
  

 

 
 

 

 

 

 
HEALTH, SAFETY, 

ENVIRONMENTAL & QUALITY 

POLICY 
 

 

 

 

 
 

 

 

 

 

 

 

 
Date Reviewers 

Name 

Section 

affected 

Reason for revision Revised 

status 

Approval  

01.05.23 Nicola 
Jennings 

All Health, Safety & Environmental 
Policy 

 

Issue 1 T Guido 

01.05.24 
Nicola 

Jennings All 
12-month review, change to 

organisation chart 
 

Issue 2 T Guido 

01.05.25 
Nicola 

Jennings All 
12-month review, change to 

organisation chart 
 

Issue 3 T Guido 

 

 

 

 
 

 

 

 

 
 

 

 



 

 
COMPANY DETAILS 

 

 

 

 

Name:                Ambipar Site Services Ltd 
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                                                                 Hafod Industrial Estate 
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ULTIMATE RESPONSIBILITY for health, safety & environmental matters within the 
company lies with Tharsis Guido (Director). 
 

                        

 

 

 

 

 



 

 
Health and Safety Policy Statement 

 
This policy is written in accordance with the company’s certification to 
ISO45001:2018. 
The Health and Safety policy has been produced by the Directors and defines the 
Company’s general objectives, organisation and arrangements as required by 
section 2 (3) of the Health and Safety at Work Etc. Act 1974. 
 
1. To safeguard the health, safety and welfare of all its employees whilst at 

work, and to provide, so far as is reasonably practicable, working 
environments which are safe and without risk to health by effectively 
managing risks through the progressive identification, elimination, reduction 
and communication at every stage in the life of each project or operation. 

 
2. To conduct its undertakings in such a way as to ensure, so far as is 

reasonably practicable, that people not in our employment, but who may be 
affected by our operations, are not exposed to risks. 

 
3. To meet relevant legislative requirements pertaining to health and safety, 

which apply to the Company’s undertaking.  These requirements will be 
regarded as minimum standards. 

 
4. To provide and develop an organisation with clearly defined responsibilities, 

which actively supports risk management and promotes the involvement of all 
members of the organisation, including any sub-contractors, in the practice of 
progressive improvement in Health and Safety Management. 

 
5. To promote the involvement of employees and sub-contractors in Health and 

Safety Management. 
 
6. To use systematic hazard identification and risk assessment system and carry 

out operations using appropriate methods once hazards and risks have been 
identified. 

 
7. To ensure employees are competent to carry out the tasks allocated to them. 
 
8. To provide information on risks, and the appropriate preventative/protective 

measures to all employees involved or affected by our operations. 
 
9. To provide adequate training to employees for the tasks required of them. 
 
10. To bring the contents of this policy to the attention of all employees. 
 
11. To review and update this Policy either annually or following significant 

change to meet new legislation and business developments and to formalise 
improvements in the Company’s Health and Safety Management. 

 
Under Sect 7 of the Health and Safety at Work Act 1974 it is the legal duty of all 
employees to co-operate with their employer in all that they implement to fulfil 
their duty as above.  
 

Signed by the Directors:     
 
 
Director: Tharsis Guido           Date: 01.5.25 



 

 
 

Quality and Environmental Policy Statement 
 
Protection of the environment in which we live and operate is part of our company 
values and principles and we consider it to be sound business practice.  Care for the 
environment is one of our key responsibilities and an important part of the way in 
which we do business. 
 
In this policy statement we commit our company to: 
 

❖ Complying with all relevant quality and environmental legislation, regulations 
and approved codes of practice; 

 
❖ Protecting the environment by striving to prevent and minimise our 

contribution to pollution of land, air, and water; 
 

❖ Seeking to keep wastage to a minimum and maximise the efficient use of 
materials and resources for both ourselves and the clients and their 
contractors we come into contact with in the furtherance of our business 
activities; 

 
❖ Managing and disposing of all waste in a responsible manner; 

 
❖ Providing training for our staff so that we all work in accordance with this 

policy and within a quality and environmentally aware culture. 
 

❖ Regularly communicating our environmental performance to our employees 
and other significant stakeholders; 

 
❖ Developing our management processes to ensure that environmental factors 

are considered during planning and implementation; 
 

❖ Monitoring and continuously improving our quality and environmental 
performance. 
 

❖ Operate a system dedicated to the "Right First time Approach" 
 

❖ Strive for continual improvement through the review of our quality and 
environmental objectives and targets, and purposeful evaluation of our 
processes. 

 
 

The policy statement will be regularly reviewed and update, as necessary. The 
Directors and the management team endorse these policy statements and are fully 
committed to their implementation. 

 

This policy is written in accordance with the company’s certification to 
ISO14001:2015 and ISO9001:2015. 

 

Signed by the Directors :     
 
Director: Tharsis Guido           Date: 01.5.25 

 



 

 
 

No Smoking Policy Statement 
 

Introduction  
 
We as a company consider ourselves responsible employers and we take our 
obligations to our employees very seriously. This is why we have set out this policy to 
help us ensure the health, safety and welfare of our employees and to help us 
comply with our legal duties. Smoking cause’s serious damage to the health of 
smokers, but research has shown that second hand smoke causes cancers, heart 
and respiratory diseases in non-smokers as well.  

 
❖ Section 2(2) (e) of the Health and Safety at Work Act 1974 places a duty on 

employers to provide a safe and healthy working environment.  
❖ Section 2(2) of the Health Act 2006 prohibits smoking in all public premises 

including workplaces and vehicles.  
 

 
Aims of the Policy. 

 
❖ This policy aims to:  
❖ Provide a safe and healthy working environment for all staff, customers and 

visitors; 
❖ Comply with all of the requirements imposed by law; 
❖ Raise awareness  of the dangers associated with tobacco smoke; 
❖ Guarantee the right of non-smokers to breathe air free of smoke; and 
❖ Support the staff who want to give up smoking.  

 
 

Restrictions on Smoking 
 

❖ Smoking is not permitted in any of the Company’s premises, entrances, or 
grounds at any time by any person irrespective of their status in, or business 
with, the Company.  

❖ All visitors, customers, contractors and deliverers are required to abide by the 
no smoking policy. Staff must inform all of the above of the policy although it 
must be stressed that staff should not put themselves at any risk in 
furtherance of this policy.  

❖ Smoking is not permitted in any company vehicles or in any vehicles being 
used or hired for Company business.  

❖ No smoking signs must be displayed by the Company in all of its premises 
and vehicles.  

❖ Smoking on Company premises or in Company vehicles constitutes an 
offence under the Health Act. In the unlikely event that a member of staff does 
not comply with the Company’s No Smoking Policy disciplinary action will be 
taken in accordance with the Company’s disciplinary policy.  

 
 
 
 
 
 
 
 

 



 

 

Electronic Cigarettes 

The company acknowledges that some employees may wish to make use of 

electronic cigarettes (“e-cigarettes”) in the workplace, particularly as an aid to giving 

up smoking. E-cigarettes are battery-powered products that release a visible vapour 

containing liquid nicotine that is inhaled by the user. 

 

Although e-cigarettes fall outside the scope of smoke-free legislation, the company 

prohibits the use of e-cigarettes in the workplace on the same basis as tobacco 

cigarettes. The rationale for a ban on e-cigarettes is that: 

 

❖ Although they do not produce smoke, e-cigarettes produce a vapour that 

could provide an annoyance or health risk to other employees. 

❖ Some e-cigarette models can, particularly from a distance, look like real 

cigarettes, making a smoking ban difficult to manage and creating an 

impression for visitors/customers/other employees that it is acceptable to 

smoke. 

 

Support for Smokers 

❖ Reasonable requests from staff for time to attend smoking cessation groups 
will be treated sympathetically.  

❖ The company is responsible for maintaining the policy and will provide the 
staff who wish to give up smoking with details of where to seek help.  

❖ All requests for help will be treated in the strictest confidence. Written 
information will be stored in accordance with the Data Protection Act 1998.  

 
❖ Nothing in this policy should be taken as excusing an employee if their 

conduct falls within the scope of the Company disciplinary procedures. 
 
 

Signed by the Directors:     
 
 
Director: Tharsis Guido          Date: 01.5.25 

 
 

 

 
 
 
 
 
 
 
 
 
 
 



 

 
 

Driving Policy Statement 
 

The company understands that as part of its day to day activities Employees / Sub 
contractors are required to drive. 
 
It is therefore the policy of the company as far as is reasonably practicable to comply 
with the requirements of the Road Traffic Act, The Health and Safety at Work Act 
1974 and The Management of Health & Safety at Work Regulations 1999. 
 
In doing so the company requires that all employees / sub-contractors be suitably 
qualified and insured and that all vehicles are fit for the purpose for which they are 
being used. It will be necessary for the company to check and record information 
provided by any Employee / Sub contractor to ensure this provision is carried out 
adequately. 
 
The company recognises that communication equipment will in some circumstances 
be required to be used. It is therefore a requirement of the company that a suitable 
hands free system which complies with current UK law should be used. In cases 
where such equipment is not available communication equipment should be switched 
off and not used until parked safely and engine switched off. 
 
In all cases, where seat belts are fitted to vehicles, plant or machinery it is to be 
worn at all times during its operation.  
 
The company will provide adequate information to allow all Employees / Sub 
contractors to comply with the legal requirements placed upon them whilst driving at 
work in addition where necessary directions and route planning will also be provided. 
 
It is the responsibility of all Employees / Sub contractors to comply with any 
provisions under the Road Traffic Act. The company will not be held responsible for 
any breach of this Act. 
 
 
Signed by the Directors:     
 
 
Director: Tharsis Guido           Date: 01.5.25 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

Policy for Health, Safety & Environmental Training 
 
We believe that our success in the management of Health, Safety & Environment will 
be assured by the competence of our staff.  We will therefore ensure the competence 
of our staff by: 
 
a) Developing and maintaining or otherwise procuring training appropriate to the 

needs of our business. 
 
b) Providing training in a timely manner. 
 
c) Ensuring that all staff and sub-contractors receive induction training before 

they are allowed to commence work. 
 
d) Ensuring that all staff receive certificated training and maintain a continuing 

professional development programme where appropriate. 
 
e) Ensuring that employees and sub-contractors are given appropriate 

operational briefings and updates on tasks, which involve significant Health, 
Safety & Environmental Risks. 

 
f) Reviewing and updating training needs through: 
 

❖ Appraisals of performance 
❖ Workplace inspections 
❖ Accident/incident investigation 
❖ And wherever there is a significant change in the task or the workplace. 

 
 
 
 
Signed by the Directors:     
 
 
Director:  Tharsis Guido          Date: 01.5.25 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

Policy for Equality & Diversity 

The company is committed to equality of opportunity in all its employment practices, 
policies and procedures.  To this end, within the framework of the law, we are 
committed wherever practicable to achieving and maintaining a workforce, which 
broadly reflects the local catchment area within which we operate.  No employee or 
potential employee will therefore receive less favourable treatment due to their race, 
creed, colour, religion, beliefs, nationality, ethnic origin, disability, sex or sexual 
orientation, age or marital status, or will be disadvantaged by any conditions of 
employment or the Company’s requirements that cannot be justified as necessary on 
operational grounds. 

Every employee is instructed that: 

❖ There should be no discrimination on account of race, creed, colour, religion, 
beliefs, nationality, ethnic origin, disability, sex, or sexual orientation, age or 
marital status or any other ground. 

❖ The Company will appoint, train, develop and promote on the basis of merit 
and ability. 

❖ All employees have personal responsibility for the practical application of the 
Company’s Equal Opportunities Policy. 

❖ Special responsibility for the practical application of the Company’s Equal 
Opportunities Policy falls upon managers and supervisors involved in the 
recruitment, selection, promotion and training of employees.   

❖ The Company’s grievance procedure is available to any employee who 
believes that he or she may have been unfairly discriminated against. 

❖ Disciplinary action will be taken against any employee who is found to have 
committed an act of unlawful discrimination.   

Any employee who believes that he/she is the victim of discrimination or harassment 
may write or talk to a person they feel most comfortable talking to, senior manager or 
director; such a grievance will be taken extremely seriously and will be handled in a 
confidential manner. 

 

 
Signed by the Directors:     
 
 
Director: Tharsis Guido              Date: 01.5.25 

 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

 
 

Policy for Anti-Slavery and Human Trafficking 

 
This policy applies to all individuals who are employed by, or carry out work on behalf 
of the company, including contractors, temporary staff and suppliers.  

 
The purpose of this policy is to make clear to all employees and customers what we 
mean by our Anti-Slavery and Human Trafficking Policy and how we propose to work 
towards achieving it. The company take their responsibility to manage the way our 
business affects people and communities seriously. 
 

The company is committed to complying with existing national and/or local laws and 
regulations including but not limited to those related to slavery, human trafficking, 
labour immigration and health and safety and the environment.  
Any Claims or indications that a supplier is engaging in human trafficking or slave 
labour will be promptly and thoroughly investigated.  
 

 
Definitions:  
 

Human Trafficking: The recruitment, transportation, transfer, harbouring or receipt 
of persons by means of the threat or use of force or other forms of coercion, of 
abduction, of fraud, of deception, of abuse of power or of a position of vulnerability or 
of the giving or receiving of payments or benefits to achieve the consent of a person 
having control over another person for the purpose of exploitation.  
 
Forced Labour: Any work or service that is not voluntarily performed and that is 
obtained from an individual under the threat of force or penalty.  
 
Harmful Child Labour: Consists of the employment of children that is economically 
exploitative or is likely to be hazardous to or interfere with, the child’s education, or to 
be harmful to the child’s health, or physical, mental, spiritual, moral, or social 
development.  

 
Violations of this policy can be reported confidentially, if you have knowledge that any 

of these standards are being violated you are encouraged to report the issue. 

 

Signed by the Directors:     
 
 
Director: Tharsis Guido          Date: 01.5.25 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

Anti-Corruption and Bribery Statement 
 

This policy applies to all individuals working at all levels who are employed by, or 
carry out work on behalf of the company, including contractors, temporary staff and 
suppliers. 

This policy is to clarify how we conduct our business, which is in an honest and 
ethical manner. We take a zero-tolerance approach to bribery and corruption and are 
committed to acting professionally, fairly and with integrity in all our business 
dealings and relationships wherever we operate. 

Corruption is the misuse of power for private gain. 
A bribe is an inducement or reward offered, promised or provided in order to gain any 
commercial, contractual, regulatory or personal advantage. 

We do not (nor do we procure someone) to: 
 
(a) Give, promise to give, or offer, a payment, gift or hospitality with the expectation 
or hope that a business advantage will be received, or to reward a business 
advantage already given; 
 

(b) Give, promise to give, or offer, a payment, gift or hospitality to any official, agent 
or representative to “facilitate” or expedite a routine procedure; 
 

(c) Accept payment from a third party that we know or suspect is offered with the 
expectation that it will obtain a business advantage for them or us; 
 

(d) Threaten or retaliate against another worker who has refused to commit a bribery 
offence or who has raised concerns under this policy; or 
 

(e) Engage in any activity that might lead to a breach of this policy. 

We will uphold all laws relevant to countering bribery and corruption in all the 
jurisdictions in which we operate. However, we remain bound by the laws of the UK, 
including the Bribery Act 2010, in respect of our conduct both at home and abroad. 

Bribery and corruption are punishable for individuals by up to ten years’ 
imprisonment and if we are found to have taken part in corruption we could face an 
unlimited fine, be excluded from tendering for public contracts and face damage to 
our reputation. We therefore take our legal responsibilities very seriously. 

Violations of this policy can be reported confidentially, if you have knowledge that any 

of these standards are being violated you are encouraged to report the issue. 

Signed by the Directors:     
 
 
Director: Tharsis Guido           Date: 01.5.25 

 



 

 
ORGANISATION 

 
 

 

INDEX 
 

Description       Section  
 
 

 
       

 
The Responsibilities of 
Directors       A 

 
The Responsibilities of  
Workplace Management     B 
 
The Responsibilities of  
Workplace Supervision     C 

 
The Responsibilities of  
Workplace Personnel/Sub  
Contractors       D 

 
The Responsibilities of 
Clerical & Admin Personnel      E 

 
The Responsibilities of  
Health and Safety Advisor     F 

 
 

 

 

 

 

 

 

 

  



 

RESPONSIBILITIES AND DUTIES 
 
 

Directors  
 
The overall responsibility for Health, Safety & Environmental matters rests with the 
Board of Directors.  
 
A.     Directors 
 
The overall responsibility for Health, Safety & Environmental matters rests with all 
Directors. 
 
All Directors will ensure that the Directors are aware of these responsibilities and will 
ensure there is an Annual Health & Safety Plan in place and regularly review its 
progress in this policy. 
 
Responsibility within their own business areas and departments for providing an 
organisation with clearly defined responsibilities which shall develop and implement 
effective management of Health, Safety & Environmental issues. These will be 
subject to continual measurement and review. 
 
They will implement the policy by: 
 
❖ Providing an organisation with adequate resources – encompassing all 

functional aspects of our undertakings – with clearly defined responsibilities, that 
shall plan, implement, measure and review our management of Health, Safety & 
Environment in order that it is subject to progressive improvement. 

 
❖ Making provision for safe working procedures.  Ensuring the provision of 

adequate resources including the appointment of competent persons to apply risk 
assessment techniques and thereafter to produce complementary control 
measures. 

 
❖ Arranging for the assessment of competence of Sub-contractors to carry out 

and/or manage the work involved. 
 
❖ Ensuring that the company’s undertakings are conducted in compliance with 

legislative requirements. 
 
❖ Nominating Senior Managers to carry out workplace Health and Safety tours. 
 
❖ Carry out investigations of serious accidents and incidents, maintain 

accident book and notify HSE/EHO as required. 
 
❖ Promoting Health, Safety & Environmental awareness amongst all 

employees through leading by example and also monitoring corrective actions 
subsequent to review of the various monitoring systems. 

 
❖ Liaising with the companies Safety & Environmental Advisor on the 

progressive development of the Health and Safety management arrangements. 
 
❖ Responding to the Regulatory Authorities on any appropriate correspondence 

or communication. 
 

 
B.   Workplace Management 
 



 

❖ Maintaining a programme of operations and organising the Workplace such 
that work is carried out, to the correct standard of safety with minimum risk to 
employees and other persons affected by our activities. 

 
❖ Encouraging all employees to contribute towards good Health, Safety & 

Environmental management within their areas of activity and influence. 
 
❖ Ensuring that Sub-contractors identify hazards and assess the risks in their 

operations and that their assessments are checked for adequacy by 
nominated staff, and that any risks to others are notified to the appropriate 
employer. 

 
❖ Ensuring that before hazardous operations commence Sub-contractors and 

Supervisory Staff produce method statements to detail the preventative and 
protective measures required to control significant risks. 

 
❖ Ensuring that Employees under their control are adequately informed on risk 

controls, trained and competent for the operations, which they are required to 
perform.  Particular attention must be given to the provision of induction, 
operational briefing and update training. 

 
❖ Ensuring that emergency procedures are implemented with practice drills 

(where relevant) under the control of competent persons and made known to all 
employees. 

 
❖ Ensuring that all statutory and company examinations and inspections of any 

plant, machinery, or other equipment etc. are carried out and the relevant 
registers are completed, maintained and audited. 

 
❖ Providing adequate supervision to ensure that the workplace is maintained in a 

safe and tidy condition, and that safety devices are provided and utilised, 
protective equipment worn, safety rules observed and safe-working practices 
enforced. 

 
❖ Ensuring full co-operation of Workplace personnel with Safety Advisers 

including prompt response to their recommendations. 
 
❖ Convening Health, Safety & Environment Committee Meetings at regular 

intervals to review safety performance in the workplace. 
 
❖ Ensuring that the relevant statutory notices, regulations etc. are displayed and 

maintained at relevant locations. 
 
❖ Ensuring that the arrangements for first aid and other emergency services are 

provided and are known to all employees. 
 
❖ Ensuring compliance with established Health, Safety & Environmental procedures 

by regular examination of documentation. 
 
❖ Carrying out workplace inspections to monitor the effectiveness of control 

measures identified by risk assessment. 
 
❖ Ensuring remedial actions identified by workplace inspections, audits and 

incident investigations are agreed and implemented. 
 
❖ Ensuring that all employees at risk and their supervisors are informed 

immediately of any serious situation of imminent danger or shortcoming in the 
prescribed risk control measures become apparent.  The danger area is to be 
evacuated and the matter reported to a Senior Manager. 



 

 
❖ Taking action upon any Health, Safety & Environmental matter which has 

been brought to their notice and which demands their attention.  All matters to be 
reported to the Senior Manager. 

 
❖ Investigating and reporting in accordance with Company Procedure all accidents 

and dangerous occurrences with a view taking such measures as will prevent 
recurrences. 

 
❖ Carrying out regular workplace Health and Safety tours. 
 
❖ Promoting Health, Safety & Environmental awareness through leading by 

example. 
 
❖ Maintaining the ‘Workplace Accident Book’ (BL510) 
 
 
C.   Supervisory Staff 
 
❖ Organising the workplace such that work is carried out to the correct standard 

of safety with minimum risk to operatives and other persons affected by our 
activities by: 

 
❖ Ensuring Employees receive clear safety instructions regarding the hazards 

and associated preventative and protective measures under which the operations 
will be carried out. 

 
❖ Ensuring that the Employees under their control are adequately trained and 

competent for the operations, which they are required to perform.  Particular 
attention must be given to the provision of induction, risk control and update 
training. 

 
❖ Ensuring that sufficient safety protective equipment is available and where 

necessary, operatives are given personal instruction in its use. 
 
❖ Ensuring through our supervision that the workplace is maintained in a safe and 

tidy condition, all safety devices are provided and utilised, protective equipment 
worn, safety rules observed and instructed preventative and protective measures 
enforced. 

 
❖ Ensuring full co-operation of Workplace personnel with Safety & 

Environmental Advisors and complying promptly with their recommendations. 
 
❖ Taking action upon any Health, Safety & Environmental matter which has 

been brought to their notice and which demands their attention. 
 
❖ Ensuring that all statutory and company examinations and inspections of 

plant, machinery, equipment etc. are carried out and that the relevant registers 
are completed, maintained and audited. 

 
❖ Ensuring that the relevant statutory notices, regulations etc. are displayed 

and maintained at relevant locations. 
 
❖ Ensuring that the arrangements for first aid and other emergency services are 

provided and are known to all employees. 
 
❖ Ensuring that emergency procedures are made known and practised by all 

employees affected. 
 



 

❖ Investigating accidents, near misses and dangerous occurrences with a 
view to taking such measures as will prevent recurrences. 

 
❖  Ensuring remedial actions identified by workplace inspections, safety audits 

and incident investigations are agreed and implemented. 
 
❖ Ensuring that all Employees at risk are informed immediately any serious 

situation of imminent danger or shortcoming in the prescribed risk control 
measures becomes apparent.  The workplace is to be evacuated and the matter 
reported to the Senior Manager. 

 
❖ Encouraging Employees to report unsafe and near miss incidents by 

developing a workplace in which the entire workforce, including sub contractor’s 
employees, feel able to enhance our safety performance by the avoidance and 
control of risk. 

 
❖ Promoting Health, Safety & Environmental awareness through leading by 

example. 
 
 
D.   Workplace Personnel (Applies to all Employees and Sub-contractor’s    
Employees) 
 
All employees in the Workplace shall: 
 
❖ Perform their work activities in the manner in which they have been 

instructed and trained such that they do not place themselves or anyone 
else at risk. 

 
❖ Not attempt to carry out work of any dangerous nature nor perform any 

tasks, nor operate any equipment unless they have been correctly trained, 
authorised, and competent to do so, in accordance with recognised 
procedures. 

 
❖ Use the correct equipment for their work, ensuring that it is maintained in a 

safe condition and immediately report any known defects to their 
supervisor. 

 
❖ Use the protective clothing and equipment provided for their safety and 

ensure that it is maintained in a safe condition.  All queries on this matter 
must be directed towards their immediate supervisor. 

 
❖ Report any unsafe conditions, incidents, and near misses to their 

immediate Supervisor so that remedial action can be taken to eliminate risk. 
 
❖ Report any shortcomings in the instructed protection arrangements to their 

immediate supervisor as soon as these become apparent. 
 
❖ Report all accident and personal injuries to their immediate Supervisor and 

if necessary, receive medical attention. 
 
❖ Use any access ways as provided, comply with relevant safety notices, and 

not enter any area where they may be placed at risk or do not have 
authorisation to enter. 

 
❖ Keep their workplace in a safe and tidy condition. 

 

❖ Conform with the fire fighting and emergency procedures applicable to 
their place of work. 



 

 
❖ Develop a personal concern for safety and if they have any doubt as to their 

ability to perform a task safely, they must inform their immediate 
Supervisor. 

 
❖ Check with their Doctor the risk of any prescribed drugs affecting their 

fitness for work and inform their supervisor. 
 
❖ Shall not report for duty or enter the workplace having taken illegal 

substances (drugs) or consumed alcohol or be under the influence of 
alcohol. 

 
❖ Be aware that the quality of their workmanship and materials must be right 

first time to prevent the possibility of dangerous situations.  Any concern 
must be notified to their immediate Supervisor. 

 
E.   Clerical and Administrative Personnel  
 
Clerical and Administration Personnel: 
 
❖ Perform their work activities in the manner in which they have been instructed 

such that they do not place themselves or anyone else at risk. 
 
❖ Use the correct office aids and materials for their work, making full use of any 

safety equipment, devices and procedures that may be applicable to them. 
 
❖ Inform their immediate Supervisor if they have any doubt as to their ability to 

perform a particular task. 
 
❖ Report to their immediate Supervisor all defects in the equipment at their 

workplace and make no attempts to carry out any remedial work for which they 
are not authorised and trained. 

 
❖ Conform to the fire fighting and associated evacuation procedure at their 

place of work. 
 
❖ Keep their work area and access ways in a safe and tidy condition. 
 
❖ Report all accidents and injuries to their immediate Supervisor and if 

necessary, receive medical attention. 
 
❖ Use the main access ways as provided and do not enter areas where they may 

be place at risk.  Be particularly vigilant within workplaces, pay particular 
attention to designated walkways, adhere to all safety notices and wear protective 
equipment when so instructed. 

 
❖ Ensure that equipment etc. provided in the interest of health, safety and welfare 

is not misused. 
 
❖ Develop a personal concern for safety. 

 
 

F.   Safety & Environmental Advisor 
 
The Safety & Environmental Advisor will aid the implementation of the Policy by: 
 
❖ Assisting in Risk Assessments and the production of Health, Safety & 

Environmental Plans. 
 



 

❖ Assisting with the production of specific Method Statements detailing 
protective and preventative measures. 

 
❖ Assisting in the implementation of safety training programmes. 
 
❖ Advising Managing on all safety, occupational health, welfare & 

environmental issues, and keeping them appraised of the success or otherwise 
of their measures, and where necessary advising Management of possible 
alternative arrangements. 

 
❖ Conducting regular workplace inspections to identify hazards and risks. 
 
❖ Reporting the findings and recommendations from workplace inspections to 

Senior Management. 
 
❖ Monitoring the Company’s Health, Safety & Environmental activities and 

issuing formal reports, recommending corrective action, as necessary. 
 
❖ Carrying out full investigations into serious accidents and issuing reports 

detailing causes and recommended actions. 
 
❖ Liaising with Management and the Authorities and the notification of accidents 

and dangerous occurrences, and the reporting/recording of these incidents. 
 
❖ Attending, where appropriate, Management safety meetings, pre-tender/pre-

planning contract meetings and workplace safety committees. 
 
❖ Carry out an annual audit of Health and Safety Management systems and 

procedures. 
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1. First Aid Arrangements 
 
The Health and Safety (First Aid) Regulations 1981 
 
The First-Aid facilities provided by the company shall be: - 
 

❖ The provision of the appropriate qualified first-aiders. 
 

❖ The provision of adequate first-aid facilities which shall comprise: - 
 

• First-aid kit(s) appropriate to the size of the workplace/workforce 
as described by statutory regulations. 

 

• An occupational first-aider where required and defined by statute. 
 
The approved code of practice indicates what should be taken as a minimum 
requirement. 
 
 
2. First Aid Training 
 
The company shall ensure that first-aid training is given by persons or organisations 
qualified to do so. This shall be made available to any members of the workforce 
expressing an interest, provided that there is a need for additional first-aiders. 
 
 
3. Accident Reporting – Reporting any Injury, Disease or Dangerous 

Occurrence 
 
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
2013  
 
In the event of an injury, disease or dangerous occurrence, the Supervisor/Manager 
shall ensure that he/she reports the incident immediately to the Senior Manager. 
 
Depending on the severity the Senior Manager will notify the Incident Contact Centre. 
 
Upon receiving a detailed appraisal of the incident, the Senior Manager consulting 
where appropriate with the Health and Safety Advisor shall be responsible for: - 
 

❖ Reporting online www.hse.gov.uk the details to the enforcing authority, a copy 
of which will be sent to you for your records.  

 
Every serious incident will be notified to and thoroughly investigated by the Company 
Health and Safety Advisor in order to identify the cause of the incident and to plan and 
implement measures to prevent recurrence. 
 
Events, which are reportable. 
 
1 The death of any person as a result of an accident arising out of or in connection 

with work – including the death of an employee, if this occurs sometime after 
the reportable injury, which led to that employee’s death (but not more than one 
year afterwards). 

 
2 Any of the following specified injuries to a person at work as a result of an 

accident arising out of or in connection with work:- 
 

 
a) fractures, other than to fingers, thumbs and toes. 

http://www.hse.gov.uk/


 

 
b) amputations 

 
c) any injury likely to lead to permanent loss of sight or reduction in sight. 

 
d) any crush injury to the head or torso causing damage to the brain or 

internal organs. 
 

e) serious burns (including scalding) which: 
- covers more than 10% of the body. 
- causes significant damage to the eyes, respiratory system 

or other vital organs. 
 

f) any scalping requiring hospital treatment. 
 

g) any loss of consciousness caused by head injury or asphyxia & any 
other injury arising from working in an enclosed space which: 

- leads to hypothermia or heat-induced illness. 
- requires resuscitation or admittance for more than 24 hours. 

 
3 Incapacitation of a person at work (i.e., an employee, a self-employed person 

or a person receiving training for employment) from his or her normal work for 
more than 7 days as a result of an injury (an ‘over 7 days’ injury) caused by an 
accident at work – to be reported on the appropriate on line form. The 7 days 
does not count the day on which the accident happened and employers and 
others with responsibilities under RIDDOR must still keep a record of all-over 
three-day injuries. The deadline by which all over seven-day injuries must be 
reported is 15 days from the day of the accident.  
Accidents must be recorded, but not reported where they result in a worker 
being incapacitated for more than three consecutive days. If you are an 
employer, who must keep an accident book under the Social Security (Claims 
and Payments) Regulations 1979, that record will be enough. 

 
 
4 Any injury to a person not at work, e.g., public, resulting from an accident arising 

out of or in connection with work, which results in them being taken to hospital, 
from the accident premises, for treatment in respect of that injury. 

 
5 Any dangerous occurrence as defined in the Reporting of Injuries and 

Dangerous Occurrences Regulations. (RIDDOR). 
 
6 Any occupational disease as defined in the Reporting of Injuries and 

Dangerous Occurrences Regulations. (RIDDOR). 
 
7 Any gas incident as defined in RIDDOR. 
 
NOTE: For the purposes of the Reporting of Injuries and Dangerous Occurrences 
Regulations 2013 at work. 
 
 
The Person Responsible for Reporting all Reportable accidents and Injuries 
within the Workplace is: Tharsis Guido (Director) 
 
 
A record must be made and kept of all reportable injuries and dangerous 
occurrences.  The record must contain in each case: - 
 
1 The date and time of the accident-causing injury. 
 



 

2 The following particulars about the person affected: - 
 

(a) Full Name. 
 

(b) Occupation. 
 

(c) Nature of injury or condition. 
 
3 Place where the accident happened. 
 
4 A brief description of the circumstances. 
 
The nature of the record is not stipulated by “RIDDOR”.  It is left to the responsible 
person to use a form of record considered to be appropriate.  
 
4. Health and Safety Training 
 
The Health and Safety at Work Act 1974 – Section 2 
 
The Senior Manager, in conjunction with the Health, Safety & Environmental Advisor, 
will carry out annual assessments to ascertain what training is required.  Records will 
be kept, and a training programme will be established giving priority to the most 
hazardous areas, and the needs of young and/or new employees. 
 
No person will be permitted to drive any company vehicle or article of plant unless they 
are selected, trained and competent to do so. 
 
In addition, they will not be permitted to operate any machine, apparatus or plant until 
appropriate training has been provided. 
 
Arrangements will be made where necessary, to train staff in the use of firefighting 
equipment and its proper use and maintenance. 
 
All employees are required to assist and co-operate with the Company in any 
arrangements made for their training requirements.  The Senior Manager in 
conjunction with the Company Health, Safety & Environmental Advisor will maintain a 
record of all training that is undertaken. 
 
5. Fire and Emergency Procedure 
 
The Regulatory Reform (Fire Safety) Order 2005 
 
The Senior Manager will be responsible for providing, and maintaining, a suitable and 
sufficient risk assessment, identifying all firefighting equipment, fire doors, fire blankets 
and fire notices.   
 
The fire alarm system (where appropriate) will be tested at least once per week from a 
different point, and at least once a year, a fire drill will be carried out.   
 
Fire procedure notices will be displayed by all fire evacuation alarm points and 
appliances. 
 
An evacuation procedure will be drawn up and will be brought to the attention of all 
employees.  
This procedure will detail assembly points, premises check and head count.   
 
A Fire Logbook will be maintained by the Senior Manager accurately recording the 
dates of all the above drills, test and inspections. 



 

 
6. Dangerous Substances 
 
The Dangerous Substances and Explosive Atmospheres Regulations 2002 
(DSEAR) 
 
The DSEAR Regulations apply to most workplaces where a dangerous substance is 
present or could be present.  The regulations place a legal duty on the company to: 
 

❖ Carry out a risk assessment of any work activities involving dangerous 
substances. 

❖ Provide measures to eliminate or reduce risks as far as is reasonably 
practicable. 

❖ Provide equipment and procedures to deal with accidents and emergencies. 
❖ Provide information and training to employees. 
❖ Classify places where explosive atmospheres may occur into zones and mark 

the zones where necessary. (Workplaces in use before July 2003 must meet 
the requirements of the regulations by July 2006 or from the time of the 
modifications.  All workplaces coming into use for the first time after July 2003 
must meet the requirements from the time it comes into use). 

 
Overall, DSEAR clarifies the existing requirements to manage fire and explosion risks, 
which are set out in the Management of Health and Safety at Work Regulations. 
 
Highly flammable liquids stored or used at the workplace will be handled strictly 
according to the instructions of the manufacturers.  No materials will be allowed to be 
stored at the workplace unless they have a current instruction sheet from the suppliers 
and each member of staff is familiar with its contents.  Only such amounts as are in 
use of highly flammable liquids, will be allowed out of the store and then not to exceed 
50 litres in the workplace, stored in a metal cabinet. 
 
The Acetylene Safety Regulations 2014 (ASR) 
 
These regulations were introduced because acetylene was not adequately 
addressed in the DSEAR Regs. 2002. Requirements include users being trained 
specifically using suitably designed equipment with flash back arresters. In the event 
that these are not used and a flash back occurs, the contents of the cylinder may 
start to decompose resulting in an explosion. 
 
7. Plant and Equipment/Electrical Appliances & Power Tools 
 
The Provision and Use of Work Equipment Regulations 1998 
 
All plant and machinery used and operated by the company is manufactured to an 
approved safety standard and must be used in accordance with the manufacturer’s 
instructions and the relevant regulations. 
 
It is the responsibility of the relevant Manager/Supervisor to ensure that plant and 
equipment are only operated by those employees who have the authority to do so, and 
who are sufficiently trained and competent in the handling/operation of the particular 
machine. 
 
Any machine fitted with a guard or guards to protect moving parts, must not be 
operated if any guards have been removed. 
Machines must not be adjusted when they are running unless the manufacturer has 
made specific provision for such adjustment. 
 
The purpose and method of action of all switches must be clearly marked. 
 



 

The Electricity at Work Regulations 1989 
 
All electrical equipment, which the company uses in all workplaces, will be supplied, 
installed, maintained, or used in accordance with current regulations.  All temporary 
supplies are to be installed by competent electricians and tested in accordance with 
the I.E.T Regulations, and records maintained. 
 
The Company will ensure that all portable electrical equipment provided for use on site 
or other workplace, are in accordance with the relevant Electricity at Work Regulations 
and British Standards, and are PAT tested, and have the appropriate supporting 
documentation. 
Employees are not allowed to bring into work privately owned Portable Electrical 
Appliances unless they have been authorised to do so and they have gone through the 
PAT Testing systems. 
 
No power tools or electrical equipment of voltage greater than 110 volts (CTE) shall be 
used on sites unless special arrangements are made and discussed with the Company 
Health and Safety Advisor.  Lower voltage tools, lighting etc. may be required in damp 
or confined situations.  The Company Health and Safety Advisor must be consulted in 
these situations. 
 
Relevant Information: - 
 

The I.E.T Regulations for Electrical Wiring 
British Standard 7671:2018 and BS 7430: 2011 Earthing 

 
The Lifting Operations and Lifting Equipment Regulations 1998 (LOLER) 
 
Lifting Equipment will be inspected and examined as per the above regulations and 
Appointed Persons planning and managing non - routine lifts will be suitably trained 
and certificated. 
 
8. Welfare Facilities 
 
Workplace (Health, Safety and Welfare) Regulations 1992  
 
The Company shall ensure that welfare facilities for company offices, workshops, 
stores, etc. meet the requirements. 
 
Arrangements shall be made for welfare facilities on construction sites to meet the 
requirements of the Construction (Design and Management) Regulations. 
In particular, adequate sanitary, washing, clothing storage and ‘messing’ facilities shall 
be provided. 
 
Welfare facilities shall be maintained in good condition and regularly cleaned. 
 
The Company Health and Safety Advisor will inspect all such facilities to ensure that 
they are all in good order and well maintained. 
 
The requirements of the above regulations will be made known to all staff.  All 
employees will be encouraged to make pertinent suggestions as to the safe use of 
such facilities and will be required to keep them clean at all times. 
 
No materials are to be stored in the rest rooms/canteen.  Those who desire to smoke 
must do so only in the designated smoking areas. 
 
 
 
 



 

9.  Personal Protective Clothing and Equipment 
 
Personal Protective Equipment at Work Regulations 1992 
 
The Company will ensure that adequate supplies of all necessary protective clothing 
or equipment are available in all workplaces for issue as required, and that when issued 
to employees and/or sub-contractors (inclusive of limb b workers), a record is kept. 
 
The Site Manager/Supervisor will ensure that, before employees are set to work, they 
are equipped with all necessary protective clothing. 
 
Any person in a workplace, who is observed not wearing protective clothing while 
carrying out a process which requires the use of protective clothing will be informed of 
statutory and company policy requirements and instructed not continue working until 
protective clothing is obtained.  This applies to any sub-contractor as well as direct 
employees. 
 
The Site Manager will ensure that the protective clothing or equipment is suitable for 
the specific process for which it is provided.  Information and advice on the correct 
equipment to be issued can be obtained from the Company Health and Safety Advisor, 
if required. 
 
All personal protective equipment should be carefully selected, CE marked to comply 
with the update of the regulation in April 2018. All PPE will be maintained, serviced, 
cleaned and replaced where necessary and/or appropriate.  Facilities will be provided 
for the storage of PPE. 
 
10. Safe Place of Work 
 
Workplace (Health, Safety & Welfare) Regulations 1992 
 
In line with the above regulations, the Company will provide and maintain a safe place 
of work and working environments for all employees and others who may be required 
to visit the offices, yard, site, etc. 
 
Safe means of access and egress shall, so far as is reasonably practicable, be 
provided and maintained to every place of work. 
 
Every such place shall, so far as is reasonably practicable, be made and kept safe for 
persons using the facilities by regular inspection and, where necessary, corrective 
actions.  The Company Health and Safety Manager shall be responsible for ensuring 
that the workplace is regularly inspected. 
 
11. Consultation and Communication 
 
The Health and Safety (Consultation with Employees) Regulations 1996 
 
The Company will encourage the active participation of all employees and sub-
contractors in promoting good health and safety practice. 
 
Company Safety meetings will take place at appropriate intervals in order to discuss 
the effectiveness of the policy and procedures and to review all safety reports and any 
recommendations. 
 
Use will be made of all means of two-way communication to ensure that health and 
safety issues are brought to the attention of all staff – notice boards, circulars, site 
meetings, “face to face” discussions, toolbox talk etc. 
 
 



 

12. Out of Hours Working 
 
Where employees are required to work outside normal working hours, special attention 
will be paid to the need for their safety in respect of lighting access and egress, first 
aid and the need for supervision of employees working on their own in isolated areas 
of the workplace. 
Lone working will be avoided so far as is reasonably practicable, but where it cannot 
be avoided then suitable controls will be introduced and regular reporting in checks to 
a manager introduced. 
 
13. Waste Management 
 
Environmental Protection Act 1990 
The Waste (England & Wales) (Amendment) Regulations 2014 
 
The Site Manager will ensure that all waste is separated and disposed of in line with 
the above legislation.  The Company shall fulfil its duties under the legislation by 
 

❖ preventing anyone from dealing with its waste illegally 
❖ prevent the escape of waste. 
❖ ensure waste is only transferred to an authorised person. 
❖ ensure accurate description of waste is provided when the waste is 

transferred, and a transfer note is completed. 
 
Suitable skips and disposal equipment shall be used to contain waste materials, and 
the waste shall be disposed of regularly.  In adverse weather conditions, arrangements 
shall be put in place to prevent waste from blowing around site or contaminating 
surroundings. 
 
The Senior Manager shall be responsible for the systems and arrangements for the 
safe disposal of waste. 
 
The Hazardous Waste Regulations 2005 
The Hazardous Waste Regulations (Miscellaneous Amendment) 2015 
 - The Hazardous Waste Regulations have defined hazardous waste in England and 
Wales, which the company has a duty to manage by: 

 
❖ producers or consignors of hazardous waste to notify (register) their premises 

to the Environmental Agency; 
❖ restrict mixing and require separation of wastes where appropriate; 
❖ make sure that companies document the movement of hazardous waste; 
❖ Consignees receiving hazardous waste to keep thorough records and provide 

the Environment Agency with information on the disposal and recovery of 
hazardous waste every three months. 

 
14. Noise 
 
Control of Noise at Work Regulations 2005 
 
The Company will carry out assessments of the risk to Health and Safety created by 
exposure to noise in the workplace by work processes and the working environment.  
Where the noise levels are or are likely to exceed the action levels specified in the 
regulations, appropriate arrangements will be put in place to ensure that the noise is 
eliminated or control of exposure to the noise ensures no employee or others affected 
by the work activity and subjected to injurious conditions. 
 
The Site Manager/Supervisor will ensure that all equipment provided is fitted with 
silencers, mufflers, doors, canopies etc. and that all equipment and noise reducing 
facilities, etc. are used. 



 

Supplies of ear defenders or other hearing protection will be made available on the 
site/workplace for any operations where it is not practicable to reduce the noise levels 
to a safe limit – in line with the action levels specified in the Control of Noise Work 
Regulations. 
 
80dB – Hearing protection needs to be made available. 
85dB – Hearing protection must be worn. 
87dB – Maximum limit of exposure when wearing ear protection measured at the ear. 
 
These will be issued to operatives and others in the work area, as required and must 
be worn at all times when such persons are exposed to noise. 

 

All employees will ensure that all noise control items fitted to plant, or in premises are 
kept in good order and that any defects noted are reported immediately. 
 
The company will ensure health surveillance is carried out where employees are 
exposed to noise levels above the specified recommendations. 
 
The company will provide information, instruction, and training where necessary to 
employees who are or likely to be, exposed to risk. 
 
As a rule, if you have to raise your voice to be heard at a distance of 1m from the 
person you are talking to then you are in a noise environment in excess of 85db(A) 
and therefore it is mandatory hearing protection. 
 
15. Asbestos 
 
The Control of Asbestos Regulations 2012 
 
All work involving asbestos in any form will be carried out in accordance with the 
Regulations and Approved Code of Practice. 
 
Removal of licensed asbestos from work sites will be carried out by a licensed 
contractor and disposed of in accordance with the relevant legislation. 
 
A survey of all asbestos materials within the structure of the premises will be conducted 
by a competent person to ascertain its condition. A management system will then be 
established to ensure:  
 

❖ The condition of the asbestos is regularly reviewed. 
❖ Anyone who may come in contact with asbestos is made fully aware and 

necessary precautions are put in place. 
❖ The asbestos will be removed by competent persons if its condition 

deteriorates.   
 
All contractors will be made fully aware of the presence of asbestos if they are likely to 
come in contact with it or disturb it in the execution of their undertakings. All necessary 
precautions are put in place as per the regulations and ACOPS.  
 
In the event of refurbishment or demolition to a company’s premises, a Refurbishment 
and Demolition Asbestos Survey will be carried out prior to work taking place.  
This is the duty of the company responsible for the premises.   
 
Some non-licensed work now needs to be notified to the relevant enforcing authority. 
Brief written records should be kept of all notifiable non-licensed work e.g., copy of the 
notification with a list of workers on the job, plus the level of likely exposure of those 
workers to asbestos. This does not require air monitoring on every job if an estimate 
of degree of exposure can be made based on experience of similar past tasks or 
published guidance. 



 

 
All operatives likely to be exposed to contact with asbestos containing materials 
(ACM`s) will have awareness training renewed annually and were working with non-
licensed ACM`s will have Category 2 training in addition. 
 
Any employee who discovers or even suspects the presence of asbestos containing 
materials shall cease work immediately and report their concerns to their supervisor. 
 
All employees/self-employed carrying out notifiable non-licensed work with asbestos 
must be under health surveillance by a doctor. Workers who are already under 
surveillance for licensed work need not have another medical examination for non-
licensed work. Medicals for notifiable non-licensed work however are not acceptable 
for those doing licensed work. 
 
Prior to any such works taking place we will discuss the proposal fully with our H&S 
Advisors. 
Note: Any employee who discovers or even suspects the presence of asbestos 
containing materials shall cease work immediately and report their concerns to 
their supervisor. 
 
16. Hazardous Substances 
 
Control of Substances Hazardous to Health Regulations 2002  
 
The Control of Substances Hazardous to Health Regulations (COSHH) requires 
assessments to be made wherever substances hazardous to health are used, 
processed, manufactured, given off or produced. In addition to this the regulations 
require that ‘Good Practice’ be applied at all times when dealing with Hazardous 
Substances. 
 
This will be achieved by applying the following principles: 

❖ Design and operate processes and activities to minimise emission, release 
and spread of substances hazardous to health.  

❖ Take into account all relevant routes of exposure - inhalation, skin absorption 
and ingestion - when developing control measures.  

❖ Control exposure by measures that are proportionate to the health risk.  
❖ Choose the most effective and reliable control options which minimise the 

escape and spread of substances hazardous to health. Where adequate 
control of exposure cannot be achieved by other means, provide, in 
combination with other control measures, suitable personal protective 
equipment.  

❖ Check and review regularly all elements of control measures for their 
continuing effectiveness.  

❖ Inform and train all employees on the hazards and risks from the substances 
with which they work and the use of control measures developed to minimise 
the risks.  

❖ Ensure that the introduction of control measures does not increase the overall 
risk to health and safety.  

The Company will carry out assessments of all hazardous materials used and record 
the findings accordingly.  Information on the nature of the materials will be compiled 
and any emergency procedures for spillage and storage established.  Any new 
substances being brought into the company will be assessed before being put into use. 
 
All employees will be instructed in the requirements of the C.O.S.H.H Regulations and 
the nature of the materials being used.  Assessments/data sheets, which are retained 
by the Site Manager, will be made available to all staff, and information, instruction and 
training in the operation of assessments will be given.  It is the responsibility of the 



 

relevant employee to ensure that all work involving a hazardous product or process is 
carried out strictly in accordance with the assessment sheets and instructions.  Where 
additional information is required on a product or process, the Site Manager must 
contact the Company Health and Safety Advisor. 
 
All COSHH Assessments will include the new Hazard Symbols (Pictograms) as 
per the Code of Practice 2015. 
 
17. Industrial Diseases 

Industrial diseases result from exposure to substances or work practices in the 
workplace and go on to cause immediate or delayed health problems for the person 
exposed to them. The following are examples of industrial diseases in the workplace: 

❖ Musculoskeletal (normally through poor manual handling) 
❖ Occupational Deafness (Through be exposed high level noise unprotected) 
❖ Vibration White Finger (Through prolonged the use of vibrating hand held tools) 
❖ Carpal Tunnel Syndrome - Repetitive Strain Injury (RSI) 
❖ Allergic Rhinitis (nasal irritation from non-infectious particles)  
❖ Dermatitis    

As a company we have a legal duty to monitor and conduct surveillance checks for 
signs and symptoms of industrial diseases that may be as a result of our undertakings.  

By conducting health surveillance checks it will enable us to monitor exposure where 
possible and implement measures to reduce the effect of any exposure as much as is 
reasonably practicable. 

A high level of personal hygiene is one of the best measures to avoid many industrial 
diseases, particularly when it comes to skin conditions such as Dermatitis. All 
employees are to be made aware of these types of hazards and the precautions to be 
adopted.  

The company also has a legal duty under the Reporting of Injuries, Diseases and 
Dangerous Occurrence Regulations to report any incidences of industrial diseases 
amongst its employees to the enforcing authorities. 

It is the duty of all company employees to report incidences of industrial diseases to 
their line manager.       

18. Risk Assessment 
 
Management of Health and Safety at Work Regulations 1999  
 
The company will undertake to make a suitable and sufficient assessment of the risks 
to employees and any others who may be affected by its undertaking, and to record 
the significant findings of that assessment.  This record should represent an effective 
statement of the hazards and risks, which then leads management to put in place the 
relevant control measures to ensure the health and safety of its workforce, sub-
contractors, visitors and, when appropriate, the general public. This will involve: 
 

❖ Identifying the significant risks arising out of the work activity. 
 

❖ Identify and prioritise the measures that need to be taken to comply with 
relevant statutory provisions. 

 
❖ Ensure that all relevant risks and hazards are addressed. 

 



 

❖ Address what actually happens in the workplace or during the work activity. 
 

❖ Ensure that all groups of employees and others who might be affected are 
considered and informed of the risks. 

 
❖ Identify groups of workers who might be particularly at risk, or lone workers. 

 
❖ Take account of existing preventive or precautionary measures. 

 
❖ The risk assessments will be used positively by the company to change working 

procedures and improve health and safety performance. 
 
19. Safe Systems of Work 
 
Management of Health and Safety at Work Regulations 1999  
 
Where the risk assessments for work activities identify residual high-risk situations, 
written safe systems of work shall be provided. 
 
The Company Health and Safety Manager will provide when requested the safe 
systems of work and to this end will ensure that detailed instructions and information 
is made available to operatives and sub-contractors and that adequate instruction and 
training is provided to ensure compliance with the system. 
 
20. Competent Persons 
 
Management of Health and Safety at Work Regulations 1999  
 
The Company will appoint competent persons to assist in undertaking the measures 
needed to be taken to ensure compliance with the requirements and prohibitions 
imposed under current, relevant statutory provisions.  Sufficient time and resources 
will be allocated to the competent persons to allow them to properly undertake the 
measures necessary. 
 
   
 Nicola Jennings - Grad IOSH                     Mob - 07747 847345 
  
 
21. Manual Handling Operations 
 
The Manual Handling Operations Regulations 1992  
 
Further to the risk assessment requirements under the Management of Health and 
Safety Regulations, the Company shall ensure that all manual handling operations are 
identified and addressed according to the requirements of the Manual Handling 
Operations Regulations.  All activities carried out by operatives and staff shall be 
examined and the requirements for manual handling operations established.  As far as 
are reasonably practicable, manual handling operations shall be avoided, but where 
this is not possible, the operations shall be assessed, and the risk of injury reduced by 
the use of mechanical means or the provision of other suitable means.  All aspects of 
manual handling involved in the Company’s operations shall be examined, including 
any areas where pushing, pulling, lifting, carrying, supporting, etc, are part of the 
expected work.  Manual handling assessments shall be suitably documented.  The 
findings of all assessments and the control measures to be adopted shall be fully 
communicated to the respective employees via the information, instruction and training 
aspects of the business’s operations. 
 
 
 



 

22. Confined Spaces 
 
The Confined Spaces Regulations 1997 
 
Suitable arrangements shall be put in place to ensure that all work to be carried out in 
confined spaces is done so in line with the requirements of the Confined Spaces 
Regulations, e.g., sewers, ducting, silos, etc.  No person shall be allowed to enter a 
confined space unless an adequate assessment of the conditions have been made 
and suitable control measures introduced.  Air sampling and monitoring shall be carried 
out and suitable rescue and escape arrangements put in place. 
 
23. Construction (Design and Management) – CDM 
 
The Construction (Design and Management) Regulations 2015 
 
The Regulations are basically the CDM 2007 Regulations with transfer of 
responsibilities and duties of the previous CDM Co-Ordinator to both the Principal 
Designer and the Principal Contractor. Domestic projects are now included. 
 
Where we fulfil any of the roles indicated we will comply fully with the new 
regulations. 
 
Reg. 4, 5 (Clients Duties) – in the event of more than one contractor, make suitable 
arrangements to manage the project by appointing a Principal Designer and Principal 
Contractor ( in the event that one or both are not appointed then the Client has that 
responsibility. 
Ensure that Welfare arrangements are in place prior to start. 
Provide adequate preconstruction information and ensure a construction phase plan is 
drawn up prior to start and developed on an ongoing basis. 
Ensure that the Principal Designer (whilst appointed) prepares a H&S File for the 
project or that the Principal Contractor does so in the Designers absence. 
 
Reg. 6 (Notification) – Where the project will last in excess of 30 working days with 
more than 20 workers or exceed 500 person days notify the work to the HSE on 
electronic Form F10. 
 
Reg. 7 (Application to Domestic Clients), – where the Client is a domestic client then 
either the Contractor (one contractor only project) or the Principal Contractor (more 
than one contractor), or the Principal Designer must carry out the Client duties listed 
in Reg. 4(1) to (7) and Reg. 6.  
Some aspects of the full Regulations do not apply to Domestic Clients. 
 
Reg. 8 (H&S duties and Roles), - This Regulation indicates the steps necessary to 
ensure that the appointees have the necessary skills, experience, and knowledge to 
carry out their roles in a manner that secures the H&S of anyone affected by the 
project. 
 
Reg. 9, 10, 11 (Duties of Principal Designers/Designers) – Must ensure prior to start 
that the Client is aware of his duties under the Regulations. 
The primary duty is to eliminate, reduce or control foreseeable H&S risks to those 
constructing, using or maintaining the structure etc. 
Plan, manage and monitor the pre-construction phase and coordinate with the principal 
contractor for the construction phase. 
 
Reg.12 (Construction Phase Plan) – Requirement to draw up the Plan in conjunction 
with the Principal Designer before setting up the site and ensure that the Plan sets out 
the H&S arrangements and site rules for the safe operation of the site during the 
construction phase. 
 



 

Reg. 13, 14, 15, 16, 17 & 18- 36 (Duties on Principal Contractors and Contractors) – 
Indicates the steps required to plan, manage monitor, and coordinate the project. 
Identifies the duty to consult and engage with workers. 
Regs 16 to 36 reference good practice in how to manage the higher risk elements of 
construction. 
 
24. Working at Height  
 
The Work at Height Regulations (2005) 
The Work at Height Amendment Regulations (2007) 
 
Falls from height continue to be the single biggest cause of workplace deaths and 
one of the main causes of major injury. 
 
Work at height is a place ‘at height’ if (unless these procedures are followed) a person 
could be injured falling from it, even if it is at or below ground level. 
 
In accordance with the above regulations a risk assessment must be conducted for all 
working at height, which must consider the following hierarchy of control: 
 

❖ Avoid working at height wherever possible; 
❖ Use work equipment or other measures to prevent falls where they cannot 

avoid working at height; 
❖ Where they cannot eliminate the risk of a fall, use work equipment or other 

measures to minimise the distance and consequences of a fall should one 
occur. 

Duty holders (planners, Managers, Supervisors) must ensure the following: 
 

❖ All work at height is properly planned and organised; 
❖ All work at height takes account of weather conditions that could endanger; 

health and safety; 
❖ Those involved in work at height are trained and competent; 
❖ The place where work at height is done is safe; 
❖ Equipment for work at height is properly inspected; 
❖ The risks from fragile surfaces are properly controlled; 
❖ The risk from falling objects is properly controlled. 

 
25. Equipment Vibration 
 
The Control of Vibration at Work Regulations 2005 
 
The company are committed to reducing both long term and short term ill health due 
to vibration; The Company shall comply with the requirements of The Control of 
Vibration at Work Regulations by controlling the risk from hand arm vibration and whole 
body vibration by: 
 

❖ assessing the vibration risk to all employees; 
❖ decide if they are likely to be exposed above the daily exposure action value 

(EAV) 2.5m/s2 A (8) for hand arm vibration and 0.5 m/s2 A (8) for whole body 
vibration 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 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) 5m/s2 for hand arm vibration and 1.15 m/s2 A(8) for whole body 
vibration and if they are: 

❖ take immediate action to reduce their exposure below the limit value; 



 

❖ provide information and training to employees on health risks and the actions 
taken to control those risks; 

❖ consult with trade union safety representative or employee representative on 
proposals to control risk and to provide health surveillance; 

❖ keep a record of risk assessment and control actions; 
❖ keep health records for employees under health surveillance; 
❖ Review and update risk assessments regularly. 

 
Regulation 7 of the Control of Vibration at Work Regulations requires employers to 
provide suitable health surveillance where the risk assessment indicates a risk to 
workers’ health. In any case, workers likely to be exposed in excess of the daily 
exposure action value of 2.5 m/s2 A (8) should be under suitable health surveillance. 
 
The company shall institute health surveillance for: 
 

❖ workers who are likely to be regularly exposed above the exposure action 
value; 

❖ workers likely to be occasionally exposed above the exposure action value 
where the risk assessment identifies that the frequency and severity of 
exposure may pose a risk to health; and 

❖ workers who have a diagnosis of HAVS (even when exposed below the 
exposure action value). 

 
As a first step to health surveillance, employees will be asked if they have symptoms 
using a very simple questionnaire.  A responsible person shall be appointed by the 
company to act as part of the health surveillance programme to enable the company 
to communicate to all employees how the simple screening questionnaires work.   
 
Competent doctors and qualified persons (occupational health nurses) shall be used 
to assess whether the symptoms are related and due to vibration exposure as part of 
the company health surveillance programme.  The roles of the responsible person, 
qualified person and doctor in health surveillance are described in HSE’s generic 
guidance “Health surveillance at work” (HSG61). 
 
Employees will be given information about the reasons for carrying out health 
surveillance and will be informed of their roles and responsibilities. 
  
After 3 years of a vibration exposed employee reporting no symptoms they shall be 
referred for a consultation with an occupational health nurse (qualified person) to 
provide an opportunity to explore more fully any possible symptoms that the individual 
may have overlooked. 
 
Records of health surveillance will include: 
 

❖ identification details of the employee 
❖ the employee’s history of exposure to HAV 
❖ the outcome of previous health surveillance in terms of fitness for work, and 

any restrictions required. 
❖ symptom questionnaires if these are treated as non-confidential by the 

occupational health nurse. 
 

26. Stress at Work  
 
Management of Health and Safety at Work Regulations 1999  

 
The company in its commitment to protecting the health, safety and welfare of 
employees recognises work-related stress as an organisational issue. The company 
acknowledges the requirement under the Management of Health, Safety and Welfare 



 

at Work Regulations, to assess and control the risks arising from work-related stress. 
This policy will apply to all company employees.  
 
Managers are responsible for implementation of the policy. 
 
Definition of Stress 
 
The Health and Safety Executive define stress as: 
 
“The adverse reaction people have to excessive pressure or other types of demand 
placed on them. It arises when they worry that they can’t cope”. 
 
This makes an important distinction between pressure, which can be a positive state if 
managed correctly, and stress, which can be detrimental to health. 
 
Following the HSE guidance HSG218 - “Tackling work-related stress” the company will 
proactively identify workplace stressors and provide suitable strategies to eliminate or 
minimise the risk of stress amongst the workforces. 
 
After a stress risk assessment has been carried out, the effectiveness of measures 
taken to reduce stress must be reviewed on a regular basis. 
 
The company will consult with employees on all issues around the Stress Policy and 
any provision for training. 
 
Employees are encouraged to consult with their managers around issues relating to 
work related stress. 
 
The company will provide training for designated managers around stress risk 
assessment and all managers on stress awareness. 
The company will provide easy access to confidential counselling for employees 
affected by stress caused by either work or external factors. 
 
 
27.  Drugs and Alcohol 
 
The company recognises the potential dangers of alcohol, drugs and solvent abuse, 
known as substance abuse, to both the individual and the company. 
 
The company aims to prevent, where possible, alcohol, drug and solvent abuse 
amongst employees and to detect at an early stage employee with problems. 
 
The company will offer assistance to employees admitting to a drug or alcohol problem 
such as leave of absence from work if required for treatment.  There may be 
circumstances when this offer may not be appropriate and Managers must assess 
each case individually. 
 
Employees must report to work unimpaired by alcohol, illegal drugs or prescription 
drugs. 
 
Any employee reporting to work impaired by drugs and/or alcohol will be subject to the 
company disciplinary procedure, which could lead to dismissal. 
 
Any employee or contractor found to be in possession, using, selling or under the 
influence of illegal drugs or solvents during working hours shall be subject to the 
company disciplinary procedure, which could lead to dismissal and persons being 
reported to the police. 
 



 

Any employee or contractors who possesses, uses, sells or is under the influence of 
illegal drugs on personal time which adversely affects the company or it’s employees 
or contractors shall be subject the company disciplinary procedure, which could lead 
to dismissal. 
 
Any employee or contractor found to be in possession or consuming alcohol whilst at 
work without permission shall be subject to the company disciplinary procedure, which 
could lead to dismissal. 
 
Prescription drugs are permitted to be taken during working hours only if they have 
been deemed to be safe to do so by a competent doctor and the prescription drugs do 
not affect the employee’s ability to carry out their work safely.  Employees must inform 
supervisors/ managers when taking prescription drugs that may alter their behaviour 
or physical/mental ability before starting work. 
 
28. Bullying, Harassment and Sexual Harassment at Work 

 
The company shall not tolerate bullying, harassment or sexual harassment in any form 
of employees by managers, co-workers or any other persons on site.  Harassment 
shall be measured in the context of the impact of the harasser’s conduct, not his/her 
intent. 
 
All complaints of bullying, harassment or sexual harassment will be investigated and 
treated with fairness, sensitivity and in a confidential manner.  
 
Company employees found to be bullying, harassing or sexually harassing co-workers 
or any other persons on site will be subject to the company disciplinary procedure, 
which could lead to dismissal.  Non-company employees found to be bullying, 
harassing or sexually harassing co-workers or any other persons on site will be 
removed from site or contract terminated. 
 
 
 
 
 
 
29. Violence in the Workplace 
 
The personal safety of staff is of paramount importance. Consequently, any actual or 
threatened violence towards staff is unacceptable. 
 
The company recognises and accepts responsibility under Health and Safety 
legislation and expects all staff to take reasonable care for their own well-being and 
for the safety of persons who may be affected by their actions. 
 
The company will minimise risks and ensure the prevention of violence and the 
security of the working environment. 
 

All incidents of violence must be reported and investigated; and appropriate action 
will be taken to prevent and/or reduce the risks of deliberate acts of violence via the 
company’s management procedures and/or where appropriate via police intervention 
in cases of assault. 
 
Appropriate training will be given to enable staff to respond respectfully and 
sensitively in situations and also to enable them to protect themselves, colleagues 
and others when managing violent or potentially violent situations. 
 
Staff that become victims of an act of violence during the course of, or arising out of 
their work, will be offered support and assistance as detailed within these guidelines. 



 

 
Managers should never trivialise the employee’s perception of being under threat. 
Such feelings should always be discussed seriously and every effort made to achieve 
a resolution, which minimises the employees fear. This may involve general 
discussion, support from other colleagues, additional training or counselling. 
 
Following an incident, the manager must ensure that all reasonable steps are taken 
to minimise any future risk and undertake a new risk assessment. 
 
If the aggressor should be a member of staff, the incident should be investigated in 
accordance with the Company Disciplinary Procedure. 
 
30.     Working Time 
 
The Working Time Regulations 1998  
 
The European Working Time Directive (EWTD) is legislation that governs the 
minimum requirements in relation to working hours, rest periods and annual leave.  
The regulation is aimed at limiting the average working time for employees to 48 
hours a week, depending on contracted hours. 

The Working Time Regulations govern the hours most workers can work and sets 
limits on an average working week, statutory entitlement to paid leave for most 
workers, limits on the normal hours of night work and regular health assessments 
and special regulations for young workers. They have been put in place to protect 
workers from exploitation by employers. Excessive working time is a major cause of 
stress, depression and illness, and the purpose of the Directive is to protect people's 
health and safety. 
 
 
 
 
 
 

 
‘Working time’ includes: 

 
‘Working time’ does not include: 

 
➢ Carrying out your normal duties 
➢ Job-related training 
➢ Job-related travelling time, for 

example, driving between jobs at 
different sites. 

➢ Working lunches, for example 
business lunches 

➢ Agreed overtime. 
➢ Time spent on-call at the 

workplace, including driving 
to/from call-out work.  

 
 
 

 
➢ Unpaid breaks when no work is 

done, such as lunch breaks. 
➢ Normal travel to and from work 
➢ Time when you are on call away 

from the workplace and have not 
been called upon to work. 

➢ Evening and day-release 
classes that are not related to 
work. 

➢ Travelling outside of normal 
working hours 

➢ Unpaid overtime that you have 
volunteered for, for example 
staying late to finish something 
off. 

➢ Paid or unpaid holiday 
 

 
 
 
 



 

31. Young Persons in the Workplace 
 
The Management of Health & Safety at Work Regulations 1999      
 
Young Persons are those aged between 16 years and 17 years i.e., having attained 
school leaving age but not yet 18 years of age. Because of their lack of experience 
and maturity there is a greater requirement on their employer to ensure their health 
and safety in the workplace. 
 
A specific risk assessment is required, a copy of which should be given to the 
Parents or Guardian of the young person. 

The extent of the risks you identify in the risk assessment will determine whether you 
should restrict the work of the young people you employ. Except in special 
circumstances, you should not employ young people to do work which:  

❖ is beyond their physical or psychological capacity.  

❖ exposes them to substances chronically harmful to human health, e.g., toxic, 

or carcinogenic substances, or effects likely to be passed on genetically or 

likely to harm the unborn child.  

❖ exposes them to radiation.  

❖ involves a risk of accidents which they are unlikely to recognize because of 

e.g., their lack of experience, training, or attention to safety.  

❖ Involves a risk to their health from extreme heat, noise, or vibration.  

These restrictions will not apply in ‘special circumstances’ where young people 
over the minimum school leaving age are doing work necessary for their training, 
under proper supervision by a competent person, and providing the risks are reduced 
to the lowest level, so far as is reasonably practicable. Under no circumstances can 
children of compulsory school age do work involving these risks, whether they are 
employed or under training such as work experience.  

Example of Risk – Work beyond physical capacity. Young people may not be 
physically capable to operate a piece of machinery or work at the pace which is 
determined by a piece of machinery. Young persons may be more at risk as their 
muscle strength may not be fully developed, and they may be less skilled in handling 
techniques or in pacing the work according to their capacity. They may also be 
subject to peer pressure to take on tasks that are too much for them or work more 
quickly. 

The risk assessment should take account of age and experience and should 
include training and supervision as a control. 
 
32. Environment 
 

❖ Accident reporting is detailed in section three of the arrangements in addition 
environmental accidents/incidents and near misses should be recorded. 

❖ Training is detailed in section four of the arrangements in addition 
environmental awareness training shall be included as part of this system. 

❖ Fire and Emergency Procedure is detailed in section five of the arrangements 
in addition any environmental impact shall be considered in any future 
emergency reviews. 

❖ Dangerous Substances is detailed in section six of the arrangements in 
addition environmental impact will be considered in the use and disposal of 
dangerous substances. 



 

❖ Consultation & Communication is detailed in section eleven of the 
arrangements in addition all receiving such consultation and communication 
will also receive any relevant environmental information. 

❖ Waste Management is detailed in section thirteen of the arrangements in 
addition where possible all waste will be reduced in line with current best 
practice.  

❖ Noise is detailed in section fourteen of the arrangements in addition noise 
nuisance will be considered in all operations. 

❖ Asbestos is detailed is section fifteen of the arrangements. 

❖ Risk Assessment is detailed in section eighteen of the arrangements in 
addition where necessary environmental assessments will be carried out. 

❖ Vibration is detailed in section twenty-five of the arrangements in addition it is 
recognised that vibration can cause nuisance, and this will be considered in 
all operations recognised as producing nuisance vibration. 
 

 
33.   Display Screen Equipment  
 
Health and Safety (Display Screen Equipment) Regulations 1992  

 
The health problems associated with VDU work are:   

❖ Upper limb disorders (including pains in the neck, arms, elbows, wrists, 
hands, fingers). Often known as repetitive strain injury or ‘RSI’. 

❖ back ache. 

❖ fatigue and stress. 

❖ temporary eye strain (but not eye damage). 

❖ Headaches. 
 

The company will:  
 

❖ Identify workers who should be classed as users. 

❖ Ensure that workstations meet specified minimum requirements. 

❖ Plan work activities so that they include breaks or changes of activity. 

❖ Provide eye and eyesight tests on request, and special spectacles if needed. 

❖ Provide information and training, as necessary. 
 
 
34. Control of Artificial Optical Radiation 
 
The Control of Artificial Optical Radiation at Work Regulations 2010 
 
These regulations require the employer to protect the eyes and skin of all employees 
from exposure to hazardous sources of artificial optical radiation, Artificial Optical 
Radiation includes light emitted from all artificial sources in all its forms such as 
ultraviolet, infrared and laser beams, but excluding sunlight. It is likely that your 
employees will be exposed to some form of artificial light at work, whether from 
general lighting, equipment or from a work process. The company will put protective 
measures in place where hazardous sources of AOR are used and implement control 
measures to manage the risks of harm to employees. 
 
 
35. Epidemics and Pandemics 
 
The company response to Coronavirus and other epidemics and pandemics will be in 
line with advice from the Government at that time.  
  
The outbreak the advice is: 



 

Carry out a risk assessment for all company activities to identify areas where there is 
a high risk of infection and to identify suitable precautions. 
Provision of information to employees, by posters, briefings, tool-box talks etc. 
Promote regular hand washing for at least 20 seconds with soap and water. 
Where soap and water are not available the use of hand sanitiser of at least 70% 
alcohol will be made available to employees. 
Social distancing, all employees to work at least 2M away from each other where 
practicable. Where not practicable, a risk assessment should be carried out to 
identify suitable precautions. 
Any employee showing symptoms should immediately go home and self-isolate as 
advised by the government at the time. Any employee in a household where 
someone else is displaying symptoms should self-isolate as appropriate. 
The company will keep records of workers who have been in close contact with 
others and co-operate with any requests from the NHS Track and Trace Service and 
pass on details of anyone who has been in close contact with any infected employee. 
 
 
36. Disciplinary Code 
 
Where any employee is in contravention of Health and Safety rules and procedures, 
they will be subject to the company disciplinary procedure.  Depending on severity, 
disciplinary action will be taken which can lead to dismissal in cases classed as 
Gross Misconduct. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 


