dangerous Substances and Explosive Atmospheres Regulations 2002. Approved Code of Practice and
guidance

Dangerous Substances & Explosive Atmosphere Regulations L138 - http://www.hse.gov.uk/pubns/priced/l138.pdf
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3.10

Electricity at Work Regulations 1989

The Company’s appointed Administrator for complying with the Electrical Regulations is the Operations Manager.
The Company will ensure that all electrical supply, systems and equipment used throughout all the Company’s operations
will be properly selected, installed, used and maintained. Due consideration will be given to the foreseeable conditions
to which the system will be exposed to in terms of usage, individual components, maintenance, testing, the environmental
conditions and nearby activities, which may affect the system.
Fixed Installation
The Company will ensure that each fixed electrical installation has a periodic inspection and certification by a qualified
Electrician every three to five years (dependent upon the particular environment and use of the installation) in line with
the Electricity at Work Act 1989. All the Company electrical installations will be maintained on a regular basis to ensure
their safe use, particularly with regard to fire risk. All inspections are to be recorded and an Electrical Register kept
supporting these inspections.
The Company will
• Provide sufficient socket outlets and avoid or minimise the use of adapters as overloaded sockets can lead to
fire hazards.
• Promote the use of low voltage portable equipment on site, e.g. battery operated cordless tools, 110volt
equipment and hand held tools.
• Test the residual current device if fitted. This only involves pushing a test button and can help to maintain the
effectiveness of the device. Advice on how often to do this is normally given in the manufacturer’s instructions.
• Not use taped joints to connect cables since they have neither the mechanical strength needed nor sufficient
insulation or protection from liquids. Damaged cables will be replaced completely.
• Carry out visual inspections of plugs and leads and have them repaired as necessary. Faults to look out for
include physical damage to the cable, failure of the cord grip at the plug and signs of overheating. If faults are
found the repair will be carried out by someone who has the necessary skill and knowledge to complete the task
safely.
• Consider whether their equipment needs a more detailed inspection and test or whether the installation itself has
reached a stage where it is likely to need a test. For example, equipment in offices which is frequently moved or
which has a lead which is subject to a lot of twisting may develop an internal fault.
• Not ignore obvious tell-tale signs such as faulty switching or intermittent stopping, which may indicate an internal
fault such as a loose wire and cause external metalwork to become live.
• Ensure that electrical equipment is switched off before any cleaning or maintenance is carried out.
• Encourage staff to report electrical equipment which is not working properly;
• Ensure that employees are trained and fully aware of these safety precautions and will be encouraged to keep
vigilant on electrical safety because the consequences can lead to tragedy.
Portable and Transportable Electric Equipment
There is no universally accepted definition of what is meant by portable equipment. However, it is accepted to mean
equipment that is not part of a fixed installation, but is intended to be connected to a fixed installation, or generator by
means of a flexible cable and either a plug and socket, spur box or similar.
This includes equipment either hand-held or hand-operated and likely to be moved while connected to the supply. The
electrical supply to the equipment is assumed to be a voltage that can give a fatal electrical shock i.e. greater than 50volts
AC or 120 volts DC. Examples of portable equipment are: - kettles, extensions leads, fridges, printers, hand tools. The
Company will ensure that all inspections of portable equipment will be recorded and an electrical register kept supporting
inspections.
Most electrical shocks are between a live part and earth as a result of a fault or damage to plugs, cables or equipment.
Experience in the UK has shown that the use of reduced low voltage (e.g. fed from a centre tapped earth transformer,
CTE) portable electrical tools or equipment will effectively eliminate the risk of death and greatly reduce the degree of
injury in the event of an electric fault.
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The Company will ensure that: •
•
•
•
•
•

All portable electric equipment used in their operations will be carefully selected and is suitable for its intended
purpose and the environment it is to be used in.
All portable and transportable electric equipment will be suitably maintained. The level of maintenance will be
determined by the degree of risk.
All will be operated at approved reduced voltages, 110v for tools which will be centre-tapped to earth so that the
maximum voltage to earth should not exceed 55v.
Where mains voltage equipment is used a non-adjustable residual current device (RCD) will be installed at the
distribution board or the fixed mains supply socket.
Mains voltage equipment used will be either double insulated, (constructed with two layers of insulation to provide
electrical protection in case of damage to the outer insulation) or all insulated, (constructed with reinforced
insulation).
For other purposes i.e. lighting, lower voltages will be used where possible. When temporary lighting is provided
installations will be carried out either by competent persons or approved contractors.

BS 7671 (IET Wiring Regulations)
All electrical installation works carried out by the Company will be in accordance with the current BS 7671 (the IET Wiring
Regulations) which sets the standards for electrical installation in the UK and ensures that the work meets the
requirements of the Electricity at Work Regulations 1989.
The IET co-publishes the Regulations with the British Standards Institution (BSI) and is the authority on electrical
installation.
A major update to the Regulations published in January 2015: BS 7671:2008 Incorporating Amendment 3:2015. This
affects all users and contains updates that are vital to ensuring the safety of installers and consumers alike.
GS38 Electrical Test Equipment – http://www.hse.gov.uk/pUbns/priced/gs38.pdf
HSG107 Maintaining portable electrical equipment – http://www.hse.gov.uk/pubns/books/hsg107.htm
HSG85 Electricity at Work – http://www.hseni.gov.uk/hsg85_electricity_at_work_-_safe_working_practices.pdf
IET Wiring Regulations 17th Edition-http://electrical.theiet.org/books/amendment-no3/17th-edition-amd3.cfm

Vision Building Services Health & Safety Policy

3.11

Gas Safety (Installation and Use) Regulations 1998

The Company’s appointed Administrator for complying with the Gas Safety Regulations is the Operations Manager.
Gas Health and Safety Law and Enforcement
Gas Health and Safety Law -Gas health and safety law aim to ensure the safe installation, maintenance and use of
gas in domestic and business premises.
HSE and local authorities have joint enforcement responsibilities under the Gas Safety (Installation and Use) Regulations
1998 to aim to prevent injury to consumers and the public from either carbon monoxide (CO) poisoning or fire and
explosion.
The Gas Safety (Installation and Use) Regulations 1998 place responsibilities on a wide range of people, particularly:
Gas Safe Register
Gas Safe Register monitors the competency of those businesses and their operatives to undertake gas work safely and
to investigate complaints against registered engineers.
Gas Engineers
Individual Gas Engineers or gas installation businesses are required to be Gas Safe Registered.
Anyone carrying out work on gas appliances or fittings, as part of their business, must be competent and a Gas Safe
Registered Engineer.
RIDDOR Reportable Gas Incidents
The Gas Engineer registered with the GasSafe Register will provide details of any gas appliance or fittings that are
considered to be dangerous to the extent that people could die lose consciousness or require hospital treatment. This
may be due to the design, construction, installation, modification of servicing, and could result in:
•
•
•

An accidental leakage of gas
Inadequate combustion of gas or
Inadequate removal of products of the combustion of gas

The Gas Engineer will report the above online to the HSE ref RIDDOR section for further details
The Company will comply with the Regulations by ensuring that individual Gas Engineers or Gas Installation
Engineers employed by or used by the Company are Gas Safe registered.

Safety in the Installation and use of Gas Systems and Appliances L56 - http://www.hse.gov.uk/pubns/priced/l56.pdf
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3.12 Hazardous Waste Regulations (England & Wales) (Amendment) Regulations 2016, the Waste (England
and Wales) Regulations 2011 and the Waste Electrical and Electronic Equipment (WEEE) Regulations.
The Company will ensure hazardous waste produced or handled by the business in England causes no harm or damage.
This includes electrical and electronic waste (either hazardous or non-hazardous), general waste destined for landfill or
incineration (including waste to energy schemes) and recyclable goods and materials.
There is a waste hierarchy to adopt under regulation 21 of the Waste (England and Wales) Regulations to ensure that
we make decisions to reduce waste to landfill and encourage re-use as a first option. The hierarchy can be seen as either
the following as they both expect the same results and considerations:

The Company have a general ‘duty of care’ and will meet extra requirements depending on whether we are any of the
following within the waste duty of care chain (please note that the producer may also be the carrier where you collect
your own waste or remove waste from site):
•
•
•

producer or holder (you produce or store waste or customer waste brought back under contract of the works
and collated by you with your own or other waste to be taken away together – eg skip of timber fencing or bricks
and rubble)
carrier (you collect and transport waste) If its your own waste and you have not made money from it you can
use a LOWER tier license but if you are moving someone else’s waste or are charging to carry it then you MUST
have an UPPER tier license.
consignee (you receive waste, e.g. for recycling or disposal)

Producers and holders
As a producer, we will follow these steps in England and Wales if the business:
• produces waste
• holds or stores waste
• has waste removed from its premises
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We will:
•
•
•

•
•

Classify waste (EWC – 6 DIGIT UNIQUE CODE) to check if it’s hazardous or non-hazardous and segregate to
prevent cross - contamination and to keep incompatible wastes from each other.
Separate and store waste safely in the correct container / bund and off the floor where possible (eg skip, pallets,
IBCs on pallets, drums on pallets, waste safe, etc)
Use authorised businesses to collect, recycle or dispose of waste – check that waste carriers are registered, that
this license has not expired, that the waste site it is going to (exact address and postcode in addition to company
name) has an environmental permit or exemption capable of taking the waste (i.e live on Environment Agency /
government public register and schedule 2 of their permit or list of permitted wastes includes the EWC classified
for the waste.
Fill in the parts of the consignment note that apply to the company as the PRODUCER ONLY – keep one copy
and give 2 copies to the carrier collecting waste.
Keep records (known as a ‘register’) for 3 years at the premises that produced or stored the waste.

As a company we will keep copies of:
•
•
•

consignment notes
consignee returns – you’ll get these from businesses that receive your waste (consignees)
any related documents, e.g. ‘carrier schedules’ (list of carriers when there is more than one), records of rejected
loads

If these documents aren’t accurate or complete, the Company will keep a record of any missing information.
Carriers
As a carrier we have our own license which we keep upto date in accordance with The Controlled Waste (Registration
of Carriers and Seizure of Vehicles) Regulations 1991
As the carrier, we will:
•
•
•
•
•
•
•
•
•
•
•

Register as a waste carrier.
Have competent drivers to move the waste, holding appropriate licenses and drivers cards.
Check the relevant parts relevant to the Producer on the Waste Transfer Note or Hazardous Waste Consignment
Note and before we accept the waste – make sure the waste is classified correctly, has the producers details
and is signed by the producer for regulation 12 conformance.
Ensure waste is segregated correctly and it is safe and secure to transport when it is loaded for transportation
to the transfer station, treatment station or disposal point.
Fill in the part of the Waste Transfer Note or Hazardous Waste Consignment Note that applies to the carrier
including the carriers license details vehicle registration and drivers name.
Obtain the drivers signature for acceptance of the waste from the producer.
Leave one copy of the Waste Transfer Note or Hazardous Waste Consignment Note with the waste producer or
holder and keep 2 copies – these must stay with the waste until it reaches its destination.
Identify any issues between the load and details on the Waste Transfer Note or Hazardous Waste Consignment
Note (eg quantities, descriptions, etc) or any issues why the load cannot be taken for safety / environmental /
legal reasons.
Take the waste to the destination detailed on the Waste Transfer Note or Hazardous Waste Consignment Note
– it must be an authorised and approved site having been checked prior to collection of the waste.
Keep records (known as a ‘register’) for one year.
Keep records at the company head office.

We will retain copies of:
•
•
•

consignment notes
any related documents, e.g. ‘carrier schedules’ (list of carriers when there is more than one),
records of rejected loads

If these documents aren’t accurate or complete, the company will keep a record of any missing information.
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Consignees
As a consignee the Company will:
•
•
•
•
•
•
•

Get an environmental permit or register an exemption for the premises.
Check the consignment note and waste before it is accepted – make sure it’s classified correctly.
Reject the waste if the consignment note is missing, incorrect or incomplete.
Fill in part E of the consignment note for any hazardous waste accepted or rejected – keep one copy and hand
one copy back to the carrier.
Send consignee returns to the Environment Agency, and the waste producer or holder, to report on any
hazardous waste accepted or rejected.
Keep records (known as a ‘register’).
Keep records at the site where the hazardous waste was stored, treated or disposed.

The Company will keep:
•
•
•

consignment notes
any related documents, e.g. ‘carrier schedules’ (list of carriers when there is more than one), records of rejected
loads
a site inventory that records where waste was stored, treated or disposed of at the waste site – keep this in a
secure, marked area that’s accessible in emergencies

Consignment Notes
From 1 April 2016 the Company as a consignee will be required to complete the new consignment note when moving
hazardous waste from their premises or sites. However, if moving waste in Wales the old consignment note must
be used.
Records of consignment notes will be kept in the Company’s head office register for a minimum of three years.
Consignee returns
Consignment Notes and Consignment Returns
Consignee returns are reports on any hazardous waste received, treated or disposed of by a business (the ‘consignee’).
As a consignee (transfer, treatment, incineration or disposal site) we will retain waste transfer notes and hazardous waste
consignment notes.
The following explains the length of time we must retain records as a consignee:
Waste site
Landfill (disposal codes D1 to D6 and D12)
Other waste site with a permit
Other waste site with a permit
Waste sites with an exemption

Type of record
All records
Consignment notes
Site inventory and all other records
All records

How long we must keep it
As long as you have a permit
5 years
As long as you have a permit
3 years

Consignee returns are reports on any hazardous waste we have moved and co-incide with our hazardous waste
consignment notes for the same period. They are produced by the ‘consignee’ hence if we have used 3 different waste
agents, we will receive 3 different consignment returns.
As a waste producer or holder, we will request consignee returns every quarter from the consignee dealing with our
hazardous waste.
Where we do not receive a record of where our waste has been taken to, we will stop using that waste agent and we will
contact the Environment Agency to request their advice.
As a consignee, every quarter we will send a consignee return to the:
Environment Agency detailing all waste for that period
Every waste producer or holder for the waste applicable to them only for the period
For more information, see: - https://www.gov.uk/guidance/hazardous-waste-returns-supplementary-guidance#guidance-effective-from-1-april2016
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3.13

Health and Safety (First Aid) Regulations 1981

The Company’s appointed First Aid Administrator is the Operations Manager
The Company provides adequate and appropriate equipment, facilities and personnel to enable first aid to be given to
employees if they are injured or become ill at work as required by the current First Aid Regulations. These Regulations
apply to all workplaces including those with five or fewer employees and to the self-employed.
The Company will ensure •
•
•
•
•
•

That a risk assessment is carried out to determine that there is suitable and sufficient first aid trained personnel
within the company appropriate to the circumstances (hazards and risks) of each section of the business, this
should be reviewed on a regular basis
That consideration of all workplace hazards and risks, the size of the organisation and other relevant factors, to
determine what first aid equipment and facilities for first aid treatment should be provided.
That after assessing the risks will select a competent first aid training provider who is suitable and sufficient for
the requirements of the Company’s business.
There are first aid boxes available that contain a sufficient quantity of suitable first aid materials and that these
are checked on a regular basis by a competent person.
All accidents are recorded and investigate to determine if there are any underlining trends
Employees are informed of the first aid arrangements regarding first aiders, appointed persons, location of all
first-aid equipment and any treatment areas.

Selection of Competent First Aid Training Organisations
As from the 1st October 2013 the HSE have produced a revised guidance which helps employers identify and select
competent training providers see hyperlink below.
Selection Criteria
The Company will ensure that the selection criteria will include:
•
•
•
•
•

The qualifications expected of trainers and assessors;
Monitoring and quality assurance systems a training company has in place;
Teaching and standards of first-aid practice;
Syllabus content; and
The information included on a certificate.

NB Where additional or specialist training may be required by the Company due to the work activity, the Company will
choose the most appropriate specialist provider to meet their identified training needs.
First Aid at Work L74 - http://www.hse.gov.uk/pubns/priced/l74.pdf
Selecting a First-aider training Supplier - A guide for employers Oct 2013 - http://www.hse.gov.uk/pubns/geis3.htm
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Health and Safety (Consultation with Employees) Regulations 1996

The Company’s appointed Administrator for complying with the Health and Safety (Consultation with Employees)
Regulations is the Operations Manager.
Consultation with Employees
The Regulations require the Company to consult with employees on matters that affect their health and safety.
The Company will comply with these regulations by: •
•

Providing notice of the consultation to employees in good time to give them the opportunity to express their views
about the matter in light of the information available.
The consultation will involve listening to their views and taking account of what they say before any decision is
taken on any matter.

Facilities for joint consultation will be made available to enable employees to co-operate in prompting and developing
effective measures to ensure their health and safety at work. This type of consultation will be brought about through an
open door policy, inductions and safety talks where employees can give feedback and raise issues of concern.
The Company will follow the regulations as laid down in the H.S.E. Booklet: “A guide to the Health and Safety
(Consultation with Employees) Regulations 1996” and will consult with their employees on the following matters: •
•
•
•
•

Measures within the workplace which may substantially affect their health and safety.
Arrangements for getting a competent person/s to assist the company with health and safety requirements and
implement evacuation procedures.
Information on risks to health and safety and any preventive measures.
The planning and organising of any health and safety training e.g. training of new employees or employees
exposed to new or increased risks.
The health and safety consequences for them of new technology that is planned into the workplace.

Consultation with Non English Speaking Employees
The Company will ensure that Non-English speaking persons or anyone with language difficulties or disabilities will be
provided with such Information in whatever form is most suitable, as long as it can be understood by everyone. This will
include assessing the risks associated with the fact that the individual does not speak and/or understand English;
consider reasonable means of reducing the risk. This will be achieved by the Company translating English information
into the relevant language, international recognised pictorial signs and using bilingual employees to interpret/translate
information.
“The Health and Safety Law – What You Need to Know” Poster
The Health and Safety Law poster will be displayed along with other health and safety information to enable all employees
of the Company to consult if they wish to do so. The H&S Law Poster is a legal requirement as stated in the following
regulations: - The Health and Safety Information for Employees Regulations 1989

Consulting Workers on Health & Safety - L146 - http://www.hse.gov.uk/pubns/priced/l146.pdf
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Health and Safety (Display Screen Equipment) Regulations 1992

The Company’s appointed Administrator for complying with the DSE Regulations is the Office Manager.
To comply with these Regulations as amended 2002 the Company will seek to protect the health of the workers by
reducing risks from DSE work.
The health problems associated with this type of work are: •
•

Upper limb disorders (including pains in the neck, arms, elbow, wrists, hands, fingers)
Temporary eyestrain (but not eye damage) and headaches, fatigue and stress.

The causes may not always be obvious and can be a combination of factors, but enough is known about the importance
of some measures, for example, the need to sit properly to allow the risks to be tackled effectively.
Who is a Display Screen User or Operator
Employees and self-employed - who habitually use display screen equipment for the purposes of an employee's
undertaking as a significant part of their normal work. The Employees who are covered as 'users' and all the regulations
apply to protect them as specified, whether they are required to work.
•
•
•

At their own employer's workstation.
At a workstation at home.
At another employer's workstation. In this case that other employer must comply with regulations and their own
employer, as is specified in the regulations concerned.

Not everyone who uses a DSE is covered by the regulations; people using a DSE more or less continuously on most
days will be covered. So, normally, are others who: •

Normally use a DSE for continuous spells of an hour or more at a time; and use it more or less daily; and have
to transfer information quickly to or from the screen.

Analysis of Workstations to Assess and Reduce Risks
The Company will ensure a suitable and sufficient analysis is carried out of these workstations: •
•

Regardless of who has provided them when they are used for the purpose of this undertaking?
Have been provided by them and are used for the purpose of their undertaking by operators.

Possible risks which may have been associated with display screen equipment work are summarised. The principal
risks relate to physical (Musculoskeletal) problems, visual fatigue and mental stress. In display screen work as in other
types of work, ill health can result from poor work organisation, working environment, job design and posture, and from
inappropriate working methods.
DSE Health Surveillance
The Company will ensure all “Users” complete a “Display Screen Equipment Self-Assessment” form on an annual
basis to help identify any early warning signs of ill health due to working with DSE. The information derived from the
self-assessment form will be dealt with in the strictest confidence and kept in a secure place.
DSE L26 Work with Display Screen Equipment - http://www.hse.gov.uk/pubns/priced/l26.pdf
HSG90 an easy Guide - http://www.hse.gov.uk/pubns/priced/hsg90.pdf
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Health and Safety (Safety Signs and Signals) Regulations 1996

The Company’s appointed Safety Signs & Signals Administrator is the Operations Manager.
To comply with these regulations, the Company will ensure that safety signs are provided (or are in place) and maintained
in circumstances where risks to health and safety have not been avoided by other means, for example engineering
controls or safe systems of work.
The Company will provide signs where there is a residual risk to employees and they will inform and warn of any further
measures that are necessary. Signs will be provided where the risk is significant enough to warrant such action. They
will only be used after all other practical means of controlling risks have been implemented and will never be used as a
substitute for controlling risks.
The Company will endeavour to pass on information to employees explaining the need for signs and ensure that they
are understood. All safety signs will be properly maintained so that they are capable of performing the function for which
they are intended. This will include the routine cleaning of signboards and the checks of illuminated signs.
All signs will be positioned in the workplace where they can be easily seen and understood.
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Lifting Operations and Lifting Equipment Regulations 1998 (LOLER)

The Company’s appointed Administrator for complying with the LOLER Regulations is the Operations Manager.
All lifting operations are potentially hazardous if not carried out by competent personnel working to agreed procedures
and regulations, and utilising properly designed, manufactured, tested and maintained equipment.
Lifting Operations
Where the Company is involved with lifting operations the Company will ensure that the lifting operations are planned,
supervised and carried out in a safe manner by a competent person and that the correct plant and equipment is available,
prior to carrying out the lift.
Equipment
The Company will ensure where equipment is used for lifting it will be marked accordingly and will be safe for such
purposes to ensure that all necessary precautions have been taken to eliminate or reduce any risk. The Company will
ensure that before lifting equipment (including accessories) is used for the first time it will be thoroughly examined.
The Company will ensure that all examination work will be performed by a competent person; and following a thorough
examination or inspection of any lifting equipment, a report will be submitted by the competent person to the Company
to take the appropriate action.
The Company will ensure that lifting equipment is: •
•
•

Sufficiently strong, stable and suitable for the proposed use. Similarly, the load and anything attached must be
suitable e.g. timber pallets, lifting points
Positioned or installed to prevent the risk of injury such as the load falling or striking people
Clearly marked with the appropriate information to take into account its safe use, such as the Safe Working Load
(SWL). All lifting accessories will be marked in the same way such as slings and clamps

Certification of Lifting Appliances (Cranes, lifting beams etc.)
The Company will ensure that any lifting appliances used in its operations will have been tested and examined before
being used. This will ensure that:
•
•
•
•
•
•
•

The test and examination is repeated every four years.
The examination only is repeated every twelve months.
The test and examination is repeated after any alteration or repair likely to affect the strength or stability of the
crane.
Certificates are obtained for all tests and examinations.
A record is kept of the examinations carried out at twelve monthly intervals.
An inspection is carried out daily by a competent person (usually the driver) and the results of the inspection
recorded on suitable forms.
Copies of test certificates, examinations and inspections are available for inspection when required

Certification of People Lifting Appliances (MEWPs, Passenger Lifts etc.)
The Company will ensure that any lifting appliance designed to lift people will have been tested and examined before
being used. We will ensure that: •
•
•
•
•

The people lifting appliance is thoroughly examined every six months or in accordance with an examination
scheme drawn up by such a competent person.
Certificates are obtained for all tests and examinations.
A record is kept of the examinations.
An inspection is carried out daily by a competent person (usually the operator) and the results of the inspection
recorded on suitable forms.
Copies of test certificates, examinations and inspections will be available for inspection when required
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Lifting Gear
The Company will ensure the correct type and use of lifting gear when lifting operations are being performed. The
Company recognise that the severe use to which lifting gear is often subjected, together with the serious consequences
to life and property, (which may result from a failure) make it important that maximum attention is paid to the correct use
and maintenance of all lifting gear. This will be achieved by a strict testing, inspection and maintenance programme,
along with careful use and storage.
Certification of Lifting Gear
All ropes, chains, slings and other gear used for lifting will be properly made and strong enough for the work. No wire
ropes, chains, slings or other lifting gear will be used unless they have been tested and examined. We will ensure that:
•
•
•
•
•

All ropes, chains, slings or other gear are clearly marked with their safe working load (SWL) and an identification
mark.
Certificates are be obtained for each test and examination.
A wire rope showing signs of stress or defects (eg when several of its wires can be seen to be broken) is
quarantined pending inspection by competent person for a decision to be made on its safe use and suitability.
The test and examination is repeated prior to expiry and another certificate obtained for all chain or other gear
and especially prior to use for those that have been altered or repaired by welding.
All ropes, chains, slings and other gear are examined at the legally required frequency and a record of the
examination maintained.

Before any major lift the Company will ensure the following: •
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

That the Client has assessed and tested, if necessary, the ground conditions for the location of the crane, to
ensure that they are suitable and sufficient to take the total combined weight of the crane and the maximum load
to be lifted.
The appointed person is established and available on site to supervise the lift.
A clear system of communication is established and agreed between the person in charge, the crane driver(s),
the banksmen and the riggers handling the load.
The Crane is set up in the agreed location and in accordance with the manufacturer instructions (outriggers,
counterweights, crane level, correct safe load indicators fitted and tested clearance for tail swing or rotation).
All hazards in the lifting area are risk assessed and removed or controlled e.g. overhead power lines, live pipe
bridges, adjacent railway lines etc.
The load is in the planned location?
The load is properly slung (correct shackles used, lifting points inspected, and loads on lifting lugs checked from
varying strop angles)?
The weight of the load has been confirmed, and the load is empty of water or loose debris.
The weather is suitable to carry out the lift (wind speed, visibility, and temperature etc.…, measured at the lifting
height!).
All unnecessary personnel are clear of the area.
The lifting tackle can be removed safely when the load is in its final position?
Hooks used for lifting are fitted with a safety catch or shaped to prevent the load coming off the hook.
Chains or slings are not shortened by tying knots in them.
Timber/sacking ‘bights’ are being used when slinging material which is liable to slip.
Packing is used to protect the strops from sharp edges when lifting.
Brother chains around the load, have the back of the hooks facing the ring.

Training and Competency of Crane Drivers, Slinger, Signalman or Appointed Persons
The Company will ensure where their employees are acting as crane drivers, slinger, signalman or appointed persons
that they are fully trained to a nationally recognised standard and receive adequate refresher training when required.
Crane Maintenance & Repair Operatives
The Company will ensure any maintenance to their crane etc., whether it is carried out by their employees or is contracted
out, is carried out by operatives who are trained to a nationally recognised standard.
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BS7121 ‘Code of Practice for Safe Use of Cranes
BS7121 is the British Standard Code of Practice for the Safe Use of Cranes. It is recognised as best practice in the
industry and has been drawn up by the industry in conjunction with the Health and Safety Executive (HSE).
•
•
•

HSE recommends the use of BS7121 to any person or organisation who have duties under the Health and
Safety at Work Act 1974 and who use or hire cranes.
Whilst compliance to the code does not in itself confer immunity from legal obligations, failure to comply would
be taken as prima facie evidence of failure to provide a safe place of work for employees and contractors.
The code also gives guidance on how to comply with Lifting Operations and Lifting Equipment Regulations
1998 and the Provision and Use of Working Equipment Regulations 1998.

Lifting Operations and Lifting Equipment Regulations 1998 (LOLER) - http://www.hse.gov.uk/pubns/priced/l113.pdf

Vision Building Services Health & Safety Policy

3.18

The Management of Health and Safety at Work Regulations 1999

The Company’s appointed Administrator for the Management of Health and Safety at Work Regulations is the
Operations Manager
Risk Assessments
To comply with the Management of Health and Safety at Work Regulations risk assessments will be undertaken by the
Company to carefully examine of what in the work place could cause harm to people.
The Company’s Management Team will identify hazards associated with the workplace, equipment, operational
activities and who may be affected, including non-employees.
Any risks will be evaluated, given a rating and categorised as, high, medium or low risk. Particular attention will be paid
to activities where inexperienced or young persons are involved.
The Risk Assessment will ensure that the abilities, attitude and lack of experience of the person, including individuals
who do not speak and/or understand English are accounted for and adequate controls/supervision put in place.
Risk assessments will be recorded when findings are significant and will be communicated to all employees to ensure
they are aware of any hazards that may exist and the controls and precautions that are in place to control the risks.
Any hazards encountered or uncovered during work in progress will be notified to the company’s management team who
will make arrangements to review the risk assessment/s for that work accordingly so if necessary additional controls can
be added.
Five steps to Risk Assessment INDG 163 - http://www.hse.gov.uk/pubns/indg163.pdf

Safe Working Procedures (Method Statements)
The Company will incorporate the findings of the risk assessments into safe working procedures.
The Company will ensure that all employees will be trained in the operation of the safe working procedures.
As with risk assessments the safe working procedures will be reviewed regularly and revised as necessary.
Any deviation or alteration to the safe working procedures will only be allowed on receipt of appropriate authorisation
from the Company Senior Management and followed up with immediate written changes to the safe working procedure.
The only possible exception to this rule will be where an emergency situation arises which requires immediate action.
Worksafe Policy
The Company will not expect any employee to work in an unsafe manner to achieve results. If the work cannot be
undertaken safely – then it shall not be completed.
The Worksafe Procedure will enable employees to feel confident that if they have genuine concerns about the safety of
a system of work, their concerns will be given serious consideration and they will not face recriminations.
This policy should be communicated to all employees at the start of their employment during the Induction process.
Regular communication of the Worksafe Policy should take place in the form of tool box talks, briefings etc.
NB The Worksafe Procedure can be invoked, for example, by an employee if they are asked to undertake a task without the required training, equipment
or personal protective equipment, or if there is no safe system of work.

Invoking the Procedure
Any employee who considers their or others safety to be compromised should: •
•

Cease work immediately, assuring themselves that doing so does not endanger themselves or others
Move to a position of safety, and immediately contact the person in charge, explaining that they have invoked
the Worksafe Procedure and explain why they have stopped work.

The person in charge shall note the reasons given by the employee for invoking the Worksafe Procedure and in
discussion with the employee make an assessment of the situation and determine the course of action to be taken.
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The person in charge and the employee will try to reach an agreement that there has been a suitable and sufficient risk
assessment of the task, the system of work is safe and that the work can be restarted.
If no agreement is reached on this basis, the work will not be restarted and the person in charge and the employee will
try to reach an agreement that the work can be restarted using the existing system of work with agreed additional control
measures, if appropriate this should be recorded.
If no agreement is reached on this basis, the work will not be restarted and the person in charge will consult their
immediate Line Manager who will, after suitable investigation: •
•
•

Conclude the task is safe and direct a return to work; or
Amend the safe system of work and arrange a return to work; or
Agree the task is unsafe – in this case the work site shall be left safe and employees assigned to other work

Note - when all avenues have been exhausted and both parties have failed to agree, the employee has the right to take
further guidance and advice, this can be found by referring to the H&S Law Poster which should be readily available.
The H&S Law Poster is a legal requirement as stated in the following Regulations: - The Health and Safety Information
for Employees Regulations 1989 - http://www.hse.gov.uk/pubns/lawleaflet.pdf
Housekeeping
General Guidelines
Bad housekeeping can expose contractors, sub-contractors, employees, the public, visitors and trespassers etc., to
danger. The Company will adopt a ‘see it, sort it’ policy for all personnel on the company’s premises or sites, any
problems will be reported to management. The Company will follow the below guidelines:
Access and Egress
•
•
•
•

Access routes within buildings will be clearly defined and kept clear of debris, obstructions, materials and
equipment etc., and at least 1-metre-wide for fire escape purposes
Fire doors will be kept clear and not propped open by goods, equipment or fire extinguishers
Consideration will be given to marking out clear routes on the floor
A good level of lighting will be provided depending on the type of activity being undertaken

Slips and Trips
•
•
•
•
•
•

Trailing leads will not be run across the floor of access routes. They run overhead where possible or appropriately
covered to minimise trip and damage potential
Materials and debris, e.g. tools, packaging or off-cuts etc., will be either stored tidily or disposed of correctly
Old nails in wood debris will either be removed from the wood or hammered down then disposed of correctly
Broken glass, sharp off-cuts or any other type of “sharp” will be disposed of correctly
Where an access route is under construction then the route will be sound before it is used for this purpose.
Spillages, e.g. liquid or dusts etc., will be cleaned up immediately and disposed of correctly.

Fire
•
•
•
•
•
•

Combustible material will not be allowed to accumulate in a work area
Flammable waste will be disposed of in suitable non-flammable bins or skips
Flammable substances in bottles or drums will not be stored near any “hot works”
Lids of containers of flammable substances will be kept on at all times.
All “hotwork” will be subject to a permit-to-work procedure, if required.
Appropriate fire extinguishers will be provided during all hotwork.

Work in Occupied Buildings
•
•

Adequate precautions will be taken to protect, secure, sign, light and guard any works areas / equipment /
obstructions etc., to ensure the health and safety of staff, customers and others likely to be affected by the work
A final clean should be carried out when the work has been finished, leaving the area fit for re-occupation
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Scaffolding
•
•
•

Nets or sheeting will be used where work is conducted over a public area
Only materials for immediate use will be stored on scaffold platforms. They will be stored tidily and not stacked
above toeboard height unless brick guards are used when guardrail height is permissible
Any waste will not be allowed to accumulate on working platforms be bagged and removed from the scaffold by
material hoist or by use of a debris chute led directly to a covered skip

Work on Footways (pavements)
•
•
•
•
•
•

Where any work is likely to render a footway unusable then alternative arrangements will be made for pedestrians
All footways are to be kept clean and clear of rubbish, levelled and cleaned to reduce risk of tripping / falling
Hazardous areas of work will be marked-off clearly with safety signs
Barriers will be used where appropriate, e.g. around excavations, trap doors, ladder bases etc.
Ramps will be provided where wheelchair or pushchair users have to negotiate kerbs etc.
Footpaths will be firm & level, stoned up if necessary, gritted if icy.

Storage Facilities
•
•
•

Pre-planned storage compounds or areas will be provided
Appropriate facilities will be provided for storage of diesel, paraffin, gas or other fuels and hazardous substances
Security, weather conditions, vehicle movements etc., will be considered in the siting of the facilities

Other Housekeeping Considerations
•
•
•

Safe access routes for pedestrians and vehicles will be provided
Holes in the ground will be suitably barriered off or covered.
Access routes, entrances to buildings, scaffold boards, etc., will all be kept clean to prevent slipping or tripping

Good welfare facilities will be provided to prevent the need for people to store personal items in inappropriate places.
New and Expectant Mothers
The Management of Health and Safety at Work Regulations 1999 (MHSW) include regulations that protect the health
and safety of new and expectant mothers who work. Failure to protect the health and safety of new and expectant
mothers may constitute an offence under the Sex Discrimination Act 1975.
The Company will carry out a risk assessment and if any risks are identified, inform new and expectant mothers and their
colleagues. This should include involvement in what is being proposed to reduce, remove or control the risks.
The Company will provide somewhere for pregnant and breastfeeding mothers to rest.
Disabled Workers
The Company will, in the case of their disabled employees: •
•
•
•
•
•
•
•

Assess and manage the work risks to everyone’s individual ability
Include disabled employees in any health and safety information and training
Involve disabled employees if the Company needs to assess how the disability may affect workplace health and
safety and, if so, to what extent. This is to find a suitable outcome, for instance ‘reasonable adjustments’ that
overcome risk
Involve others, such as specialists or the disabled employee’s representative, if needed, to understand the effects
on workplace health and safety of the disability or long-term health condition
Ask for the disabled employee’ consent before approaching specialists or GP of the disabled employee who can
advise on options for workplace adjustment
Be sensitive and timely about making risk assessments, if these are needed make other, short-term
arrangements to support the disabled employee when delay cannot be helped (for instance, if the Company is
waiting for an Access to Work grant)
Create a working environment that allows the disabled employee to feel comfortable when talking about their
disability or long-term health condition
Work with the disabled employee to make sure adjustments are a help, not a hindrance

For more information on the basis of this policy, to understand your rights as an employee, and to gain clarity on how the
Company intends to work collaboratively with its workers to find reasonable changes to the work environment so that all
may work to the best of his/her ability, please see http://www.hse.gov.uk/disability/easyread.pdf
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Monitoring and Reviewing Safety Performance
The Company recognises the need to develop and review safe systems of work in order to demonstrate their total
commitment towards sustaining a robust health and safety management system, thereby complying with legislative
duties and satisfying the requirements laid down in their safety policy.
The Company will regularly review the standards of health and safety and the performance achieved and will take
immediate action to correct adverse trends.
The Company will achieve this by carrying out regular audits/inspections of the Safety Management System and provide
guidance to personnel on all aspects of health, safety and welfare in a written report. The Company will also carry out
regular safety checks on all work activities under their control.
The Company value and encourage the views of employees in safety matters and will hold regular safety meetings.
Employees will be allowed, without prejudice to voice their point of view. The Company will take note and fully investigate
the concerns. As a result of the investigation any recommendations to the working practices, procedures or products will
be implemented.
The Company will monitor the impact of new systems of work, work processes, products and the legal requirements.
The Company will periodically investigate all accidents and dangerous occurrences to see if there are any underlying
trends. The aim of the investigation will be to identify whether there has been a failure in the present controls or where
practicable make recommendations to prevent a re-occurrence.
Zero accidents will be the Company’s aim.
Safety Action Plan
The Company Director has overall responsibility for ensuring the preparation, implementation and continued review of
the Safety Action Plan. The Safety Action Plan is considered a dynamic safety management tool. Findings from audits,
accident/incident trends and reporting of hazards provide opportunities to improve by including new actions into the
Action Plan. The Action Plan will be amended following each review to highlight any outstanding items and reflect on
completed actions, together with progress made to date.
In order to determine the effectiveness of the Company’s arrangements to control the risks associated with their business,
the Company will monitor safety performance.
The standard practice of monitoring safety performance is by system audit and site inspection processes. Auditing by
an external agency provides an independent and unbiased representation and this will be augmented by a regular internal
inspection programme performed by management and supervision.
By measuring safety performance, indicators can be applied, to benchmark and highlight future shifts in standards and
best practice. This enables the Company to identify and evaluate current achievements in order to develop strategies for
the following period and strive for continuous improvement. Goals and objectives for the next period (usually a year) will
be agreed and set out in a Safety Action Plan. Actions will be achievable in the agreed timescale set for the nominated
individual to complete. Regular reviews will be arranged and held to discuss progress with the Action Plan and encourage
completion in a timely manner. The review will also serve to highlight areas where there may be need for additional
support or resources in order to achieve target dates.
Health and safety performance targets are an important element of the Company’s statement of intent because: •
•
•

They indicate a positive management commitment towards improving health and safety performance.
They motivate the workforce with tangible goals, resulting perhaps, in individual or collective rewards.
They offer evidence during the monitoring, review and audit phases of the management system.
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Accident/Incident prevention and reduction will be the Company’s main aim at all times. Company employees will be
encouraged to take an active role in ensuring that the Company’s safety and accident record is maintained and
improvements are continually sought.
Close liaison between all levels of personnel will play an important role in striving towards the goal of zero
accidents/incidents during the period and the Company will ensure continued communication between all parties.
The intention of the Company is to achieve an accident free year and will promptly implement any changes in operating
procedures to achieve this goal.
Management of Health and Safety at Work Regulations 1999 - -http://www.hse.gov.uk/pubns/priced/l21.pdf
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Lone Working
The Company has responsibilities for the health, safety and welfare at work of their employees and of those affected by
their work, e.g. visitors, contractors and self-employed people. Although there is no general legal prohibition on working
alone, the broad duties of the Health and Safety at Work Act 1974 and Management of Health and Safety at Work
Regulations 1999 apply. These require identification of hazards of the work, assessing the risks involved and putting
measures in place to avoid or control the risks.
The responsibilities rest with the Company and cannot be transferred to any personnel who are required to work alone
in the performance of their duties. The Company will assess the risks to lone workers and take steps to avoid or control
risk where necessary, and assess whether the requirements can be met by people working alone.
The Company employees also have responsibilities to take reasonable care of themselves and other people affected by
their work and to co-operate with their employer in meeting their legal obligations.
The Company will: •
•

Establish and maintain safe working procedures for lone workers to ensure their safety and the safety of others.
Ensure employees know the law and standards which apply to their work activities.

Although by definition lone workers are not subjected to constant supervision, the Company will endeavour to ensure
their health and safety at work by ensuring that employees understand the risks associated with their work and that
necessary safety precautions are in place.
The Company will develop the following outline procedures and monitor lone workers to ensure the risks to their safety
are minimised, the Company will ensure that: •
•
•
•
•
•
•
•
•
•
•
•

Risk assessments are carried out that will identify all foreseeable events.
Staff are involved or their representatives when undertaking the required risk assessment process
Risk assessments are reviewed annually or, as few workplaces stay the same, when there has been a
significant change in the working practice;
Risk assessments consider medical conditions that may make an employee unsuitable for working alone and
will seek medical advice if required.
Lone workers are covered by Liability Insurance
Lone workers are capable of responding to emergencies i.e. a person becoming ill, an accident, or an
emergency.
Emergency procedures are established and employees trained in them.
Information about emergency procedures and danger areas will be given to lone workers who visit or are to visit
potential projects.
Lone workers have access to adequate first-aid facilities and mobile workers carry a first-aid kit suitable for
treating minor injuries.
Regular contact between the lone worker and their office using mobile telephones.
A suitable response is effected in the event of an emergency situation being reported by the lone worker or if
contact with the lone worker cannot be established.
A procedure is in place to ensure that the lone worker has returned to their vehicle, office or home safely on
completion of the task.

Working Alone INDG 72 - http://www.hse.gov.uk/pubns/indg73.pdf
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Manual Handling Operations Regulations 1992

The Company’s appointed Administrator for complying with the Manual Handling Operations Regulations is the
Operations Manager.
To comply with these Regulations, the Company will: •
•
•
•
•
•

Train employees to be able to assess manual handling operations
So far as is reasonably practicable, avoid the need for their employees to undertake any manual handling
operations at work which involve a risk of them being injured.
Will provide any equipment that is required as identified by the site specific risk assessment such as telehandler’s for example.
Assess any hazardous manual handling operations that cannot be avoided and put in place control measures to
eliminate and reduce potential injury.
Have equipment available for manual handling purposes such as wheel barrows, sack barrows, bottle trolleys
and bogies for example.
Monitor manual handling operations and where required reassess the tasks and put in place any additional
controls.

Assessments
Assessments will be carried out by the Company, having regard to Regulation 6 of the Management of Health and Safety
at Work Regulations 1999, based on a thorough practical understanding of the manual handling tasks to be performed,
load to be handled and the working environment in which the task will be carried out.
Employees' Contribution
Views of staff will be sought in identifying manual handling problems and practical solutions to them. Employees or
representatives will be encouraged to play a positive part in the assessment process. Employees may highlight
difficulties arising from such things as the size or shape of loads, the frequency with which they are handled or the
circumstances in which the handling operations are carried out.
Manual Handling L23: Manual Handling Operations Regulations 1992 (as amended) http://www.hse.gov.uk/pubns/priced/l23.pdf
NDG478 – Risk assessment of pushing and pulling (RAPP) tool http://www.hse.gov.uk/pubns/indg478.pdf
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New Roads and Street Works Act 1991

The Company’s appointed Administrator for complying with the New Roads & Streets Regulations is the Operations
Manager.
The New Roads and Street Works Act 1991 replaced the Public Utility Street Works Act 1950. It came into force on the
1st January 1993. Its purpose is to address the Company working in the highway providing a service to their customers,
with the potentially conflicting interests of the highway user.
One of the key elements of the street works legislation is the duty on street authorities to attempt to co-ordinate all works
in the highway.
The main objectives of the co-ordination are to: •
•
•

Ensure safety.
Minimise inconvenience to people using the highway.
Protect the structure of the highway and the apparatus on it.

The Company will endeavour to plan work activities (with regards to public highways) so that minimal disturbance is
suffered by all and the safety of employees and the general public will be paramount. Warning signs and cones will be
positioned where required and our operatives will wear high-visibility clothing at all times.
Streetworks Qualifications of Supervisors and Operatives
It is the duty of the Company executing street works involving: a) Breaking up the street, or any sewer, drain or tunnel under it, or
b) Tunnelling or boring under the street, to ensure that, except in exceptional cases, the execution of the works is
supervised by a person having a prescribed qualification as a supervisor and that there is on site at all times
when any such works are in progress at least one person having a prescribed qualification as a trained operative.
A suitable qualification for both supervisors and operatives would be; City & Guilds Streetworks.
New Roads and Streets Act code of Practice - https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/43578/streetworks-code-of-practice.pdf
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3.21

Occupational Ill Health

The Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1999 place
duties upon employers to ensure the health, safety and welfare of their employees at all times and to identify and where
possible eliminate workplace hazards.
The Company’s appointed Administrator for complying with the requirements for occupational health surveillance is the
Company Director.
The Company recognises that occupational ill health can become a serious problem if current guidelines are not followed
and systems are not put in place to eliminate or control potential hazards. In order to ensure the health of their employees,
the
Company
will
have
in
place
a
programme
of
occupational
health
surveillance.
http://www.hse.gov.uk/pubns/priced/hsg61.pdf

Health Surveillance
Health surveillance is a system of ongoing health checks. Where our employees are exposed to noise or vibration,
ionising radiation, solvents, fumes, dusts, biological agents and other substances hazardous to health, or work
in compressed air we will review whether the check is required by law and implement accordingly. In addition we will
also review and implement checks where we deem it necessary in order that such a combined approach will:
• detect ill-health effects at an early stage in order that we can introduce better controls to prevent them getting
worse
• provide data to help us and clinicians who support us to evaluate health risks
• enable our employees to raise concerns about how work affects their health
• highlight lapses in workplace control measures, therefore providing invaluable feedback to the risk assessment
• provide an opportunity to reinforce training and education of our employees (eg on the impact of health effects
and the use of protective equipment)
The Company will carry out a risk assessment of all its activities to determine if there is a need for health surveillance
and whether regular monitoring will be required. Some examples of workplace hazards or possible diseases which may
cause potential health risks and may require health surveillance of our employees are: •
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Asbestos
Manual Handling (Musculoskeletal Injuries)
Noise
HAVS (Vibration)
Stress
Dermatitis
Skin Cancer
Needlestick Injuries
Respiratory Disease
Lead
Work Related Upper Limb Disorders
Repetitive Strain Injuries
Infectious Diseases I.e. Influenza, Leptospirosis
Dusts (Silica etc.)
DSE

Medicals
The Company has considered formal health surveillance in the form of medicals for their employees where there is
regular exposure to any of the above listed hazards.
Safety Critical Workers
Definitions
“A safety-critical worker is a worker whose job function is directly related in some way to the safety of others, or who
could seriously impact the safety of others by not performing the job correctly or by ignorance”.
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“Safety critical is a term that is used to refer to activities whose failure or malfunction results in death or serious injury to
other employees and members of the public”.
The Company will ensure they identify any activities which are “safety critical” and ensure those “safety critical workers”
who carry out such activities receive regular health checks.
Examples of “safety critical workers” are: •
•
•
•
•

Crane Drivers
Fork Lift Truck Drivers
3600 Machine Operators
Train Drivers
Vehicle Drivers

Record Keeping
A health record (details about the employee and the health surveillance procedures relating to them) is held for all
employees under health surveillance and this is in accordance with special category (sensitive) data under the General
Data Protection Regulations. It does not contain confidential medical information as this type of information is within a
medical record , held in confidence by the occupational health professional we engage to undertake surveillance and
stored separately to prevent breach of confidentiality.
Medical records are compiled by a doctor or nurse and may contain information obtained from the individual during the
course of health surveillance. This information may include clinical notes, biological results and other information related
to health issues not associated with work. Explicit consent by the employee is required to release this information.
Records will be retained in a suitable form for at least 40 years from the date of the last entry to accommodate period
between exposure and potential onset of ill health. Where appropriate we will link them to or hold them alongside
information such as workplace exposure measurements, the tasks and jobs involving exposure to identified substances
requiring health surveillance such as air sampling or biological monitoring results and
A health record includes:
Employee details
• surname
• forename(s)
• gender
• date of birth
• permanent address, including post code
• National Insurance number
• date present employment started
Health surveillance check details
• the date they were carried out and by whom
• the outcome of the test/check
• the decision made by the occupational health professional in terms of fitness for task and any restrictions
required. This should be factual and only relate to the employee's functional ability and fitness for specific work,
with any advised restrictions.
The employee is provided with a copy of their health record when they leave our employment and can access their own
medical record through a written request under GDPR.
We expect the doctor or nurse to only provide us with information on fitness to work and any restrictions that may apply
in that respect. Should we require medical record information or require that they be released to third party appointed by
us then we will request written consent from the employee or release by a court order (as necessary).
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Dermatitis
The Company employees may, on occasions be exposed to situations and substances which could lead to contact or
allergic dermatitis. The Company have recognised this as a potential problem and have therefore carried out risk
assessments and CoSHH assessments in an aim to producing safe working procedures and putting in place control
measures.
Substances used at work such as cement and oil for example have the potential to cause dermatitis but we aim to
eradicate this by following the procedures set out below. This will be followed at all times and any problems or queries
should be reported to the Management Team. The Company will:
•
•
•
•
•
•

Where possible, aim to use alternative substances, which will not have the potential to cause ill health.
Where possible, ensure employees are distanced from potentially harmful substances, adopting mechanical
means if available.
Provide safe working procedures and CoSHH assessments which will be discussed with all employees prior to
work commencing.
Encourage employees to maintain good personal hygiene standards always and the Company will provide
adequate washing facilities, including the provision of soaps, barrier creams and cleansers.
If the substance cannot be eliminated from the working environment, control as a last resort by using personal
protective equipment such as suitable gloves.
Review working methods on a regular basis and consult employees to ensure that this system is preventing
dermatitis symptoms.

Skin Cancer
Skin cancer is one of the most common types of cancer. While most skin cancer is not to do with work, there are wellrecognised causes for those that are linked with occupation. The most common causes of work-related skin cancers
are: •
•
•
•

Ultraviolet light (mainly from natural sunlight, not exclusively to do with work, but is significant for those who work
outdoors);
Chemicals (such as polycyclic aromatic hydrocarbons (PAHs) from coal tar, pitch and unrefined mineral oils);
Ionising radiation (e.g. from radioactive substances and X-rays).
Some substances can get in through the skin and cause cancers in other parts of the body.

There is a range of signs linked with skin cancer e.g. a scaly patch of hard skin, a red lump or spot, an ulcer, a new mole,
or a patch of skin which bleeds oozes or has a crust. Someone who has skin cancer may suffer itching and tenderness
at the site of the rash.
Needlestick Injuries
Needlestick injuries can be classified as any piercing wound caused by a hypodermic needle, or by other sharp
instruments or objects such as hypodermic syringes, discarded needles, broken glass etc.
The main risk posed by needlestick injuries is exposure to blood-borne viruses (BBV), particularly Hepatitis B (HBV),
Hepatitis C (HCV) and Human Immunodeficiency Virus (HIV). Needlestick injuries can also cause psychological distress,
as the injured person may have to cope with the fear that they have been infected
Due to the current drug culture bringing with it the risk of discovering hypodermic syringes or discarded needles,
employees need to be made aware that derelict or previously occupied premises are likely to contain these items if they
were previously inhabited with drug users.
The Company will aim to identify and remove or have removed any discarded needles before work begins but on
occasions this may not always be possible. Therefore, employees will be made aware via training or tool box talks of
emergency procedures, precautions and disposal guidelines.
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Respiratory Disease
Exposure to dusts and particles may occur and these could cause occupational asthma and/or respiratory problems and
disease. Examples of these substances are Wood Dusts, Glues, Silica Dust and grinding fumes.
The Company will aim to eliminate such substances from the work place where possible and will follow the hierarchy of
control as laid down in the CoSHH Regulations at all time.
The Company are required by the CoSHH Regulations to introduce means to prevent or adequately control exposure to
substances that may cause work related illness. In particular we will aim to use less harmful substances and introduce
ventilation measures such as exhaust ventilation. As a last resort we will issue respiratory protective equipment and this
must be worn by employees if deemed necessary.
If the situation arises where the Company employees are exposed to substances which may cause respiratory diseases,
then the Company will appoint health professionals to conduct health surveillance as required. As appropriate, this may
include but not limited to a questionnaire, a lung function test and chest x-rays if deemed necessary.
Weil’s Disease – (Leptospirosis)
This can be a serious and fatal infection and is usually transmitted to humans by contact with urine from infected rats.
The disease starts with flu-like symptoms with a persistent and severe headache.
The Company will provide safe systems of work in order to identify and where possible eliminate the risk to employees.
Also welfare facilities will be provided and employees will be expected to maintain good personal hygiene standards and
wash their hands before eating or smoking.
The Company will where applicable report cases of infection to the Health and Safety Executive in direct compliance
with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations as amended (RIDDOR).
Avian Influenza (Bird Flu)
Avian Influenza is a highly infectious notifiable disease affecting many species of birds, including commercial wild and
pet birds. Wild birds can carry several diseases that are infectious to people and the use of simple hygiene precautions
should minimise the risk of infection.
The Company will advise all employees to be aware of coming into contact with dead birds on site and put procedures
in place to safely dispose of dead birds.
Should any cases of flu Pandemic occur then the Company will put in further procedures following instructions and
information from the Department of Environment for Food and Rural Affairs (DEFRA)
Psittacosis (Ornithosis)
Psittacosis is potential Zoonotic agent and can produce mild to severe disease in humans. Psittacosis can be carried
by wild pigeons and is very infectious and spreads easily not just to humans but to other animals.
The disease is transmitted to humans via respiratory secretions, faecal or feather dust generally and gains access via
the respiratory route. The Company will aim to identify any areas where their operative will come into contact with this
risk and have strict precautions and procedure in place to deal with this hazard.
Influenza and other Common Illnesses
The Company will follow the below principles in managing risks:
•
•
•
•

Policies of washing hands, sanitising oneself.
How to cough in a crowd, to wear a face mask if in an incubation stage
Staying at home, recovering—getting healthy
Keeping work equipment germ free—especially common equipment
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Coronavirus
Symptoms of Coronavirus can take up to 14 days to manifest in an infected person. However, the symptoms can appear
suddenly. The symptoms of Coronavirus are:
• A high temperature (you feel hot to the touch on your chest or back)
• A new continuous cough (this means coughing a lot for more than an hour, or 3 or more coughing episodes in
24 hours (if you usually have a cough, it may be worse than usual).
• A loss or change to your sense of smell or taste – this means you've noticed you cannot smell or taste anything,
or things smell or taste different to normal
Most of the symptoms are also common symptoms of seasonal flu. However, a seasonal cold will also present symptoms
such as a sore throat and a runny or stuffy nose.
The Company will follow the guidance and directives of the government, the World Health Organisation (WHO) and the
National Health Service to prevent the spread associated with this virus and will ensure that its’ employees do likewise.
This will include:
• Washing hands frequently, for at least 20 seconds, with soap and water.
• Washing hands going into work, after sneezing or coughing, after going to the toilet, when getting home, regularly
during the day and especially if touching surfaces.
• Where there is no access to soap and water, hand sanitizer (at least 60% alcohol based) will be put in place and
must be used frequently.
• Avoid staff touching their eyes, nose or mouth with their hands.
• Insisting staff cover their mouth and nose with a tissue when they cough and sneeze or using the crook of their
elbow if a tissue is not available.
• Disposing of used tissues immediately in the bin and then washing their hands/sanitizing.
• Avoiding close contact between people (social distancing) and where possible keeping this distance between
them to a minimum of 2 metres.
• Requesting staff only travel on public transport if they need to and to seek alternative arrangements if they are
able to.
• Working from home, where this can be done.
• Asking staff to avoid social activities and events with large numbers of people together, including congregating
outside in numbers greater than the guidance at the time and only where social distancing of 2 metres can be
guaranteed unless they reside at the same address and are already exposed to each other.
• Asking staff not to have visitors to their home including friends or family that don’t normally live there.
• Cleaning and disinfecting frequently, any objects which are touched and also surfaces such as door handles,
kitchen equipment and surfaces, toilet facilities.
We will supply suitable PPE and RPE to staff who have potential to be at risk through the work activities that they perform
in order to maintain their safety and prevent them catching the virus.
We will enforce return to home address for anyone found to be showing symptoms or who turn up for work with
symptoms and instruct them to follow NHS guidelines and reporting. Those who have come into close contact with this
person will be told to self-isolate for 14 days. As a company we will keep in regular contact with anyone working from
home or self-isolating.
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3.22 Personal Protective Equipment at Work Regulations 1992 as amended & the Personal Protective
Equipment Regulations 2002
The Company’s appointed PPE Administrator is the Operations Manager.
The Company will comply with the main requirement of the Regulations by providing personal protective equipment that
is used at work wherever there are risks to health and safety that cannot be adequately controlled in other ways.
Where the assessment shows that protective clothing is needed, it will be provided free of charge by the Company. The
clothing will be comfortable and as far as possible will not impede the movement or the ability of the wearer to see and
hear and will also be compatible with other PPE which may need to be worn.
The Company will ensure that any PPE provided is ‘CE’ marked. The CE marking signifies that the PPE satisfies certain
basic safety requirements and in some cases will have been tested and certified by an independent body.
The Company will manage the PPE regulations by ensuring that all their employees will wear protective clothing provided
for them. PPE will be kept in good condition and any defects or damage must be reported to the employer. The Company
will provide facilities to store the PPE properly.
The Company will ensure anyone using PPE is aware of why it is needed, when it is to be used, repaired or replaced
and its limitations. The Company will train and instruct people how to use PPE properly and make sure they comply with
all the Company’s instructions and training.
In general, the Company will ensure that employees will dress sensibly for work. The relevant protective clothing and
equipment will be issued. Employees will take care of items issued and use them correctly. The Company will select and
issue appropriate PPE along with the required information and instruction in its usage. Should any item become defective
it will be replaced, but will be stressed to employees that it is a serious offence to deliberately damage or misuse such
equipment.
Respiratory Protective Equipment (RPE) Face fit Tests
Where operatives are required to wear respiratory protective equipment (RPE) the Company must ensure they have a
face fit test to ensure they have the right mask for their face profile. This includes a full face mask, a half mask, or a
filtering face piece (commonly referred to as a disposable mask).
Personal Protective Equipment at Work L125 - http://www.hse.gov.uk/pubns/priced/l25.pdf
INDG174 http://www.hse.gov.uk/pubns/indg174.pdf
Reparatory Protection Equipment at Work HSG53 - http://www.hse.gov.uk/pubns/priced/hsg53.pdf
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3.23

Provision and Use of Work Equipment Regulations 1998 (PUWER)

The Company will ensure that any work equipment is installed, located and used in such a way as to reduce risks to
users of work equipment and for other workers possibly affected.
The role of overall responsibility within the Company for monitoring the PUWER regulations is the Operations Manager.
Equipment
To comply with the regulations, the Company will ensure that equipment provided for use at work is: •
•
•
•

Suitable for its intended use and for the purpose and conditions in which it is used
Safe to use and maintained in a safe condition so that people’s health and safety is not at risk;
Used by employees that have received sufficient instructions and training.
Accompanied by suitable safety measures such as protective devices, markings and warning signs

The Company will ensure that:
•
•
•
•
•

The risks created by use are eliminated where possible or controlled by taking the appropriate measures such
as providing suitable guards and system control devices (i.e. emergency stop buttons) and personal protective
equipment.
Passengers are not transported on any mobile work equipment unless the equipment is designed for the purpose
and is fitted with a passenger seat.
Drivers of mobile equipment are fully protected by roll over protection structures fitted to the equipment, and
operators will be advised to use the restraints where fitted and not to carry any loose heavy objects in the cab.
Access to all moving machinery parts will be prevented e.g. guarding
Safe systems of work are in place to ensure maintenance is only performed when equipment is fully shut down
and;
•
•
•
•
•
•

Isolated of the power supply/energy source.
Components that could fall have been secured or removed.
Equipment is immobilised from unintentional movement.
Isolated, drained down or any flammable/hazardous contents removed.
Systems are depressurised such as hydraulic oils, compressed air, and gas.
Operations are segregated from adverse environmental conditions i.e. lighting, weather, other
works/activities.

The Company will ensure that:
•

Equipment brought onto their site or premises by sub-contractors is fit for purpose.

Maintenance
The Company will ensure the following: •
•
•
•
•
•

Work equipment is maintained in an efficient state, working order and good repair.
Where a maintenance log is kept that it is kept up to date.
Maintenance will be carried out in accordance with manufacturers’ instructions.
Frequency will take into account, intensity of use, frequency and maximum working limits, operating environment,
variety of operations, risks from malfunction or failure.
With hired equipment a clear understanding will be agreed with the hire company who is responsible for safety
critical maintenance (especially long term hire).
Employees carrying out maintenance will be authorised and competent.

Prior to maintenance work commencing on a machine or item of plant, the power source must be isolated, if the
maintenance necessitates the power source being live the work must only be carried out by competent persons. Work
or inspection beneath the raised body of a vehicle will not take place, until the body has first been adequately propped.
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Information/Instruction and Training
The Company will provide the necessary, readily available and comprehensible health and safety information, including
where necessary, written instructions regarding the safe use of the equipment i.e.: •
•
•

The standard conditions in which the equipment should be used.
The correct methods of using the equipment safely.
The possible deviations from normal operations and the actions to be taken.

Written instructions will be in the form of training manuals and courses, warning labels and in-house instructions.
The information will include all health and safety aspects relating to the equipment, its’ limitations, any difficulties that
could arise and the methods to deal with them (emergency stops etc.).
Only employees authorised and designated by the Company, along with holding the appropriate CPCS (Construction
Plant Competency Scheme) or similar qualification will be allowed to operate mobile plant and machinery. No person
under 18 years of age will be allowed to operate such equipment unless under the direct supervision of a competent
person. In-house training will be carried out for specific plant and machinery.
Self-Propelled Equipment
Where self-propelled plant is used the Company will where appropriate take measures to: •
•
•
•
•
•

Prevent unauthorised start up.
Minimise collision consequences.
Ensure adequate braking devices for stopping and a secondary braking system where necessary are fitted.
Fit supplementary devices where there is no direct field of vision.
Install equipment lighting where necessary to the safety requirements.
Ensure the equipment carries appropriate firefighting apparatus where necessary.

Controlled Equipment
Where any remote self-propelled equipment is used they will be fitted with a device that stops it automatically, once it
leaves its control range. Along with features to prevent impact or crushing where other devices are not appropriate.
Drive Shafts
The Company will take appropriate measures to protect the safety of the employees and others where there is a risk of
a plant or equipment’s drive shaft seizing where that seizing cannot be prevented.
Protective measures will also be put in place to prevent any power take off drive shaft from becoming damaged or soiled
from contact with the ground whilst disconnected.
Hired Plant and Equipment
The Company will ensure that all plant and equipment hired in for use by the Company employees will be well maintained,
tested and certified to the appropriate standards, by the hire company where appropriate.
Documentation of the above from the Hire Company will be requested and filed prior to the use of the plant and equipment
commencing.
Upon arrival the equipment/plant will be inspected to ensure it is in good condition and adequate operating instructions
are made available where appropriate, including any Safe Working Load (SWL) or safety critical operating conditions
Hand Tools
The Company provide various hand tools to carry out work and the following guidelines should be adhered to: •
•
•
•

Hand tools should be inspected for damage prior to use.
Never use tools with rough, splintered or badly worn handles.
Do not use tools with mushroomed or broken heads.
Use the proper tool for the job.
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Abrasive Wheels
Abrasive Wheels-The abrasive wheels used by the Company are normally bonded abrasive discs, used for cutting metal
or stone. The main risk is to the operatives using abrasive wheel equipment or other personnel in close proximity, arising
out of the bursting of the disc or wheel, or from fragments of the material being cut, along with the noise, vibration, dust
and fume particles produced during the operations.
Special spanners are normally used for changing or grinding wheels/discs, persons authorised to change these wheels
will be equipped with the correct spanner and will be trained and competent in the changing of discs.
The correct equipment and blade or stone appropriate for the process/material to be performed or cut must be used.
Only trained and competent Company employees will be allowed to operate abrasive wheel equipment.
Stones/discs will only be fitted by a person who has been trained and deemed competent by the Company.
Goggles will be supplied and worn by the Operative and any other person/s in the immediate vicinity.
Dust masks or respirators will be supplied and worn by operatives when deemed necessary and extraction may be
required in poorly ventilated indoor areas.
Information will be given to operatives regarding HAVS and the use of the abrasive wheel equipment in their workplace.
Where a grinding stone or disc bursts a member of the Management Team must be informed as soon as is
practicable and a report must be forwarded immediately to the HSE under RIDDOR as a dangerous occurrence.
No person under eighteen years of age will be allowed to change an abrasive wheel or disc.
Hot Works
The type of Hot Works typically carried out by the Company is: •
•
•

Flame warming (Felt Roof Coverings)
Soldering
Grinding

Flame Warming (Felt Roof Coverings)
When employing flame cutting methods using oxygen, propane flame warming equipment, the Company will ensure that
all equipment, comprising warming torches, hoses, connections and safety devices are maintained in good condition. All
gas cylinders are handled, used and stored correctly to the manufacturers’ instructions. Only employees who are
experienced and trained will be allowed to use the equipment.
Flame warming operations can cause fires and may require a Hot Work Permit and a Firewatcher may also be required.
All flammable items will be removed from the immediate work area. Fire blankets may be used.
Suitable fire extinguishers will be provided and kept readily available whilst flame cutting is being carried out.
Operatives must ensure they carry out regular checks on the equipment they are using, at least daily, to make sure the
equipment is in good condition. Operatives will report any defects to their supervisor, who will withdraw the equipment
from use where appropriate.
Anti-flash, blow back devices are fitted to all torches and also when necessary to the gas cylinders. Only hoses and
connectors of an approved type will be used. The number of connectors used will be kept to a minimum.
When equipment is out of use, even for short periods, the gases will be turned off at the cylinder.
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The Company provide appropriate eye protection and gloves. The Operatives must utilise this equipment correctly in
order to avoid any hazards.
The Company will carry out a CoSHH assessment and when appropriate suitable respiratory protection will be provided
and must be worn. Lead is assessed as a specific issue and measures implemented in accordance with the Control of
Lead at Work Regulations 2002 and the ACOP - Control of Lead at Work. As an added general precaution, operatives
may be provided with long cutting torches and advised to position themselves up wind of any smoke and fumes which
may arise.
In accordance with the Noise at Work Regulations 2005, adequate hearing protection is provided, and must be worn
when appropriate whilst carrying out this type of work.
Operatives will be vigilant and carry out regular checks to prevent gas leaks. Correct setting of the cutting torch valve
controls will be maintained to ensure correct combustion of the gases supplied. Operatives will use the correct nozzle
size and keep the flame as short as possible.
Soldering in Plumbing
When carrying out soldering operations using a propane/butane flame torch, the Company will ensure that the blow torch
and gas cylinder is handled, used and stored correctly to the manufacturers’ instructions. Only employees who are
experienced and trained will be allowed to use the equipment.
Soldering operations may require a Hot Work Permit. A Firewatcher may be required. Operatives must ensure they carry
out regular checks on the equipment they are using, at least daily, to make sure the equipment is in good condition.
Operatives will report any defects to their supervisor, who will withdraw the equipment from use where appropriate.
Prior to hot works commencing all flammable items will be removed from the immediate work area.
When equipment is out of use, even for short periods, the gas will be turned off. A suitable fire extinguisher will be in
place and a heat shield pad and fire blanket will be utilised whilst soldering operations are being carried out.
The Company will provide appropriate eye protection, gloves and FFP3/gas filter respiratory protection where any smoke
and fumes may arise in confined spaces.
Please refer to the guidance document for information - http://www.hse.gov.uk/pubns/priced/l22.pdf
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3.24

Regulatory Reform (Fire Safety) Order 2005

The Company’s appointed RRO Administrator is the Operations Manager.
The Company will ensure a fire risk assessment is carried of their premises to enable them to identify and then take
steps to eliminate, reduce or control safety risks (including risks from fire) to make sure that no one gets hurt or becomes
ill. This will include employees and others who may have access to the workplace. These general duties include safety
in relation to fire hazards, both from the work processes and activities, as well as general fire safety in the workplace. To
comply with the Order, the Company will appoint a ‘Responsible person’.
The Responsible Person duties will be to ensure: •
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

That they identify fire related hazards within the premises; sources of ignition (naked flames, heaters) sources
of fuel (flammables and combustibles) and oxygen.
That they have identified people at risk, including lone workers, personnel in isolated areas, and disabled people
with special needs, neighbours, general public and children.
Evaluate the level of risk in the premises or operations and the actions required to remove or minimise any fire
hazards where possible.
Identify what physical fire precautions and management arrangements are necessary to ensure the safety of
people in the premises in the event of a fire, i.e. detection and warning, firefighting, escape routes, assembly
points, signs and maintenance.
They record; significant findings and actions, an emergency plan, information/training/ instruction of relevant
people and the co-operation/co-ordination required with others.
They update in line with any developments affecting the assessment.
The provision and maintenance of the fire precautions to safeguard those who use the workplace will be carried
out.
Provide information, instruction and training to employees about the fire precautions in the workplace.
The workplace is fully equipped with fire extinguishers, and fire points are situated at appropriate locations
indicated by suitable signs and will be easily accessible.
Emergency escape routes are clearly designated and maintained.
Flammable and combustible materials are stored in a safe location.
Annual fire extinguisher checks are carried out by an external company specialising in fire safety requirements
and equipment.
Every person working on the Company’s premises will be given instruction in the correct use of any firefighting
equipment.
Fire drills are carried out on a regular basis without prior notice to ensure that a correct response from the
workforce is obtained.
There is a dedicated assembly point.
The Company Emergency Evacuation Plan is communicated to all new employees at their induction. Changes
to the plan are highlighted to the workforce as required.

Evacuation of Disabled Persons
The Company will take responsibility for all people, including disabled people evacuating buildings safely.
It is a general requirement that emergency procedures are pre-planned and that planning should have regard to the
needs of all occupants. The company will identify the needs of disabled people and, where necessary, make proper
arrangements for their assistance in the event of an emergency evacuation.
The Company will determine the procedure to be adopted in any particular circumstances. The procedure will vary as
to the needs of the disabled person, their relationship to the building they occupy and its structural characteristics.
The Company encourages disabled staff to make themselves known. This is to enable their safety during an emergency
procedure is given the highest priority.
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The Company will:
•
•
•
•
•
•
•
•
•

Identify the number of disabled staff and where they will be in the building
Implement Personal Emergency Evacuation Plans (PEEP)
Consult with relevant staff
Ensure the evacuation plan does not rely upon the intervention of the Fire and Rescue Services to make it
work.
Consider the characteristics of the building
Assess the evacuation equipment disabled people will need
Train staff to deal with emergency evacuations
Determine what needs to happen when the alarm goes off
Identify what needs to be done when it is not possible to evacuate disabled people
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Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)

The Company’s appointed RIDDOR Administrator is the Company Director.
The Company will comply with their legal duties under (RIDDOR) and will report and record the appropriate work-related
accidents, dangerous occurrences, near misses and industrial diseases by the quickest means possible.
Work-related accidents which cause Death
The Company in the event of a work related death, with the exception of suicides of an employee or a self-employed
person working on the premises or member of the public, will notify the enforcing authority at the Incident Contact Centre
without delay. This will also include any act of physical violence.
Specified Injuries
As from the 1 October 2013 major injuries have now be replaced by specified injuries. The Company will report the
following work related specified injuries which affect their employees, self-employed persons, working on the premises
or general public: •
•
•
•
•
•
•
•

A fracture, other than to fingers, thumbs and toes
Amputation of an arm, hand, finger, thumb, leg, foot or toe
Permanent loss of sight or reduction of sight
Crush injuries leading to internal organ damage
Serious burns (covering more than 10% of the body, or damaging the eyes, respiratory system or other vital
organs
Scalping (separating of skin from the head) which require hospital treatment
Unconsciousness caused by head injury or asphyxia
Any other injury arising from working in an enclosed space, which leads to hypothermia, heat-induced illness or
requires resuscitation or admittance to hospital for more than 24 hours.

Reportable over Seven Day Injuries
The Company will notify the enforcing authority within fifteen days of any accident at work (including an act of physical
violence) where an employee, or a self-employed person working on the Company premises, suffers an injury that leads
to a worker being incapacitated for more than seven consecutive days, not counting the day of the accident.
Injuries to Non-workers
The Company will report injuries to members of the public or people who are not at work if they are injured through a
work-related accident, and are taken from the scene of the accident to hospital for treatment to that injury.
Reportable Occupational Disease
As from the 1 October 2013 the Company will report any employee’s diagnosed occupational disease when it is likely to
have been caused or made worse by the employee’s work. These diseases include: •
•
•
•
•
•
•
•

Carpel tunnel syndrome
Severe cramp of the hand or forearm
Occupational Dermatitis
Hand-arm vibration syndrome
Occupational asthma
Tendonitis or tenosynovitis of the hand or forearm
Any occupational cancer
Any disease attributed to an occupational exposure to a biological agent
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Reportable Dangerous Occurrence (Near Miss)
The Company will report any dangerous occurrences which are certain, specified ‘near-miss’ events (incidents with the
potential to cause harm). These occurrences may not have resulted in a reportable injury but must be reported to the
Incident Contact Centre immediately. There are 27 categories of dangerous occurrences that are relevant to most
workplaces such as: •
•
•
•

The collapse, overturning or failure of load-bearing parts of lifts and lifting equipment
Plant or equipment coming into contact with overhead power lines
The accidental release of any substance which could cause injury to any person
Explosions or fires causing work to be stopped for more than 24 hours

More information is available on the following hyperlink http://www.legislation.gov.uk/uksi/2013/1471/schedule/2/made

Accident Investigation
The Company will ensure that all accidents or incidents are investigated. The Company will report on the findings of the
investigation identifying underlying cause(s) of the accident/incident and any actions to be implemented to prevent a
recurrence. The Company will ensure that all recommendations are implemented and monitored for their effectiveness.
The Company will also relay the findings or actions arising from the investigation back to their employees
Accident/Incidents Recording
The Company will record all accidents/Incidents within the Company accident book for the benefit of monitoring for
particular trends, e.g. hand injuries and to ensure that the Company collects sufficient information to allow managing
health and safety risks.
The Company will keep a record of:
•
•

Any accident, occupational disease or dangerous occurrence which requires reporting under RIDDOR; and
Any other occupational accident causing injuries that result in a worker being away from work or incapacitated
for more than seven consecutive days (not counting the day of the accident).

The enforcing authority or the Incident Contact Centre must be contacted by the “quickest practical means”. This will
normally be by telephone or online (www.hse.gov.uk/riddor) or by post.
The telephone service is provided for reporting fatal and specified injuries only on 0845 300 9923. (Opening hours
Monday to Friday 08:30 to 5pm).
HSE has introduced an alternative 0345 phone number to report fatal and specified injuries, helping to cut the cost of telephone
calls for the public. The new number for the RIDDOR Incident Contact Centre is 0345 300 9923.

Reporting very serious or dangerous incidents out of hours ring 0151 922 9235.
The Company will keep a note of telephone notifications, including the time, the name of the caller and what details were
given of the event being notified.
RIDDOR
INDG453
Reporting
of
Injuries,
http://www.hse.gov.uk/pubns/indg453-rev1.pdf
HSE Link - http://www.hse.gov.uk/riddor/index.htm

Accidents,

Diseases

and

Dangerous

Occurrences

Regulations.

-
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Smoking

As part of the Government’s Health Bill all public places and workplaces are smoke-free in England, with the exception
of a limited number of exemptions. The smoke free law has been introduced to protect employees and the public from
the harmful effects of second hand smoke. It is against the law to smoke in virtually all enclosed public places, workplaces
and in public and work vehicles.
Smoke Free Policy
Purpose – This policy has been developed by the Company to protect all employees, service users, customers and
visitors from exposure to second hand smoke and to assist compliance with the Health Act 2006.
Exposure to second hand smoke increases the risk of lung cancer, heart disease and other serious illnesses.
Ventilation or separating smokers and non-smokers within the same airspace does not completely stop potentially
dangerous exposure.
Policy
It is the Policy of the Company that all our workplaces are all smoke free, and employees have a right to work in a smoke
free environment. Smoking is prohibited in all enclosed and substantially enclosed premises in the workplace.
This includes company vehicles. This policy applies to all employees, consultants, contractors, customers or members
and visitors.
Implementation
The Company shall inform all existing employees, consultants and contractors including new starters of the policy and
their role in the implementation and monitoring of the policy. Appropriate ‘no-smoking’ signs must be clearly displayed
at the entrances to and within the premises, and in all smoke free vehicles.

Vision Building Services Health & Safety Policy

3.27

Stress Policy

The Company is committed to protecting the health, safety and welfare of our employees. We recognise that workplace
stress is a health and safety issue and acknowledge the importance of identifying and reducing workplace sources of
stress.
This policy will apply to all employees of the Company. The Company Senior Management are responsible for
implementation and the Company is responsible for allocating the necessary resources.
The Company will: •
•
•
•
•

Identify all workplace stressors and conduct risk assessments to eliminate stress or control the risks from stress.
These risk assessments will be regularly reviewed.
Consult with employees or their representatives on all proposed action relating to the prevention of workplace
stress.
Provide training for all managers and supervisory staff in good management practices.
Provide confidential counselling for employees affected by stress caused by either work or external factors.
Provide adequate resources to enable managers to implement the Company’s agreed stress management
strategy.

Managers will: • Conduct and implement recommendations of risks assessments within their jurisdiction.
• Ensure good communication between management and staff, particularly where there are organisational and
procedural changes.
• Ensure staff are fully trained to discharge their duties.
• Ensure staff are provided with meaningful developmental opportunities.
• Monitor workloads to ensure that people are not overloaded.
• Monitor working hours and overtime to ensure that staff are not overworking.
• Monitor holidays to ensure that staff are taking their full entitlement.
• Attend training as requested in good management practice and health and safety.
• Ensure that bullying and harassment is not tolerated within their jurisdiction.
• Be vigilant and offer additional support to a member of staff who is experiencing stress outside work e.g.
bereavement or separation.
Employees should: • Raise issues of concern with your manager or supervisor.
• Accept opportunities for counselling when recommended.
• Inform their manager or supervisor if they feel the pressure of the job is putting them or anyone else at risk of ill
health
• Suggest ways in which the work might be organised to alleviate the stress
• Inform their employer if they are suffering from a medical condition that appears to be long-term and is
affecting their ability to carry out day to day tasks, including memory and learning
• Discuss any reasonable adjustments that could be made to assist them in performing their job.

Signed:
Name:

Martin Bruton

Position:

Company Director

Date:

November 2020

Vision Building Services Health & Safety Policy

3.28

Sub-Contractor Policy

When the Company employs the service of a sub-contractor they will satisfy themselves that contractors are competent
to complete the work safely. The Company will appraise the sub-contractor to ensure they have the resources, sufficient
skills and knowledge
The Company will clearly identify all aspects of the work required and ensure the sub-contractors know and understand
what performance is expected.
The Company will provide its sub-contractors information on: •
•
•

The risks to their health and safety from the premises or work.
The preventive and protective measures that have been taken against risks.
Emergency procedures and the competent persons nominated to oversee evacuation from the site or premises.

To appraise the Sub-contractor, the Company will request evidence based documentation that must include the following:
•
•
•
•
•
•
•
•
•
•

Health and Safety Policy.
Generic and specific risk assessments.
What provisions are to be made for the Control of Hazardous Substances (CoSHH)?
What provisions are to be made for operative and management training?
The Company Policy in respect of the provision for protective clothing (PPE).
How safe systems of work/method statements are monitored.
Details of any improvement or prohibitions issued to them by the HSE.
Details of accidents/incidents reported under RIDDOR
All aspects of the Contractors' financial, management and technical capabilities relevant to work in the area
Who within their company, has the responsibility for safety, and details of their qualifications: -

Performance Monitoring of Contractors
The information provided following the initial interview is to be kept updated. The Sub-contractor will be re-assessed to
ensure that full compliance with all health and safety requirements are current.
It will be the Policy of the Company that the information detailed below is regularly reviewed: •
•
•
•

The performance of the sub-contractor.
The measures taken to comply with health and safety laws.
That management take 'all reasonable steps' to inform other employers about risks from their work.
Regular meetings take place between management of all concerned to update each other on any hazards.
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Traffic Management & Vehicle Safety

The Law
The Health and Safety at Work Act 1974 requires employers to provide and maintain systems of work which are, so far
as is reasonably practicable, safe, and to ensure the safety of their workers and members of the public.
The Workplace (Health, Safety and Welfare) Regulations 1992 require the organisation of traffic routes and their
maintenance in an adequate condition to ensure safety.
The Management of Health and Safety at Work Regulations 1999 require employers to assess all risks to health and
safety to their work activity. This risk assessment will identify what measures they need to take to comply with the law.
The regulations also require employers to provide their employees with adequate health and safety training.
The Vehicle Drivers (Certificates of Professional Competence) Regulations 2007 requires all professional bus and truck
drivers to complete a minimum of 35 hours periodic training every five years
Vehicles
LGV Classifications
1.
2.
3.
4.

LGV C1 = Rigid truck/van over 3500kg up to 7500kg
LGV C1+E = Rigid truck/van over 3500kg up to 7500kg & Trailer
LGV C = Rigid truck from 7500kg up to 32,000kg
LGV C+E = Articulated or Drawbar truck up to the legal maximum of 44,000kg

The Company will: Work Vehicle Checks
•
•

Carry out daily ‘walkaround’ checks before using the work vehicle and record any defects
Rectify any major defects before the work vehicle is sent out and record your repairs

Vehicle Maintenance
•
•
•

Service vehicles and fleet to at least the minimum standard in line with the manufacturer’s guidelines
Get qualified service people to frequently check safety critical components such as brakes
Make sure work vehicles are always insured, taxed and have a current MOT and document this process

Vehicle Records
•

Store defect, maintenance, rectification and servicing records for at least 15 months to demonstrate an effective
maintenance system.

Vehicle Condition
•

Keep vehicles clean and tidy.

Work Vehicle Suitability
•
•
•

Use the right work vehicle with the right size, load capability and equipment for the job
Do not load vehicles beyond their maximum weights for their train, gross or axles - this weight includes the
combined weight of your vehicle’s driver, passengers, load and fuel
Maintain fitted specialist equipment such as tail lifts and tow bars

Manage Risks and Costs
•
•

If applicable, fit a 70mph limiter on vans used on the motorway - most vans use 25% more fuel at 80mph
than at 70mph
If applicable fit parking sensors to protect pedestrians, employees and the vans in crowded urban areas
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Traffic Management
The Company will: •
•
•
•
•
•
•
•

Ensure all employees and visiting drivers are made aware of the Company’s rules regarding traffic management
safe systems of work at our own premises. Also that of our Clients site where conducting activities on it. .
Endeavour to remove the need for reversing as a priority. However, where reversing is unavoidable use a
properly trained banksman or guide.
Designate a person/s whose tasks are to keep the reversing area free of pedestrians and to ensure safe vehicle
manoeuvres.
Ensure that all vehicles are fitted with audible reversing alarms and flashing lights.
Ensure that pedestrians are segregated from traffic.
Ensure that all visiting drivers are briefed and instructed on the layout of the workplace and follow the rules of
reversing.
Ensure that all vehicle manoeuvres are properly supervised.
Ensure that management supervise and monitor transport operations to make sure that safe systems of work
are always followed.

Managing Road Safety
The Company is committed to ensure a safe working environment for all its employees and others who may be put at
risk by work-related driving activities. This means that the Company will ensure that: •
•
•
•
•
•
•
•
•
•
•

Risk assessments are carried out to the health and safety of their employees, while they are at work, and other
people who may be affected by their work activities.
Traffic routes are organised which are appropriate for the type of vehicle, using motorways as a priority.
Overhead restrictions such as low bridges or level crossings are considered that may present dangers to large
vehicles.
Consideration is made for driver fatigue.
When planning schedules, they allow sufficient time to complete the journey safely
All vehicles are maintained and repaired to the acceptable standards.
Planned maintenance takes place in accordance with the manufactures recommendations and the Road Traffic
Act.
All drivers have the correct licence to operate the vehicles.
There is a system in place for drivers to report any traffic violations and to take any corrective action.
All drivers using their own vehicles for company business must present the relevant insurance and MOT
Certification on request from the Company Management
The Company management will ensure employees are legally entitled to drive and check their driving licence
details on a regular basis. All drivers must inform the Company of any driving offences or penalty points incurred.

Safe System of Work involving Drivers
The Company will ensure a safe system of work, operational aspects will be considered first – the organisation of the
workplace, the training of drivers and the supervision of vehicle manoeuvres and then physical measures such as fitting
reversing alarms/mirrors. The measures chosen will be the most appropriate to tackling the risks in the workplace.
Company/ Vehicles used for Company Business
Under the Workplace (Health, Safety and Welfare) Regulations 1992 the Company will ensure that sufficient steps are
taken to control the movement and driving of all their vehicles during company business on public roads.
All drivers using their own vehicles for company business must present the relevant insurance and MOT Certification on
request from the Company Management. All drivers carrying out company business are responsible for the Health,
Safety and Welfare of themselves and others always.
We will ensure that drivers fully understand the requirements to comply with the relevant van and driving legislation including drivers’ hour’s rules, the Working Time Directive, speed limits, mobile phone use, vehicle loading and towing
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The company will always know who is driving the Company’s vehicles for work by:
Driver Identification and Licensing
•

•

Confirming the identity of all drivers:
•
Taking up references from previous employers
•
Taking more than one form of legal identification from drivers and cross check them with their driving
licence details
•
Ensuring that they follow the same identification process for agency drivers as the Company take
responsibility for them when they are driving company vehicles.
Checking Driver License and other Driver Cards as appropriate:
• Checking all drivers have a valid driving licence and any associated drivers cards for driving the
Company’s vehicles, keeping copies on file where necessary in line with GDPR regulations and associated
lawful basis.
• Checking driving licence details periodically - especially for drivers with 6 points or more
• Checking driver details and endorsements, etc through the DVLA website with the driver’s prior consent

Driver Capability
•

Assessing all newly qualified and newly employed drivers and re-assessing drivers at regular intervals: •
To make sure they can drive the Company’s vehicles
•
To ensure that they have sufficient driver hours to undertake the workload planned or rearranging to
comply with them.
•
To determine if extra driver training needs to be provided so they can safely handle vehicles and trailers
that they are less experienced with.
•
By recording assessments and training to show the Company have addressed any driver-related risks.

Driver Behaviour
•
•
•
•

Regularly checking drivers are fit to drive and make sure that they are free from the adverse effects of alcohol
and drugs
Ensuring drivers areaware of their obligations to ensure that they are fit to drive, are entitled to drive and
have no driving related health issues or impairments which could affect their safety or that of others.
Where necessary, this will be through signed written declaration.
Ensuring drivers have no visual impairments which could affect their driving over time
Logging and analysing all driver incidents including any disciplinary action or training.

Driver Compliance
•

Ensure that drivers fully understand the requirements to comply with the relevant van and driving legislation including drivers’ hour’s rules, the Working Time Directive, speed limits, mobile phone use, vehicle loading and
towing

Driver Distractions - Mobile Phones, Communication and Navigation Devices whilst Driving
Safe driving needs concentration. Avoid distractions when driving such as: • loud music (this may mask other sounds)
• trying to read maps
• inserting a CD or tuning a radio
• arguing with your passengers or other road users
• eating and drinking
• smoking
• Plan journeys to include stops when messages can be checked and calls returned.
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Mobile Phones
It is illegal in the UK to use mobile phones whilst driving. However, in the event that the Company’s requires employees
to take phone calls whilst driving they will ensure that suitable hand free equipment is fitted.
Drivers should be aware that the existing law requires them to be in control of their vehicle; careless or dangerous driving
laws can be applied to driving while using a hands free phone if the Police believe the nature of the driving warrants it.
Mobile telephone or other devices are to be treated as hand-held if it is, or must be, held at some point during the course
of making or receiving a call or performing any other interactive communication function. Never use a hand–held phone
whilst driving.
Navigation Devices
The Company will adopt the Policy that the use of navigation devices whilst driving will be banned. Navigation devices
must be adjusted ONLY with the engine stopped and the vehicle parked in a safe place. Passengers in the vehicle may
be allowed to adjust the device while the vehicle is moving.
GPS systems can take a driver’s focus off the road. What’s worse is that many drivers program their GPS while driving,
which is no better than sending a text message or reading an email while driving.
Program your GPS to your destination before you start driving. Before you drive off, set your GPS to your destination.
If you have to change your route or use the system to find an intermediate destination e.g. fuel station or motorway
services on your route you must pull into a safe location and stop your engine. However, if you have a passenger in your
car you can ask them to make the necessary changes to your navigation system.
Do not mute your GPS device. While driving, keep voice commands on your device turned on. Muting the voice
commands increases the number of times you will glance at the screen to follow your route. Listening to voice commands
will help keep your eyes on the road and decrease your chances of being involved in an accident.
GPS navigation systems have caused hundreds of thousands of car accidents across the world. Not only for distracted
driving, but due to drivers following errant GPS directions into dangerous situations. Use common sense. Pay attention
to where you are going. Know your route before you leave, and use your navigation system only as secondary guidance.
Dash Cams
The Company will adopt the Policy that any Dash Cam fitted to a company vehicle must have the screen turned off
during driving.
The Dash Cam must not block your view of the road, or allow you to be able to see the screen of the camera as you
are driving. You need to be in proper control of the vehicle at all times and, as with mobile phones, they must not be
permitted to become a distraction. Some cameras come with a built-in screen, which ought to be folded away and out
of view, either directly or by reflection. Most operate by switching on with the ignition, so the answer is to forget about
them, until something happens and you want to retrieve the recording.
Exemptions
• 2-way press to talk radios, such as used by the emergency services and taxi drivers.
• Using a hand-held phone in a genuine 999 emergency call if it is unsafe to stop
Definition of Driving for the Purpose of using Mobile Devices, Communication and Navigation Devices whilst
Driving
Under the law, a person is driving if the vehicle is stationary but the engine is running. The offence will apply to all motor
vehicles, including motorcycles, but will not apply to pedal cycles.
Driving at Work INDG 382 http://www.hse.gov.uk/pubns/indg382.pdf
Medical Standards for driving information - http://www.hse.gov.uk/workplacetransport/personnel/medicalfitness.htm
H&S in Road Haulage See HSE http://www.hse.gov.uk/pubns/indg379.pdf
See link to van best practice https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/248620/your-van-best-practiceguide.pdf
Simple guide to the provision and use of Work Equipment INDG 291
http://www.hse.gov.uk/pubns/indg291.pdf
and L22
http://www.hse.gov.uk/pubns/priced/l22.pdf
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Training

The role of overall responsibility within the Company for establishing and monitoring the Company’s training matrix is the
Operations Manager.
The Company recognise their responsibility to provide such information, instruction and training to ensure so far as is
reasonably practicable the health and safety at work of their employees. Training will not be at the expense of the
employee and will be provided during working hours. To identify the training requirements, the Company will assess the
risks to employees while they are at work and also to other people who may be affected on how the Company carries
out its business. The Company regard the importance of training for new starters, when exposed to new or increased
risk or refresher training when existing skills become rusty or need updating.
Senior Management
The Company will ensure senior management have sufficient and relevant safety training to be able to identify the
hazards and control the risk from company activities. The Company will support the training by taking advantage of HSE
guidelines, current regulations, notes, information and guidance from trade associations.
Managers and Supervisors
The Company will ensure managers or supervisors have the necessary safety training to be able to identify the hazards
to control the risks to employees and others who may be affected by the Company activities. They will understand the
Company’s health and safety arrangements and their responsibility for the implementation.
Employees
The Company will ensure employees are provided with adequate health and safety training/information, the requirements
of which will be identified by the Management. This will take various forms being related to the particular need and job
functions and will include: •
•
•
•
•
•
•
•
•
•
•
•
•

Identifying the skills and knowledge needed for people to do their job in a safe and healthy way and compare
these against people’s skills and knowledge and identify gaps
Reviewing the Company’s experience of injuries, near misses or cases of ill health.
Taking into account the capabilities of employees ensuring that the demands of the job do not exceed their ability
to carry out their work without risk to themselves or others.
Consult employees for their views.
Induction training to include fire precautions, risk assessments and emergency procedures, housekeeping, use
of protective clothing and equipment, adhering to safe systems of work etc.
Specific training for equipment they will be required to use.
Specialist training e.g. asbestos awareness, working with abrasive wheels, hot works, work at height etc.
Additional training when exposed to new or increased risks or if there is a transfer of job or a change in
responsibility.
Training on new equipment is introduced or use of existing equipment is changed.
Training where new technology is introduced.
Training where a new system of work or a change in the existing system of work is introduced.
On-going employee safety training to update and reinforce employee’s knowledge of safety.
Supervisor training to enable them to appreciate their safety responsibilities both legally and functionally.

Information on Training – INDG345 - http://www.hse.gov.uk/pubns/indg345.pdf
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Visitors and Third Parties

The Company will not jeopardise the health and safety of any person who may be affected by their operations, or
emissions from the Company activities.
This covers employees, the employers' staff, sub-contractors, visitors e.g. suppliers, delivery persons, representatives,
other contractors, trespassers, and the general public.
Every reasonable precaution will be taken to keep the uninitiated, particularly children out of work places and also to
avoid hazards to them if they do gain entrance
The Company will ensure that their operations are assessed to determine hazards, and the type and degree of risk to
persons not in the Company employment. Precautions and safeguards will be implemented to protect any third party,
including employees of the suppliers, delivery persons, representatives, other contractors, trespassers, and the general
public. Adequate information will be given to any third party that may be affected by the Company activities. The
Company controlled activities will be provided with adequate demarcation, including the display of suitable signs stating
the Company name and the work being carried out. When necessary, physical measures will be taken, including those
to prevent unauthorised entry.
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Work at Height 2005 Regulations

The Company’s appointed Administrator for complying with the Work at Height Regulations is the Operations Manager.
When the Company employees are required to *work at height, a risk assessment will be carried out by Management to
determine the overall safest means of completing the work. Consideration will be given to other methods of performing
the work operation without working at height.

Selection of work equipment will give priority to collective protection measures over personal protection. If a collective
safeguard measure (e.g. scaffold handrails, safety nets,) is used, it will be of adequate strength and design to arrest the
fall of personnel safely, and installed by qualified persons. Any safe *working platform/equipment will be chosen with full
regard to the working conditions, nature of the work to be completed, and the safety of the person/s using the
platform/equipment. Adequate safe means of access and egress for the work platform will be provided. The safe working
platform will be of sufficient size and strength to allow safe passage of personnel and use of equipment/materials as
required. All safe working platforms, equipment and fall arrest systems will be inspected regularly, and removed from
service immediately if any defect is located.
Anyone working at height will be given the appropriate training and instruction in the precautions to be taken to prevent
falls of persons and objects. Anyone operating safe working platform equipment will be fully trained and competent in its
use.
Harnesses and appropriate lanyards will be worn by all personnel where the possibility of falling remains. Where the use
of harnesses is involved, rescue procedures will be established prior to commencement, including the training of the
workers.
Reliance will not be put on one person to lift an injured or unconscious person during rescue, unless they have specialist
lifting appliances. Rescue equipment will be maintained on site for immediate use. Proof of training via certification from
an approved training organisation must be obtained for all persons undertaking this work. Appropriate personal protective
equipment will be provided and employees trained in its use. Any rescue plan will fully take into account the risks of
mounting a rescue operation with the proviso that the Rescuers must not put themselves at risk.
Before any work or access onto a roof, fragile materials will be identified and precautions decided. Roof-edge barriers
(or scaffolds) will be erected to prevent people and materials falling. Access ladders will be rested at the correct angle
(one unit out for four units in height), and extend at least one metre above the stepping-off point and will be secured.
Where access ladders rise above nine metres, a safe intermediate platform will be provided. Crawling boards or ladders
will be used where the roof (or other fragile surface) is liable to collapse under a person’s weight or the roof is sloping
with a pitch over 10 degrees. Where work is of short duration and the provision of guard-rails and toe-boards is
impractical, safety harnesses will be used with suitable anchorage points provided. Openings will be securely covered
or guarded; if removed for the passage of workers or materials, it will be replaced immediately.
If employees are exposed to the risk of falling due to open edges, guard-rails and toe-boards will be erected. Hazards
resulting from adverse weather conditions will be anticipated and suitable precautions taken. Rubbish will not be allowed
to accumulate on working platforms as this is liable to cause accidents. Chutes will be used or materials will be lowered
properly.
*`Work at Height` means: Work in any place, including a place at or below ground level.
Obtaining access to or egress from such place while at work except by a staircase in a permanent workplace,
where, if measures required by these regulations were not taken, a person could fall a distance liable to cause
personal injury.
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*Working Platform` means: Means any platform used as a place of work or as a means of access to or egress from a place of work.
Includes any scaffold, suspended scaffold, cradle, mobile platform, trestle, gangway, gantry and stair-way
which is so used.
Mobile Elevated Work Platforms (MEWPS)
Training
MEWPs required to be used by the Company must be operated by trained and competent operatives to a nationally
recognised standard e.g. IPAF
Safety Harnesses
Where required operatives must be trained in the use of safety harnesses and a rescue plan must be in place. A
Banksman should be present to safeguard the operating area and perform emergency lowering procedures if necessary.
MEWPs Risk Assessment
•
•
•
•
•
•
•

A survey of the operation area must be undertaken before work commences to ensure suitability of ground
conditions.
When fitted, always use stabilisers.
Wind speed must not exceed 30 mph for safe operation; beware of the funnelling effect close to buildings.
The platform’s SWL must not be exceeded with personnel, equipment or materials.
Exclusion zone to be established around the area of work
MEWPs must always be fully erected exactly as required by the manufacturer’s recommendations and no
modifications must be carried out.
Daily inspections must be carried out before use and if any faults are found then the MEWP must be taken out
of service and reported

Scaffolding –Tube and Fitting Scaffolding
Design - BS EN 12811 & TG20
Unless a scaffold is a basic configuration described in recognised guidance e.g. NASC Technical Guidance TG20 for
tube and fitting scaffolds or manufacturers' guidance for system scaffolds, the scaffold should be designed by calculation,
by a competent person, to ensure it will have adequate strength and stability and be designed to conform with the
European standard for scaffolding: BS EN 12811.
Erection & Dismantle
All scaffolding should be erected, dismantled and altered in accordance with either NASC guidance document SG4 for
tube and fitting scaffolds or the manufacturers' erection guide for system scaffolds.
Any proposed modifications or alterations outside a generally recognised standard configuration should be designed by
a competent person.
Handover Certificates
Handover certificates should refer to relevant drawings, permitted working platform loadings and any specific restrictions
on use.
Scaffold Inspection
All scaffolding inspection should be carried out by a competent person whose combination of knowledge, training and
experience is appropriate for the type and complexity of the scaffold he is inspecting. Competence may have been
assessed under the Construction Industry Scaffolder’s Registration Scheme (CISRS) or an individual may be suitably
experienced in scaffolding work and have received additional training under a recognised manufacturer/supplier scheme
for the specific configuration he is inspecting. A non-scaffolder who has attended a suitable scaffold inspection course
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and has the necessary background experience would be considered competent to inspect a basic scaffold (i.e. a site
manager).
Scaffold Register
A register of scaffolding erected on site must be kept by the Temporary Works Coordinator and updated by the qualified
advanced scaffolder as necessary.
Work at Height a brief guide http://www.hse.gov.uk/pubns/indg401.pdf
Safe use of ladders and Step Ladders http://www.hse.gov.uk/pubns/indg455.pdf
HSE Work at Height Wait Tool http://www.hse.gov.uk/work-at-height/wait/wait-tool.htm
HSE Height Safe -http://www.hse.gov.uk/pubns/heightsafeleaflet.pdf
NASC Information http://www.nasc.org.uk/
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3.33

Working Time Directive

The Regulations implemented by the European Working Time Directive bring in certain basic rights and protection for
employees and set out minimum levels of paid annual leave, daily and weekly rest breaks, length of night work, health
assessments for night workers and maximum working hours.
The Company will ensure that employees will not have to work more than 48 hours a week on average, unless they
choose to, or work in a sector with its own special rules. The Company will ensure an employee’s normal working hours
will be set out in a contract of employment or written statement of employment particulars.
The Company will ensure that if an employee is 18 years of age or over and wishes to work more than 48 hours a week,
they can choose to opt out of the 48-hour limit. This will be voluntary and in writing. The agreement will be with the
individual and not the whole workforce. Employees will not be sacked or unfairly treated (for example refused promotion
or overtime) for refusing to sign an opt-out agreement
If an employee signs an opt-out the Company will allow the right to cancel this agreement at any time by giving between
one week and three months' notice. The Company will agree this notice period with their employee when they sign the
opt-out. If no notice period is agreed, then the employee will be allowed to give one week’s notice of cancellation.
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3.34

Workplace (Health, Safety and Welfare) Regulations 1992

The Company’s appointed Workplace Health, Safety and Welfare Administrator is the Operations Manager.
These Regulations cover a wide range of basic health, safety and welfare issues and apply to most workplaces (with the
exception of those workplaces involving construction work on construction sites, those in or on a ship, or those below
ground at a mine)
The Company has a responsibility under the regulations and will comply by ensuring that adequate welfare facilities are
provided for people at work.
The Company will ensure the welfare facilities are suitable for anyone. This includes people with disabilities. Where
necessary, parts of the workplace, including in particular doors, passageways, stairs, showers, washbasins, lavatories
and workstations, will be made accessible for disabled people.
To comply with the regulations, the Company will ensure: •
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

That suitable and sufficient sanitary conveniences and washing facilities are provided at readily accessible
places.
Those rooms containing them will be kept clean and be adequately ventilated and lit.
Washing facilities will have running hot and cold or warm water, soap and clean towels or other means of cleaning
or drying.
If required by the nature their work, showers will also be provided.
Where practicable men and women will have separate facilities unless each facility is in a separate room with a
lockable door and is used solely by only one person at a time.
That there is an adequate supply of high-quality drinking water available
That adequate and suitable and secure space will be provided to store workers’ own clothing.
The facilities will be readily accessible from workrooms and washing and eating facilities, and should ensure the
privacy of the user, be of sufficient capacity, and be provided with seating.
Rest rooms are available to have a break, eat food which has the provisions for preparing hot food or obtaining
a hot drink.
That the rest areas or rooms will be large enough and have sufficient seats with backrests and tables for the
number of workers likely to use them at any one time, including suitable access and seating which is adequate
for the number of disabled people at work.
That where applicable suitable rest facilities will be provided for pregnant women and nursing mothers. They
should be near to sanitary facilities and, where necessary, include the facility to lie down.
Workplaces, equipment and systems are maintained in an efficient working manner.
The workplace will be kept at a suitable temperature and where it is practical temperatures will be maintained in
line with current legislation
No fumes, gas or vapour from heating/ventilation equipment will be allowed to escape into the workplace, which
could be injurious or offensive to personnel.
Lighting will be suitable and sufficient with emergency lighting as required e.g. Fire Precautions Legislation may
require the lighting of emergency escape routes.
Fire precautions are maintained and abided by.
Waste materials are not allowed to accumulate inside the workplace except in suitable receptacles
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3.35

Workplace Substance Abuse Policy

The Company is committed to ensure and support the long-term well-being and health of all its employees by providing
amongst other things, a safe working environment and to minimise problems arising from the misuse of drugs and alcohol
at work.
This commitment is seriously threatened when any employee of the Company uses drugs or substances during working
hours, presents themselves for work whilst under their influence, or possesses, distributes or sells drugs or substances
in the said workplace. Therefore, in order to address this, issue the Company has established the following policy: •
•
•
•
•
•
•
•
•

Any employee found to be in possession of, or under the influence of, or trading or offering for sale drugs, alcohol
or substances for use within the workplace, shall be in direct contravention of company policy.
Anyone reporting for work under the influence of drugs, alcohol or substances either illegal or legal (legal being
e.g. alcohol or solvents) shall be in direct contravention of company policy. This will exclude the appropriate
individual use of legally prescribed medications.
Any employee that has been prescribed drugs and/or is using over-the-counter drugs that may affect their
work/safety should immediately inform their manager or supervisor before commencing work.
Anyone using prescription drugs illegally (for instance, selling them on to others) shall be in direct contravention
of company policy.
Employees in safety-critical jobs who are found to be under the influence of drugs or alcohol will be subject to
dismissal, regardless of the circumstances.
All employees will be assured that confidential advice, assistance and encouragement will be offered to anyone
identified as possibly having a drug or alcohol problem that may adversely affect their work.
Employees may request help voluntarily, through peers or management and may bring a trusted
colleague/employees representative to discussions for support.
The employee will be advised of the consequences if help is refused or relapse occurs.
All of the above violations are subject to the disciplinary procedure up to, and including, termination of
employment.

The Company will ensure that: •
•
•
•
•

All employees understand the dangers and harmful effects of drug and alcohol misuse.
All employees are aware of their responsibilities regarding drug and alcohol at work.
Problems are identified and dealt with appropriately at the earliest stage possible.
Support and assistance is offered to those having a drug or alcohol problem which affects their work
performance.
All discussions with employees are confidential subject to the provisions of the law and the confidential nature
of any records of employees with a drug or alcohol problem is strictly maintained.

Appointed members of staff will be directly responsible for the counselling of employees in whom they perceive changes
in behaviour that suggest a drug, alcohol or substance abuse related problem. As regards counselling, it will not be the
appointed member of staff responsible to offer individual psychiatric diagnosis. Instead, the appointed member of staff
will be supportive, suggest that the individual seeks help, and offer advice about the availability of relevant help resources.
As everyone is responsible for the safety of a workplace, all employees should be actively encouraged to apply
this same approach.
The Company is fully committed to providing all employees with general information about drugs and alcohol; induction
programmes incorporate drug and alcohol awareness; leaflets will be made available; and posters displayed in
appropriate places.
Specific education, training, discipline and support programmes will be provided, if deemed necessary that would provide
managers and supervisors to help recognise problems.

Vision Building Services Health & Safety Policy

3.36

Young Persons

Employment of Young Persons
If at any time the Company employ or allow young person’s onto the Company or site premises they will assess and
review the risks to health and safety of the young person’s due to their lack of maturity, experience and knowledge of
potential risks.
In the event the Company employs or allows young person’s to attend the Company business activities for work
experience they will ensure that young person’s will not carry out certain types of work, except in circumstances involving
training where the young person is no longer a child.
A ‘child’ is anyone under the minimum school leaving age and a ‘young person’ is anyone under 18 years of age. Children
under 13 years cannot be employed at all, and those between 13 and the minimum school leaving age cannot be
employed in industry.
However, children between 13 and the minimum school leaving age may, in accordance with local by-laws and with the
permission of the local authority, attend workplaces for visits and organised work experience.
Risk Assessment
Before a young person is employed, a risk assessment will be carried out by the Company covering the following points:
•
•
•
•
•
•
•
•
•
•
•

Their inexperience.
Their immaturity and lack of awareness of risks.
The tools, equipment and the extent of health and safety training that are to be provided and used.
The layout of the workplace and the environment they may have to work in.
Any hazardous substances with which they may come into contact.
Exposure too physical, chemical or biological hazards.
The organisation of work processes and activities.
Their lack of experience in dealing with and controlling health hazards associated with materials/processes.
Their lack of manual handling techniques.
Their lack of organisational skills, especially in relation to their place of work.
Their inexperience in relation to electricity, pressure, gasses, airborne particulates and any other potential
hazards

Careful consideration must be given to the way in which information is conveyed to young person’s to ensure that it is
fully and readily understood providing particular attention to the individual young person’s physical, cognitive, and
social development.
.
Management Policy
Where children are employed which could include work experience, then the Company will, before commencing the
employment of the child, provide the parents or guardians with details of any risk assessment which have been carried
out. This information will include details of any hazards and a description of any preventative or protective measures,
whether the risk arises from the employer’s own activity or the activities of others at the workplace. The Company will
take into consideration the special nature of young persons, i.e. their lack of experience, knowledge of risks and the fact
that they are not fully mature.
Health & Safety Training INDG 345 - http://www.hse.gov.uk/pubns/indg345.pdf
The Right Start – Work Experience for young people INSG 364 - http://www.hse.gov.uk/pubns/indg364.pdf
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EMPLOYEES DECLARATION

Vision Building Services Ltd
6 Crofton Court
Portrack Lane Ind Est
Stockton-on-Tees
TS18 2QR
Tel: 01642 679 110
HEALTH AND SAFETY POLICY
I, the undersigned, confirm that this Health and Safety Policy has been brought to my attention, and that my Employer
has explained what my duties are under this Health and Safety Policy. I understand that it is my duty under the Health
and Safety at Work Act 1974 to comply with all rules and regulations laid down within the policy.

PRINT NAME

SIGNATURE

DATE
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