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The ? Company 
PART 1 – STATEMENT OF INTENT

1.1 CHIEF EXECUTIVE`S STATEMENT OF POLICY ON HEALTH AND SAFETY

It is the policy of THE ? COMPANY, hereafter known as The Company, to ensure, so far as is reasonably practicable, the health, safety and welfare of all employees, visitors, contractors and members of the public who may be affected by The Company’s activities.

To achieve the highest possible standards of health and safety, The Company’s objective is to ensure that everything practical is undertaken to prevent injury and ill health by ensuring:

· A safe and healthy working environment.

· Safe systems and methods of work and a safe means of access and egress.

· Suitable and sufficient training, information, instruction and supervision.

· Completion, and regular revision, of risk assessments.

· Proper welfare facilities and arrangements.

· The provision and maintenance of safe plant and equipment.

· Continuous improvement in health and safety standards and annual review of the policy.

· The Company has access to ‘competent’ Health and Safety advisors at all times.

· That adequate resources are available for health and safety matters.

· A Report on Health and Safety activity will be discussed annually by the Board of Directors

· An annual review of the Health and Safety Policy.

Health and Safety is everyone’s responsibility and employees must do all that is reasonably practicable to prevent injury to themselves and other persons who may be affected by their acts or omissions.

The Health and Safety Policy describes the various responsibilities for health and safety management within The Company and applies equally to all persons involved with the business’ activities.

Where an employee considers that the arrangements for health and safety are inadequate, they are to report the matter to their Line Manager at the earliest opportunity.

Signed:





Date:



Chief Executive   

Review Date:
?
THE ? COMPANY
PART 2 – ORGANISATION FOR HEALTH AND SAFETY

2.1

Organisation for Health and Safety

1.1.1 The ? Company has five areas of activity to be covered by this policy:-

· The Head Office based at Jubilee House, Burton on Trent

· The Chief Executive’s office in Marble Arch, London

· A subsidiary office in Stirling, Scotland

· Mobile workers places of work

· Activities in the field consisting of Public Houses
· And potentially any offices gained in acquisitions
1.1.2 Health and Safety is monitored in three distinct routes:-

· For offices via the Customer Services Director and the Facilities Manager

· For activities in the field this would be monitored via the Property and Development  Executive Director

· For mobile workers via their Line Managers

1.1.3 The following Chart depicts this graphically.

2.1
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2.2

Responsibilities

2.2.1

Chief Executive 
The Chief Executive shall:

2.2.1.1 Retain overall responsibility for the health, safety and welfare of all employees within The Company.

2.2.1.2 Ensure that sufficient resources are allocated for the successful implementation of the safety policy.

2.2.1.3 Request an annual appraisal on safety performance from the Customer Services Director.

2.2.1.4 Positively promote health and safety in all activities undertaken by the business.


2.2.1.5 Give direction to the Directors, Line Managers and the Safety Committee regarding health and safety.

2.2.1.6 Chair and/or organise a health and safety committee within the business as considered appropriate and in accordance with statutory provisions.

2.2.1.7 Ensure that there is access to a competent safety advisor as required by the Management of Health and Safety at Work Regulations 1999.  

2.2.2

Customer Services Director
The Customer Services Director shall:

2.2.2.1 Report directly to the Board of Directors in relation to all aspects of health and safety 

which are relevant to any of The Company’s activities.

2.2.2.2 Give recommendations to the Board of Directors in relation to the introduction of both new legislation and also amendments to existing legislation where such legislation is relevant to any of The Company’s activities.

2.2.2.3 Take instruction from the Board of Directors in relation to health and safety issues and disseminate such instructions as per the chart on page 8 of this document.

2.2.2.4 Ensure that all Line Managers are made aware of their health and safety responsibilities

2.2.2.5 Ensure that adequate manpower, resources, reviews, procedures and records are identified and maintained as necessary.
2.2.2.6 Ensure that information from the Health and Safety Executive/Local Authority is disseminated to the relevant people and that any necessary action is specified and taken.
2.2.2.7 Chair and/or organise a health and safety committee within the business as considered appropriate and in accordance with statutory requirements.
2.2.2.8 Organise an annual safety audit of the business activities and premises and ensure that any necessary safety improvements are implemented.
2.2.2.9 Ensure that any suggestions made to improve health and safety are considered and implemented where appropriate.

2.2.2.10 Positively promote health and safety in all activities undertaken by the business.

2.2.2.11 Issue copies of all reports concerning Health and Safety to the Chief Executive   and Line Managers as appropriate.
2.2.2.12 Analyse the accident reports monthly and direct any required accident prevention programmes.  The Chief Executive should be advised of accidents rates on a quarterly basis.

2.2.2.13 Arrange access to a competent person as defined by The Management of Health and Safety at Work Regulations 1999.

2.2.2.14 Ensure that suitable training courses are identified and implemented for all staff members regarding health and safety.


2.2.2.15 Ensure that all necessary risk assessments are carried out within the business as required and ensure that they are correctly implemented and revised as necessary.


2.2.3

Finance Director

The Finance Director shall:

2.2.3.1 Ensure that sufficient financial resources are identified and made available for the successful implementation of the health and safety policy.


2.2.5

Facilities Manager

The Facilities Manager shall:

2.2.5.1
Assist the Customer Services Director to ensure that all Line Managers are made aware of their health and safety responsibilities.


2.2.5.2
Assist the Customer Services Director to ensure that information from the Health and Safety Executive/Local Authority is disseminated to the relevant people and that any necessary action is specified and taken.


2.2.5.3
Chair and/or organise a health and safety committee within the business as considered appropriate and in accordance with statutory requirements.


2.2.5.4
Organise a monthly safety audit of the business activities and premises and ensure that any necessary safety improvements are implemented.


2.2.5.5
Ensure that any suggestions made to improve health and safety are considered and implemented where appropriate.


2.2.5.6 Positively promote health and safety in all activities undertaken by the business.

2.2.5.7
Assist in the issuing of copies of all reports concerning Health and Safety to the Chief Executive and Line Managers as appropriate.


2.2.5.8 Assist in the monthly analysis of accident reports and direct any required accident prevention programmes.  The Customer Services Director should be advised of accident rates on a monthly basis.

2.2.5.9 Ensure that the regulations and reporting of accidents to HSE are complied with when applicable

2.2.5.10 Assist the Customer Services Director to ensure that suitable training courses are identified and implemented for all staff members regarding health and safety.


2.2.5.11 Assist the Customer Services Director to ensure that all necessary risk assessments are carried out within the business as required and ensure that they are correctly implemented and revised as necessary.


2.2.5.12
Ensure that any defect in plant, equipment, work area or work activity that is reported to them is investigated and dealt with.

2.2.5.13
Conduct regular reviews of the plant, equipment, work area or work activity and compose reports and recommendations to the Customer Services Director to establish a safe and healthy environment for personnel.

2.2.5.14
Conduct and record evacuation and tests to ensure that all personnel are aware of the actions to be taken in the event of an emergency and know how to evacuate the premises, as laid down by regulations.

2.2.6

Departmental/Line Managers

The Departmental/Line Managers shall:

2.2.6.1
Ensure that the health and safety policy is fully implemented within their area of responsibility and monitor its adequacy.

2.2.6.2
Ensure that all subordinate members of staff under their supervision are made aware of the contents of the safety policy and the duties imposed upon them.

2.2.6.3
Ensure that all subordinates receive adequate information, instruction, training and supervision to ensure that all work activities are conducted in a safe manner.

2.2.6.4 Ensure that all subordinates receive an induction when joining The Company or when changing roles within The Company.

2.2.6.5
Maintain responsibility for health and safety by ensuring that the health and safety policy and associated procedures are in operation and by leading by example.

2.2.6.6
Ensure that all necessary risk assessment controls are implemented at local level.

2.2.6.7
Ensure that all accidents that occur in the workplace are reported in the accident book held at Reception of Jubilee House.

2.2.6.8
Report all serious accidents and occurrences to the Facilities Manager as soon as is practically possible.

2.2.6.9
Take and initiate action required to ensure that health and safety risks arising from work activity or within the workplace are reported to the Facilities Manager.

2.2.6.10
Ensure that no subordinates are instructed to carry out any action, or operate any machinery or equipment for which they have not been adequately trained.

2.2.6.11
Ensure that any defect in plant, equipment, work area or work activity is reported to the Facilities Manager.

2.2.6.12
Ensure that all workplaces within their designated area of responsibility are monitored to ensure that safe conditions are maintained.

2.2.6.13
Ensure that all incidents causing injury or damage to property, machinery or equipment are investigated, reported and correctly documented as laid down in The Company procedure.

2.2.6.14
Ensure that visitors, contractors and all members of staff are aware of any risks in the area and of established safety procedures.

2.2.6.15
Ensure that all personnel under their control are aware of the actions to be taken in the event of an emergency and know how to evacuate the premises.

2.2.7

Employees

Health and Safety affects all personnel at all levels within The Company.  To achieve and maintain high standards of health and safety within the business, all employees shall, in accordance with sections 7 and 8 of the Health and Safety at Work etc. Act 1974 and Regulation 12 of the Management of Health and Safety at Work Regulations 1999:

2.2.7.1
Be aware that they have a duty under legislation and codes of practice to take reasonable care for their own health and safety, safe practice and the safety of others who may be affected by the their acts or omissions.

2.2.7.2
Comply with the safety policy, procedures and regulations designed to protect the health, safety and welfare of everyone affected by The Company’s undertakings.


2.2.7.3
Neither intentionally nor recklessly interferes with nor misuse any equipment, provided for the protection of health and safety.

2.2.7.4
Be aware of emergency procedures including the evacuation and fire precaution procedures and actively participate in drills and rehearsals.

2.2.7.5
Conduct themselves, whilst at work, in such a manner as not to compromise themselves or others who their actions may affect.

2.2.7.6
Co-operate with all Managers in preventing accidents or health risks to themselves, other employees and members of the public or visitors.

2.2.7.7
Wear personal protective equipment whenever instructed to do so or in circumstances that require its use.

2.2.7.8
Report any work conditions that they consider being unsafe or unhealthy at once to their Line Manager.

2.2.7.9
Not use mobile telephones or other communication devices whilst driving any vehicles on company business, except where suitable devices are used which allow the safe use of such equipment and the ability of the driver is not impaired.
2.2.7.10
Any employee who fails to comply with the health and safety policy, or who intentionally or recklessly interferes with or misuses any equipment provided for the protection of health and safety may be subject to disciplinary action which may result in dismissal.

2.2.8
Safety Committee



The safety committee shall

2.2.8.1 Be comprised of a nominated employee from each department, who is willing to act as a member of the safety committee.

2.2.8.2
Be chaired by the Facilities Manager.

2.2.8.3
Meet on a quarterly basis with the purpose of acting as a forum for the discussion of health and safety issues arising in the workplace.

2.2.8.4 Act as a medium for the employees to bring to the attention of The Company any issues they may have with regard to health and safety.

2.2.8.5 Distribute meeting minutes to all employees.

2.2.8.6 Discuss and, if necessary, bring to the attention of the Directors any health and safety related training requirements which are felt necessary to both comply with current legislation and to safeguard the health and safety of all employees.

THE ? COMPANY
PART 3 - ARRANGEMENTS FOR HEALTH AND SAFETY

3.1 Office Accident / Injury Reporting Procedures

3.1.1 All accidents that occur at work will be recorded in the accident book held at ? office  Reception. Where the casualty is fit enough the casualty will complete the entry in the accident book, if this not possible the First Aider should complete it on their behalf.

3.1.2 The First Aider attending the casualty shall complete the First Aid log book and advise the casualty’s Line Manager of the incident

3.1.3 The casualty’s Line Manager shall complete an incident report and forward it to the Facilities Manager.

3.1.4 The Facilities Manager will analyse the accident book on a monthly basis and inform the Customer Services Director of all accidents.  The Customer Services Director will report accidents to the HSE as required.  Accidents that should be reported to the HSE include:

· A fatality.

· A major injury e.g. fractured bones (other than fingers and toes).

· An accident which results in absence from work for over three days.

· An injury to a member of the public that requires them to be taken from the scene of the accident to hospital.

· An injury that results in unconsciousness.

· An injury that requires resuscitation.

· An injury that results in a person staying in hospital for more that twenty-four hours.

· Violence that leads to one of the above reportable injuries.

· The loss of sight of an eye, a penetrating injury to the eye or a chemical or metal burn to the eye.

· And other accidents listed under RIDDOR.

3.1.5 Where a reportable accident or occurrence takes place the enforcing authority must be informed in the prescribed manner within 10 days. Serious injuries or occurrences should be reported by the quickest available means i.e. telephone.

3.1.6 If an employee dies within one year of an accident at work the enforcing authority must be informed as soon as the employer becomes aware of the situation, whether or not the accident was initially reported.

3.1.7 Where the Local Authority requires notification the Facilities Manager should complete Form F2508 / F2508A, obtain the Customer Services Director signature and forward this to the Local Authority.


3.1.8 Where the HSE require notification the Facilities Manager should complete Form F2508 / F2508A, obtain the Customer Services Director signature and forward this to the HSE Incident Contact Centre.


3.1.9 Where serious accidents occur, the Customer Services Director should immediately organise an accident investigation with a view to determining the cause(s) of the accident and to identify any remedial action to prevent recurrence.


3.2 Vehicles used on Company business

3.2.1 All vehicles used on Company business must be used in accordance with the Company policy for use of vehicles. 

3.2.2 Only authorised personnel are permitted to drive vehicles, on Company business, for which they hold a valid driving license.


3.2.2.1 Drivers will remain responsible for ensuring that their vehicle is roadworthy at all times.  Regular checks on oil, tyre pressure and fluid levels will be undertaken, recorded and adjustments made as required.


3.2.3 All accidents involving vehicles being used for Company business must be reported to the Human Resources Department and the driver's Line Manager at the earliest opportunity, and onward to the Facilities Manager.
3.2.4 Whilst driving, individuals should only use Hands Free Kits for Mobile Phones which enable the user to conform with current legislation. When using such kits individuals should keep the number of calls and also the length of call times to a minimum.  Additionally the user should not indulge in detailed conversation.
3.2.5 If making a call to a mobile phone the caller should ask the recipient if they are driving.  Consideration must be given to the fact that if the recipient is driving then they may not be able to hold a conversation whilst driving safely.  Consequently any such calls must be kept to a minimum.
 3.3

Contractors and Visitors to Office Premises
3.3.1 The Company shall only employ contractors who are competent in their respective field of employment.


3.3.2 The Customer Services Director shall ensure that all contractors to be used by The Company have satisfactory standards of health and safety that are demonstrable.

3.3.3 All Contractors shall complete and have signed by the Facilities Department an ‘Authorisation to Work’ certificate prior to the commencement of any works.


3.3.4 Contractors who are selected for employment by The Company shall ensure that all personnel sent to work on company sites are competent and trained in health and safety.


3.3.5 Contractors will be required to demonstrate that they have completed a suitable risk assessment for the work to be undertaken on Company sites and that they have adequate insurance provisions.


3.3.6 All visitors to The Company will be requested to sign in and out for accounting purposes in the event of an emergency.


3.3.7 Visitors shall be escorted by their host whilst on site and will be required to wear, clearly on display at all times, the issued visitor’s badge.

3.4 Contractors and Visitors to Sites

3.4.1 The Company shall only employ contractors who are competent in their respective field of employment.


3.4.2 The Planning and Development Director shall ensure that all contractors to be used by The Company have satisfactory standards of health and safety that are demonstrable.


3.4.3 Contractors who are selected for employment by The Company shall ensure that all personnel sent to work on company sites are competent and trained in health and safety.


3.4.4 Contractors will be required to demonstrate that they have completed a suitable risk assessment for the work to be undertaken on Company sites and that they have adequate insurance provisions.


3.4.5 All visitors to Company sites will be requested to sign in and out for accounting purposes in the event of an emergency.

3.4.6 Contractors will be required to induct all visitors onto Company sites to ensure they are aware of the rules and safety arrangements on site.

3.5 Control of Substances Hazardous to Health (COSHH)

3.5.1
No work will be undertaken which involves the use of a substance classified as hazardous to health, unless a formal COSHH assessment has been undertaken and documented by a competent person.

3.5.2
Any protective measures required, as a result of the COSHH assessment, will be adhered to. Line Managers are to ensure that the COSHH assessment requirements are in force at all times.

3.5.3
No new substances or chemicals will be used on The Company’s premises that have not been the subject of a formal assessment.

3.5.4
Prior to using any materials or substances on The Company’s premises a Manufacturer’s Product Safety Data Sheet will be obtained.

3.5.5
COSHH assessments will be periodically reviewed to ensure that they are still valid.

3.5.6
All cleaning contractors will remain responsible for assessing all chemicals used by their staff on The Company premises.

3.5.7

The Company staff are not permitted to use the cleaning chemicals.

3.6

Display Screen Equipment (DSE)

3.6.1
The Company will require every user to carry out DSE assessments for all personnel who are required to spend continuous periods in excess of one hour on DSE.


3.6.2
All DSE users shall ensure that work on the DSE is interrupted by undertaking non-DSE work, for approximately 5 minutes in every hour.

3.6.3
DSE users may undertake an eyesight test at The Company's expense with prior approval.  Where special corrective lenses are required for DSE use, these shall be provided by The Company at reasonable cost.

3.6.4
Workstations shall be so arranged as to provide adequate space for the work to be undertaken.  Windows shall be provided with blinds or curtains as required to remove excessive glare from DSE screens.

3.6.5
Work chairs shall be adjustable to suit the individual and where required foot rests, wrist supports, anti-glare screens and document holders shall be provided.

3.6.6
If an employee suffers from any visual or muscular discomfort as a result of working with DSEs, the matter must be reported to their Line Manager immediately.

3.6.7
Line Managers shall ensure that the correct amount of breaks are taken away from DSE screens.

3.7

Drugs and Alcohol

3.7.1

The use or possession of illegal drugs is forbidden on Company premises.

3.7.2 Employees who are required to drive or operate machinery must not do so whilst under the influence of alcohol or drugs.

3.7.3  Personnel who have been prescribed drugs that may affect their ability to work safely must inform their Line Manager immediately.

3.7.4 Any person found to be under the influence of illegal drugs or alcohol during working hours shall be removed from the premises and may face disciplinary action.

3.8

Electrical Safety

3.8.1 A competent person will inspect all portable electrical appliances on an annual basis for electrical safety.

3.8.2 Having passed the test appliances shall be marked to indicate that they are safe to use.

3.8.3 Employees shall not attempt to repair or modify any electrical item.  Where faults occur they shall be reported to the Facilities Manager for action to be taken.

3.8.4 Employees should always adhere to the following:

· DO always switch off and disconnect from the mains supply before moving portable appliances.

· DO only use one appliance per plug point.

· DO always switch off and disconnect from the mains supply all equipment when not in use (with the exception do not disconnect IT and Communication equipment).

· DO always keep fuse box covers closed.

· DO keep electrical supply cables from damp or wet environments.

· DO NOT allow electrical supply cables to remain in a position where they can be damaged by being walked over or trapped under a door etc.

· DO ensure that cables are not trailing below desks.

· DO NOT use adapters unless these are protected against overloading.

· NEVER attempt to install or operate new equipment until you have received authorisation from the Facilities Manager and understood manufacturer’s clear instructions.

3.9

Fire and Other Emergencies

3.9.1 All employees will receive training on the action to be taken in the event of a fire or other emergency. Suitable records of such training will be maintained.

3.9.2 All employees are to be fully conversant with the procedures for fire prevention, detection and fighting and the evacuation procedures.
3.9.3 Employees are not to interfere with any equipment provided to detect or fight fires.

3.9.4 Employees noticing any shortcomings in fire fighting equipment are to report the matter immediately to their Facilities Manager.

Action on Discovering a Fire 

The Procedures to be followed in the case of FIRE

IF YOU DISCOVER A FIRE or think there is a FIRE
Raise the alarm by breaking the nearest ALARM GLASS

(A red box on the wall)

And SHOUT “FIRE, FIRE, FIRE”

Once the alarm sounds, and if possible without putting yourself or your colleagues in danger, attack the FIRE with the appropriate FIRE extinguisher.

Evacuate immediately via the NEAREST AVAILABLE EXIT

And go directly your FIRE ASSEMBLY POINT 

DO NOT use the Lift

DO NOT stop to collect personal belongings

There are three FIRE ASSEMBLY POINTS

Assembly point A for Ground Floor

Assembly point B for First Floor

Assembly Point C for Second Floor

The exact locations are detailed on the fire notices on the notice boards throughout the building.

A Fire Warden will assist your exit

For disabled persons the evacuation chairs positioned on the landings of each staircase should be utilized with the assistance of a suitable trained person.

Wait at the FIRE Assembly Point to ensure your continued safety.

DO NOT ENTER the building until authorised to do so by the Senior FIRE Officer in attendance.

Look around; know where your exits are and where an extinguisher is.

FIRE Precautions

for Staff

The Procedures to be followed in the case of FIRE

IF YOU HEAR THE FIRE ALARM

(A Continuous Alternating Siren)

All Staff and Visitors shall immediately evacuate the building via the NEAREST AVAILABLE EXIT

And go directly to the FIRE ASSEMBLY POINT 

There are three FIRE ASSEMBLY POINTS

Assembly point A for Ground Floor

Assembly point B for First Floor

Assembly Point C for Second Floor

The exact locations are detailed on the fire notices on the notice boards throughout the building.

DO NOT use the Lift

DO NOT stop to collect personal belongings

DO assist Visitors or strangers to evacuate safely.

For disabled persons the evacuation chairs positioned on the landings of each staircase should be utilised with the assistance of a suitable trained person.

Wait at the FIRE Assembly Point to ensure your continued safety.

DO NOT ENTER the building under any circumstances until authorised to do so by the Senior FIRE Officer in attendance.

Look around; know where your exits are and where an extinguisher is

.

3.9.5 No flammable or combustible materials will be stored near heating appliances or other sources of direct heat.

3.9.6 All emergency escape routes will be kept free from obstruction at all times. The Company will consider it a disciplinary offence to obstruct emergency escape routes.

3.9.7 Prior to any new equipment, materials or processes being used the implications of an additional fire risk will be assessed and approved by the Facilities Manager and the necessary precautions taken in advance.

3.9.8 The following inspections will be completed and recorded to ensure that fire detection and fighting means are adequate:

· Fire Fighting Equipment

-
Monthly Inspection/Annual Service

· Fire Alarms


-
Weekly Test/Quarterly Service

· Emergency Lighting

-
Monthly Test/Six Monthly Service

3.10

First Aid

3.10.1 The Company will comply with the requirements of the Health and Safety (First Aid) Regulations 1981.

3.10.2 Sufficient personnel shall be trained as First Aiders by attending a Health and Safety Executive approved course.  A sufficient number of “Appointed Persons” shall also be trained to take account of holiday and sickness absence.

3.10.3 A list of trained First Aiders will be displayed on Company notice boards.  A contact telephone number will be listed.

3.10.4 Sufficient first aid equipment shall be provided.  First Aiders are responsible for checking the first aid box contents monthly and ordering replacement items through the Facilities Manager.

3.10.5 Under no circumstances will First Aiders administer drugs or medications to staff, customers or visitors.

3.10.6 First Aiders will be invited to attend the quarterly Health & Safety Committee.

3.11

Fitness to Work/Stress

3.11.1 All new employees will be required to complete and sign a confidential medical questionnaire before appointment.

3.11.2 The Company operates a performance appraisal system and personal development programme.  Managers and employees are encouraged to discuss all aspects of work and any other issues of relevance at the time of the appraisal or as and when problems arise to reduce the chances of stress.

3.12

Health and Hygiene
3.12.1 Employees are required to report any medical condition from which they are suffering to their Line Manager as soon as is practicable.  All information will be treated as strictly confidential.

3.12.2 Employees must inform their Line Manager if they have contracted or been in contact with an infectious or contagious disease.  All information will be treated as strictly confidential.

3.13

Health and Safety Auditing
3.13.1 The Health and Safety Policy shall be reviewed annually and revised as necessary.

3.13.2 Risk assessments and COSHH assessments shall be reviewed periodically or when the assessments are considered to be no longer valid.

3.13.3 An annual health and safety audit shall be undertaken on all Company activities to appraise the current status and to recommend improvements as may be necessary.

3.14

Home Working

3.14.1 Employees who are required to work from home shall be trained in workplace self-assessment and shall undertake such an assessment and forward it to their Line Manager who will record the findings endeavour to assist by making the workplace safe and pass it to the HR department for recording.

3.15

Maintenance Procedures
3.15.1 All maintenance operations will be undertaken by fully qualified, competent and insured organisations and individuals.

3.15.2 Maintenance providers shall be requested to provide a risk assessment outlining the hazards likely to be encountered and the controls to be implemented.

3.15.3 All electrical maintenance will be completed by an NICEIC qualified electrician.

3.16

Manual Handling
3.16.1 Employees shall not lift any object that is beyond their strength.

3.16.2 Where required, assistance should be sought to lift or move heavy or awkward items.

3.16.3 Prior to lifting assess the load and the work environment to ensure there are no hazards due to excessive weights, uneven floor surfaces etc.

3.16.4 All Managers shall ensure that a risk assessment is undertaken prior to any lifting activity and that sufficient training is provided for personnel who are required to continuously lift or move items.

Manager’s Actions
· Review what your employees are required to do to minimise the need for manual handling of heavy or awkward objects.

· Ensure that employees are informed of any manual handling tasks which could involve risk and ensure that particular manual handling risks are identified on the risk assessment.

· Train employees in the rules for safe manual handling. These are detailed below:-

The Basic Lift
· Remember to relax.

Feet Position
· Stand with the load between the feet, the leading foot at the side of the load, pointing in the direction of movement.

Relax At The Ankles and The Knees
· Without looking down at the load, relax and unfold at the ankles and the knees until your hands can reach the load.

· Do not let your hips come down below knee level as this will prevent you from using your leg muscles properly when lifting.

· Do not put one knee on the floor as this makes for an unsuitable lifting action.

Grip
· Get a firm grip on the load using the palms of your hand not just fingers on the opposite corners.

· When lifting boxes without handles, place a hand on the upper corner and the other on the lower opposite corner.  Tilt the load a little so that the lower hand can move under the object.  Take care not to trap your fingers.

The Lift
· Stand up using your thigh muscles so that the head comes up first.  Stand up smoothly and evenly.  DO NOT JERK.

Lowering

· Remember to follow the same principles when lowering.

3.17

Office Safety

3.17.1 Electrical cables and telephone wires will be situated so as not to cause a trip hazard.

3.17.2 Electrical sockets will not be overloaded.

3.17.3 All offices will be kept clean and tidy.  In particular gangways and means of escape will be kept free from obstructions.

3.17.4 Filing cabinet and cupboard drawers will be closed when not in use.

3.17.5 Any faulty electrical equipment will be reported to a Manager.

3.17.6 Sharp objects such as knives and scissors etc shall be stored away when not in use.

3.17.7 Spilled liquids shall be cleaned up immediately.

3.17.8 Employees shall not stand on office furniture to reach high objects.  A set of safe steps shall be used.

3.17.9 Floors and floor coverings shall be maintained in a good condition.  Defects should be reported to the Facilities Manager as soon as possible.

3.17.10 Coats, bags, umbrellas etc shall be stored on the pegs provided or in cupboards.

3.17.11 Great care must be taken when making and carrying hot drinks to avoid scalds. 

3.17.12 The making of beverages and cooking shall only be permitted in the Vending / Kitchen areas.

3.17.13 The eating of Hot food at Desks is not permitted and the eating of sandwiches at the desk should be discouraged by Line Managers

3.18

Passive Smoking

3.18.1 To avoid the issue of passive smoking, smoking is not allowed in the building.  Staff may only smoke in the designated area, a smoking cabin outside the rear of the building.

3.19

Personal Security
3.19.1 Employees who are required to leave the office for work reasons may be at risk of attack from third parties.  All members of staff are to familiarise themselves with Appendix B to the Health and Safety Policy – Personal Security and Safety.

3.20

Protective Clothing and Equipment
3.20.1 Where required, suitable and sufficient protective clothing and equipment shall be provided for employees.

3.20.2 Where protective clothing or equipment is provided employees shall ensure that it is used for the task specified in the correct manner.

3.20.3 Employees shall undertake a routine visual inspection of their protective clothing to ensure its serviceability.

3.20.4 Employees shall report any defects in their protective clothing to their Line Manager immediately.

3.20.5 Failure to wear the protective clothing provided in pursuance of a relevant statutory requirement is a disciplinary offence.

3.20.6 It may be necessary for certain employees to visit the sites where building or maintenance works are taking place.  It is the responsibility of the respective Line Manager to ensure that adequate Personal Protective Equipment (PPE) has been supplied to the employee for use, appropriate to the task.  

3.21

Provision and use of Work Equipment
3.21.1 All equipment provided for use at work shall be suitable and sufficient for the intended tasks.

3.21.2 A risk assessment shall be undertaken on all existing and new work equipment to highlight residual risks and to enable effective control strategies to be developed.

3.21.3 All personnel shall be adequately trained in the use of work equipment and shall receive adequate supervision.

3.22

Risk Assessments
3.22.1 It is The Company’s policy that formal written risk assessments will be undertaken prior to the commencement of any work which is potentially harmful to health.

3.22.2 Risk assessments, once completed by a competent person, will be brought to the attention of any persons who may be affected by the work to which the risk assessment relates.

3.22.3 Risk assessments will be reviewed at least annually or as required due to a change in the risk severity or a change in the working procedures.  Any changes made will be brought to the attention of all personnel who may be affected by the change.

3.23

Slips, Trips and Falls
3.23.1 Slips, trips and falls are the main cause of accidents in the service sector and are easily preventable by following some simple precautions.

· Always try to keep floor areas free from obstructions and do not use walkways, passageways and stairways for the storage of items such as boxes.

· Clean as you go and always wipe up spillages immediately.

· Report any areas of inadequate or defective lighting to your Line Manager.

· Check your furniture, take any damaged chairs out of use and store safely away from exit routes.

· Always use the correct equipment e.g. step ladder to access storage at height.

· Do not carry excessive loads up and down stairs and keep areas clear from obstruction at all times.

· Report any defects to surfaces, stairs or equipment to your Line Manager.

3.24

Terrorism

Employees Actions

· All employees are asked to be aware of strangers acting nervously or suspiciously or leaving bags or packages or coats behind or any other unattended item.

· Employees must be vigilant at all times and report anything that they see that is suspicious to their Line Manager.

· On discovering anything which may be an explosive device:

· Do not tamper with it.  
· DO NOT USE A MOBILE PHONE.
· DO NOT ACTIVE THE FIRE ALARM
Notify the Line Manager who will:-

· Dial 999 and inform the Police immediately.

· Notify the Facilities Manager.

· Evacuate the building, but do not close windows or doors on the way.

If the suspect item is outside leave it there and remove all employees away from that side of the building.

Do not re-enter the building until advised that it is safe to do so.  This instruction will be given by the  Manager/Deputy in control of the building.  The Manager in control of the building will not issue any instruction to re-enter, until authorisation has been given by the Emergency Services in attendance.



Telephone Threats


In the event of a telephone threat, employees are advised to:

· Note down what the caller said, the time of the call, any accent or background noise.

· DO NOT use the Fire Alarm

· Notify the Line Manager who will raise the alarm, and who will advise the Facilities Manager 

· Dial 999 and inform the Police immediately.

· If necessary evacuate the building (without using the Fire Alarm) after checking that no suspicious packages are at the assembly point.

· DO NOT use mobile phones in the near vicinity of a suspect package, as this can trigger a device.

Do not re-enter the building until advised that it is safe to do so.  This instruction will be given by the Manager/Deputy in control of the building.  The Manager in control of the building will not issue any instruction to re-enter, until authorisation has been given by the Emergency Services in attendance.

3.25

Training

3.25.1 All new employees will receive health and safety induction training.  A record of this training will be maintained.

3.25.2 All employees shall receive training relating to the Health and Safety Policy and their responsibilities under Health and Safety Legislation.

3.25.3 Refresher training will be provided as and when required.  Records of such training will also be maintained by the Human Resources Department

3.25.4 Managers shall ensure that all personnel under their direct supervision have received suitable and sufficient training for the tasks that they will be expected to undertake.  Where new processes/procedures are introduced training will be provided as required.

3.25.5 Training and participation in respect of fire and emergency evacuation procedures will be mandatory for all employees.
3.26

Use of Ladders and Step Ladders
3.26.1 All ladders and steps used by The Company staff shall be numbered and entered onto a ladder register.

3.26.2 The Facilities Manager shall ensure that ladders and steps are inspected on a monthly basis to ensure serviceability and the results entered onto the register.

3.26.3 Employees using ladders or steps shall ensure that they are secure before climbing.

3.26.4 Ladders may only be used on flat, firm surfaces.  Placing ladders onto other objects to gain height is forbidden.

3.26.5 The correct size ladder must be used.

3.26.6 Ladders should be set at the correct angle i.e. one foot away from the resting surface for every four feet of rise.

3.26.7 Wooden ladders must be used for electrical work.

3.27

Visits to Sites
3.27.1
Employees who are required to make visits to other sites as part of their work activity shall ensure that:

· They book out of the office and notify a third party of their destination and anticipated return time.  A contact telephone number shall be left as may be appropriate.

· They take and wear the necessary personal protective equipment as may be appropriate to the task.

· They adhere to the Policy regarding personal safety.

3.28 Young Persons and Pregnant Workers

1.28.1 Young persons (under 18) shall be supervised at all times whilst employed within The Company.  Specific risk assessments shall be undertaken for this group of individuals.

1.28.2 Any employee who becomes pregnant shall report the matter to their Line Manager at the earliest opportunity to enable an assessment of work activities to be undertaken.

1.28.3 Pregnant employees shall not be expected to undertake any tasks that may be hazardous to the expectant mother or the unborn child.

3.29 

Asbestos

In accordance with the Control of Asbestos at Work Regulations 2002 The ? Company have instigated firm procedures for dealing with the issue of asbestos in their premises.  A copy of the company Management Plan is available for viewing on http://www.e-constructionmanager.co.uk using the issued password.  Additionally a copy of the The ? Company asbestos register is also held on this web site.  All employees and external contractors, designers, project managers etc. who have duties within the Management Plan have been given a relevant password to enable them to access the register.

Appendix A

THE ? COMPANY
PERSONAL SECURITY AND SAFETY ADVICE

Personal Security/Safety
Aggression can take on many forms from verbal to physical abuse.  Whilst The Company acknowledges that the average person’s chances of becoming a victim of a physical attack are low, this is however a very important health and safety issue.

Some employees may be more at risk than others, particularly those whose work requires them to travel away from the office.

The precautions below are common sense and are applicable to all employees whether or not they are in a working situation:

Whilst Out and About

· Remember that no one is invincible and never assume that “it will never happen to me”.

· Be aware of your surroundings; know where you are going and how to get there.

· Identify your escape routes.

· Keep your head upright and look confident.

Do Not Put Yourself At Risk

· Work may require that you have to go out of the office, always leave details in writing of your expected movements; where you are going to, a contact name and number and the time you expect to be back.

· Plan your journey, avoid dangerous short cuts.

· Telephone the office if your plans change.  Always report what you are doing.

· If an employee fails to arrive back at the office, having stated a return time that day, the Line Manager will contact the employee by telephone, if a mobile telephone is carried, or will contact the contact number to establish the employee’s whereabouts.

· When working away from site all day, it is advisable to telephone the Line Manager, prior to the closure of the office to confirm whereabouts.

· The nature of the business will mean that it will be necessary for certain members of staff to make evening visits/weekend visits to premises across the property estate.  Employees who are required to make out of hours visits shall have access to a mobile telephone for the purpose of the visit.  The telephone should be fully charged and ready for use and should be carried in a non-conspicuous manner on the person.

Travelling On Foot

· Risk of attack can be reduced by careful consideration of the clothes that you wear.  Wear clothes that you can move easily in and shoes that are comfortable.

· Try and place valuables such as wallets in a non-conspicuous place such as an inside pocket.  Do not carry large amounts of cash on you.

· If you have to carry things use a small bag with a short strap and good fastenings.  Try to hold the bag close to the body without appearing to hold it tightly - this could indicate that there is something of value in the bag.

· Keep hands out of your pockets so that you can easily defend yourself.

· Avoid deserted places, waste ground, dark buildings etc.

· Avoid using the subway, if you are alone.

· If a street is deserted, choose a route through the middle of the pavement, facing the oncoming traffic.

· Never accept a lift with a stranger.

· Public Houses, garages, public areas and public telephones may be useful if you believe that you are being followed.  Summon help by knocking on the nearest door.

Travelling By Car

· The use of Company cars must be in accordance with the The Company car users policy (copies are available through the Director of Property).

· Stay in the car as much as possible and keep the windows closed and the doors locked.

· Keep bags, briefcases, portable computer equipment, valuables and equipment out of sight in the boot of the car.

· Keep your car in good working order and consider, if it is your own vehicle, joining a breakdown organisation.

· Keep a map accessible to avoid having to stop the car and ask for directions.

· Ensure that you have change for a telephone, a phone card or a mobile telephone with you.

· When parking the car, consider what the area will be like at night.

· When parking at night, look for a well-lit place.

· Keep your keys in your hand to allow quick access inside the car.

· Carry a bright/reflective garment in the car to wear in the event of a breakdown.

· Do not give lifts to hitch-hikers/strangers.

· Comfort – ensure seat, mirrors are adjusted to suit you.

· Take frequent breaks – re-adjust seats as necessary.

· If transporting heavy equipment always make sure that the load is secure.

· Do not drive when fatigued, always take a rest, particularly on long journeys.  Be particularly careful of fatigue on journeys on the motorway.

· Do not drink and drive and avoid consumption of excess alcohol and medication the night before driving.

The use of force in self-defence is allowed, but is limited to the minimum force necessary.

There are three options when facing the possibility of a physical attack and these are flight, compromise and attack, with the first two options being the safest.

Flight
- Run away as fast as you can, to a place where you know there will be people and where you may be able to summon help.

Compromise
- If you are unable to get away, scream, shout loudly and if in possession of a personal attack alarm set it off in the assailant’s ear, before throwing it out of reach (this is to prevent it from being used by an assailant).

Attack
- Only as a last resort should this be used by staff to defend themselves.  When using this form of defence you should strike with the knee or elbow and then get away.

Post Incident Support
All accidents and incidents including violence should be reported to the Customer Services Director.  Counselling support is available through the Customer Services Director.

Appendix B

THE ? COMPANY
HEALTH AND SAFETY INDUCTION CHECKLIST

HEALTH AND SAFETY INDUCTION CHECKLIST FOR OFFICE STAFF

New employees must be advised of various aspects of Health and Safety on joining the Company.  Liaison between the Human Resources Department and the Line Manager must be maintained to achieve this.  This form must be completed and retained on file by the Line Manager.

Safety Policy – explain and issue the Company’s Policy and point out any particular aspects which apply.



    
               Tick as applicable:












            Y   N  N/A

	1.
	Emphasise personal responsibilities
	
	
	

	
	
	
	
	

	2.
	Safety literature – distribute and explain any relevant safety literature.
	
	
	

	3.
	Responsible Safety Personnel – introduce or give their names and locations.  Describe their functions.
	
	
	

	
	
	
	
	

	4.
	Safe Systems of Work – describe particular hazards associated with the work area and the work to be done; explain the importance of the following safe working practices at all times.
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	5.
	Prohibited Areas – describe out of bounds areas and explain why.
	
	
	

	
	
	
	
	

	6.
	Explain the necessity for good housekeeping and tidy work areas.
	
	
	

	
	
	
	
	

	7.
	Heavy or Awkward Objects – demonstrate the correct way to lift objects.
	
	
	

	8.
	Hazardous Substances – explain the importance of reading labels on containers and complying with instructions.
	
	
	

	
	
	
	
	

	9.
	Risk Assessments – explain the importance of the control measures and who is responsible for maintaining them.
	
	
	

	
	
	
	
	

	10.
	Computer Users – explain the need for a safe workstation and undertake a DSE assessment for the new starter.
	
	
	

	
	
	
	
	

	
	
	
	
	

	11
	Hygiene – show where washing and toilet facilities are to be found.
	
	
	

	
	
	
	
	

	12
	Smoking – Inform staff of smoking/no smoking areas.
	
	
	

	
	
	
	
	

	13
	Explain the First Aid facilities
	
	
	

	14
	Accident Procedures – stress that all accidents and injuries must be reported.  Explain where the accident report forms are kept
	
	
	

	
	
	
	
	

	15
	Emergency Procedures – explain what to do in the event of a fire or bomb alert and evacuation procedures including designated assembly points.
	
	
	

	
	
	
	
	


Signed
_____________________________(Employee)


_____________________________(Manager)

Date
_____________________
HEALTH AND SAFETY INDUCTION CHECKLIST FOR MOBILE WORKERS

New employees must be advised of various aspects of Health and Safety on joining the Company.  Liaison between the Human Resources Department and the Line Manager must be maintained to achieve this.  This form must be completed and retained on file by the Line Manager.

Safety Policy – explain and issue the Company’s Policy and point out any particular aspects which apply.





   




         
               Tick as applicable:












            Y   N  N/A

	1.
	Emphasise personal responsibilities
	
	
	

	
	
	
	
	

	2.
	Safety literature – distribute and explain any relevant safety literature.
	
	
	

	3.
	Responsible Safety Personnel – introduce or give their names and locations.  Describe their functions.
	
	
	

	
	
	
	
	

	4.
	Safe Systems of Work – describe particular hazards associated with the work area and the work to be done; explain the importance of the following safe working practices at all times.
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	5.
	Heavy or Awkward Objects – demonstrate the correct way to lift objects.
	
	
	

	6.
	Hazardous Substances – explain the importance of reading labels on containers and complying with instructions.
	
	
	

	
	
	
	
	

	7.
	Risk Assessments – explain the importance of the control measures and who is responsible for maintaining them.
	
	
	

	
	
	
	
	

	8.
	Computer Users – explain the need for a safe workstation and undertake a DSE assessment for the new starter.
	
	
	

	
	
	
	
	

	9.
	Protective Clothing – explain what is provided, when and why it must be used and how to take care of it.
	
	
	

	
	
	
	
	

	
	
	
	
	

	10.
	Explain the First Aid facilities
	
	
	

	11.
	Accident Procedures – stress that all accidents and injuries must be reported.  Explain where the accident report forms are kept
	
	
	

	
	
	
	
	

	12.
	Mobile Workers – give all new starters a copy of the Mobile Worker Safety Guidance Sheet.
	
	
	

	
	
	
	
	


Signed
_____________________________(Employee)


_____________________________(Manager)

Date
_____________________

Appendix C

THE ? COMPANY
QUARTERLY HOUSEKEEPING INSPECTION REPORT

Quarterly Housekeeping Inspection Report

	Department
	Section
	Date of Inspection

	
	
	

	Items To Be Checked


	Record Where Standards Are Not Met
	List Action Taken

	Passageways, Fire Doors, Emergency Exits, Stairs and Gangways

In good condition and free from obstruction.
	
	

	Fire Equipment

Fire alarms unobstructed, extinguishers, hoses present, accessible and in good condition.
	
	

	Electrics/Machinery

No obvious hazards, leads and plugs in good condition.
	
	

	Waste And Rubbish

No accumulations. Satisfactory general arrangements.
	
	

	Storage

Arranged properly, clear of lights, heaters and sprinklers
	
	

	Smoking

Local rules observed
	
	


This inspection has been carried out to the best of my ability.
Signature:
________________________

Date:

________________________

This report has been reviewed and the actions approved.

Signature:
________________________

Date:

_______________________
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