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INFORMATION FOR EMPLOYEES/CONTRACTORS
Please find attached our Health and Safety Company Policy that is issued for signature to every employee/contractor.

It is also contained within our site control diary for this project, which is kept within our site office.
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DOI GROUP LIMITED

HEALTH AND SAFETY POLICY STATEMENT

1.
Introduction

This document contains the Policy Statement of DOI GROUP LIMITED, of New Ford Road, Off Britannia Road, Waltham Cross Hertfordshire EN8  7PG. It has been prepared after due consultation with those involved in its operation, and has the full backing and authority of the Directors.

2.
General Statement
2.1
It is our policy to perform work in the safest practicable manner, consistent with good practice. The health, safety and welfare of our employees and all those likely to be affected by our operations is the responsibility of management, and as a priority it ranks equally with our business objectives. Adequate resources will be made available to ensure the success of this policy.

2.2 It is the duty of management to provide safe systems of work and do everything practicable to prevent injury and ill health by controlling the risks arising out of our work activities. Equally it is the duty of each employee to exercise personal responsibility for his or her own safety and that of others and co-operate with his or her employer in matters of health, safety and welfare.

2.3
The company will provide and maintain safe plant and equipment and ensure the safe handling and use of hazardous substances. Management will provide the necessary information, instruction and training and will ensure the competence of all employees and contractors.

2.4
All employees are to be aware that, in the event of any conflict between the demands of business and safety, they will receive management support if they reasonably choose the safety of employees or third parties as the priority.

2.5
It is our policy to adhere completely to the requirements of the Health and Safety at Work etc. Act 1974; the Electricity at Work Regulations 1989, the Management of Health and Safety at Work Regulations 1999; the Construction Regulations and all other Acts, Regulations and Codes of Practice, which affect our operations.

2.6
The attention of all employees is directed to this Safety Policy and its Appendices. Any revisions will be incorporated when necessary, and these will also be brought to the attention of all personnel.

Signed .................................................                 Dated .......................

S J BATES  -  Director 


         

ORGANISATION

3.
Responsibility
3.1
Directors are individually responsible for promoting health and safety in the Company.  The day to day management of health and safety on premises, sites and elsewhere is delegated to the persons in charge of the work in accordance with our management structure which is set out at Appendix 1 in this Policy Statement. The responsibility for safe conduct of work cannot be delegated to others.

3.2
Mr E A Bates is responsible for health and safety matters in the Company. Where difficulties arise in the maintenance of safe working conditions, or practices, reference must be made to Mr S J Bates, who then has responsibility for ensuring that sufficient authority is given to enable safe conditions and practices to be maintained.

3.3
It is the responsibility of all our employees to use machinery, equipment, transport, hazardous substances and safety equipment in accordance with the training and instructions given.

3.4
Employees must inform Mr Bates of any dangerous situations or shortcomings in the Company’s health and safety arrangements so that any necessary remedial action may be taken.

3.5
The specific responsibilities of all levels of management are set out in Appendix 2 attached to this Policy Statement. 

4.
Health and safety advice
4.1
In accordance with Regulation 7 of the Management of Health and Safety at Work Regulations 1999, the Company has appointed Mr E A Bates, as the Company’s Health and Safety Co-ordinator. He is nominated as competent person for the purpose of assisting the Company to undertake necessary measures to ensure compliance with statutory provisions. Mr K. Bloomfield is appointed as an external adviser to advise the company on health and safety matters. 

4.2
 General health and safety Information is maintained in the Office by the Health and Safety Co-ordinator, and are available for all employees to use. The Company uses the Hascom Network Risk Assessment Manager system for risk assessments.

4.3
Any employee who is in doubt about safe working practices and procedures should contact the appropriate Manager or Director for advice who in turn should contact Mr S J Bates if unsure of the appropriate action required.

5.
Consultation
5.1
In compliance with the Health and Safety (Consultation with Employees) Regulations 1996, it is company policy to consult with all employees on matters, which affect their health and safety.

5.2
Management will always consider suggestions or comments on ways in which our health and safety performance can be improved. Any such suggestions should be made to the Health and Safety Co-ordinator or the Contracts Manager or the Director responsible for the contract. 

ARRANGEMENTS
6.
Safety policy monitoring and review
6.1
The Health and Safety at Work etc. Act 1974 requires the Company to monitor the effectiveness of this Policy in terms of the use made of it by both management and work force. Review of the safety performance of the Company and the functioning of the Policy is the task of Mr S J Bates.  Annually, he will review the contents of the Policy Statement in liaison with others as necessary, and indicate ways in which our safety performance can be improved.

6.2
The appropriate Contracts Manager or Director may attend site meetings with clients’ or other contractors’ representatives where health, safety and welfare may be considered.  Discussions could include their safety policies, risk assessments, working practices, safety performance or any other related matters covered by legislation.

6.3 The appropriate Contracts Manager or Director will monitor health and safety standards on our sites to ensure compliance with this policy, current legislation and guidance. The frequency of site monitoring will depend on the size of the contract and the foreseen hazards.  Where appropriate written reports will be completed and forwarded to the Health and Safety Co-ordinator for inclusion in the annual policy review.

7.
Training and information

7.1
It is the responsibility of the Health and Safety Co-ordinator to review the training needs at all levels within the Company at regular intervals. Suitable information, instruction and training will always be provided upon the introduction of new technology or working methods. He will ensure records of all health and safety training provided to employees are maintained.

7.2
Safety training will be given to all employees as necessary.

7.3
The Health and Safety Co-ordinator will ensure employees, contractors and sub-contractors have the necessary competency to carry out work for which they are engaged.  He will also carry out formal vetting of contracting firms to establish competency in health and safety.

7.4
The Health and Safety Co-ordinator will ensure that all new employees and apprentices are provided with suitable induction training to ensure that they have sufficient information and instruction to comply with the Company’s health and safety policy and procedures.

7.5
The Contracts Manager responsible for the work or the relevant Foreman will provide new employees and those transferring from job to job with suitable site induction training, which will include any hazards and specific health and safety rules applicable to the work to be carried out before putting the person to work. 

7.6
The Health and Safety Co-ordinator will carry out induction training required for young persons. He will ensure that the person in charge of the work is made aware of the necessary training and level of supervision required for young persons, as detailed in the Management of Health and Safety at Work Regulations 1999.

8.
Accidents
8.1
Accident details, however trivial they may appear to be, must always be entered in the Accident Book, which is held by the Health and Safety Co-ordinator at the company offices. 

8.2
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR), require specified injury accidents, dangerous occurrences, diseases and conditions to be reported to the Health and Safety Executive (HSE). The Health and Safety Co-ordinator is nominated as the “responsible person” in accordance with the Regulations to make these reports.

8.3
The person in charge of the work must report all injury accidents or dangerous occurrences to the Health and Safety Co-ordinator by telephone.

8.4 The Health and Safety Co-ordinator will hold documentation for accidents, dangerous occurrences and notifiable diseases and conditions. Copies of all notifications made on behalf of the Company will be kept for record purposes. 

The appropriate Contracts Manager or Director, or the Health and Safety Co-ordinator and, if necessary, our insurers, will carry out investigations of serious accidents and dangerous occurrences.  Where appropriate the services of health and safety consultants will be engaged to carry out an independent investigation.

9.
Welfare and First-Aid Facilities

9.1
Welfare and sanitary facilities provided at the company’s premises are to the standards required under the Workplace (Health, Safety and Welfare) Regulations 1992.   On sites the appropriate Contracts Manager or Director  will ensure that adequate facilities are available and, where necessary, will make arrangements for our employees to use the client’s or principal contractor’s facilities.

9.2
To comply with the Health and Safety (First-Aid) Regulations 1981, the Administration Manager will supply the office premises and company vehicles with adequate first-aid equipment. 

9.3
The Contracts Manager or Director responsible for the job will make arrangements for site facilities to be shared with the client or principal contractor as appropriate.

9.4
Where facilities cannot be shared with the client or principal contractor the Contracts Manager or Director responsible for the job will provide adequate first aid equipment to site.

9.5
The names of those persons trained and certified in first-aid will be displayed within the Office and on each site.

9.6 
In the absence of trained first-aid personnel the company will nominate an 'appointed person' to take charge of the first-aid equipment and facilities, to replace missing or defective items and to summon assistance if required.

9.7
The arrangements for nominated ‘appointed persons’ for the purposes of the regulations are as follows: -

· The Administration Manager is the 'appointed person' for the Office facilities.

· The Foreman will carry out this function on sites where first-aid facilities are not shared with either the client or principal contractor.

· The driver will carry out this function in any of the company vans. 

10.
Safety Rules
10.1
The Company safety rules are designed to provide basic guidance for safe operating practices and procedures that form the Company Policy, and must be strictly adhered to by all employees.  Wilful disregard by any employee of any Company safety rules may be considered sufficient cause for immediate dismissal.

10.2
Safety rules and advice covering specific work areas and/or systems of work will be attached as Appendices to this policy statement as follows: - 

Appendix 1
Company health and safety management structure

Appendix 2
Responsibilities

Appendix 3
Company Safety Rules

Appendix 4
Office Safety Rules

11.
Work Equipment
11.1
The Company will ensure that all tools and equipment provided for use at work will comply with the requirements of the Provision and Use of Work Equipment Regulations 1998.  

11.2
The Health and Safety Co-ordinator will ensure that all users of products and articles supplied or hired for use at work are provided with relevant information which may be provided by a manufacturer/supplier in order to comply with their obligations under Section 6 of the Health and Safety at Work etc. Act 1974.

11.3
It is the responsibility of the Plant Administrator in liaison with the Contracts Manager and Director responsible for the work to ensure all work equipment hired or purchased for use by our employees is suitable for the purpose for which it is to be used.

11.4
The Contracts Manager or the Director responsible for the work will ensure the users of new plant and equipment provided by the company will be given sufficient instruction, information and training in order that any such plant or equipment may be used safely.

11.5
Where tools or equipment are issued to employees for their personal use, those employees are responsible for ensuring that the item is kept in good working order and that any defects are reported to the Contracts Manager  in charge of the work.

11.6
The Health and Safety Co-ordinator, will ensure that all portable and transportable electrical equipment is maintained, tested and inspected in accordance with HSE guidance HSG 107 "Maintaining portable and transportable electrical equipment".  He will also ensure that adequate records of formal inspection and testing are kept.

11.7
Portable and transportable electrical equipment are described as any electrical equipment, which can potentially result in a risk of fatal electric shock (i.e. more than 50v ac or 120v dc). Such equipment is not part of a fixed installation but is, or is intended to be, connected to a fixed installation or generator by means of a flexible cable and either a plug or socket or a spur box, or similar means.

11.8
The Health and Safety Co-ordinator will ensure that fixed electrical installations and wiring are inspected in accordance with the requirements of the Institute of Electrical Engineers Wiring Regulations, 16th Edition. 

11.9
The Health and Safety Co-ordinator will ensure that all work equipment is properly maintained and that records of servicing, inspection, calibration and statutory tests/examinations are available. Examples of records required are:

· Ladders and access equipment maintenance

· Calibration of test equipment

· Statutory examination/test of lifting equipment.

11.10
Statutory inspection results must be recorded for all scaffolding before first use and at suitable intervals thereafter. Scaffolding in excess of 2m in height is to be inspected before first use and at intervals not exceeding seven days thereafter. Additionally, in the case of mobile scaffold towers they must not be used unless they have been inspected on site within the previous seven days. The responsibility for ensuring that these inspections are carried out and recorded rests with the relevant Foreman on site.

12.
General hazards, risk assessment and controls.

12.1
The Management of Health and Safety at Work Regulations 1999 and other Regulations require that risk assessments are to be carried out by employers and that the significant findings from the assessments are brought to the attention of those at risk.

12.2
The Company will use the Hascom Network Risk Assessment Manager system to assist in the control of common hazards associated with work activities

12.3
The relevant Contracts Manager/Director will carry out an ongoing assessment of the risks as required by the Regulations. Where significant risks have been identified on work to be carried out by the Company a written generic assessment will be available. 

12.4
The relevant Contracts Manager/Director will make the assessment site-specific, taking into account local risk factors.  When appropriate, risk assessments will consider additional risks to any young person who may be employed.

12.5
Where appropriate, clients and others likely to be affected by the work will be provided with a copy of the assessment and/or its significant findings, together with details of the method of work to be followed if appropriate.

12.6
The Managing Directors in liaison with the other Directors will review generic risk assessments made and kept by the Company at annual intervals or whenever it is suspected that they may no longer be valid.

12.7
Training will be given to employees where a need is identified by the risk assessment. Employees will be made aware of the findings of the assessments and the required control measures. 

12.8
Any necessary plant, equipment, monitoring, hygiene and welfare facilities, and protective clothing and equipment specified in the risk assessment must be present at the relevant location before the task is carried out.

12.9
Risk assessments will always be taken into account when negotiating, or tendering for work.

12.10
Risk assessments may identify the need for medical examinations, or health surveillance. Whenever this is the case the records of any health surveillance, medical or other individual health record which may be required will be kept securely in personnel files held by the Company, and will be kept for 40 years after the date of the last entry as required by law.

13.
Office work and display screen equipment.
13.1
The Health and Safety Co-ordinator is responsible for risk assessments of office work, including those for display screen equipment in the Office.

13.2
The Health and Safety Co-ordinator will carry out an annual health and safety audit of the company’s office premises.

14.
Manual handling operations
14.1 All manual handling operations having a risk of injury which are carried out by Company employees will be identified and recorded by The Contracts Manager/Engineer in liaison with the Foreman in charge of the work. Section two of the ECA Risk Assessment Manual contains information on manual handling and generic assessments. 

14.2 Where these operations cannot be avoided, specific assessments will be made and procedures developed to minimise the risks. Selection of appropriately capable staff will then take place, followed by any necessary training, information and instruction. All employees are encouraged to discuss potential manual handling problems not so identified with the person in charge of the work, together with any work involving repetitive motion.

14.3 All employees will be issued with HSE leaflet INDG 143 "Manual Handling - a short guide for employers" on induction which gives basic guidance on manual handling techniques.

15.
Personal protective equipment.
15.1
The provision of personal protective equipment (PPE) is only acceptable when the hazard cannot be controlled by other means.  An assessment will be carried out by The Contracts Manager or Foreman in charge of the work to ensure that any PPE provided is suitable and provides adequate protection against any hazard identified.

15.2
The Contracts Manager or Foreman in charge of the work will ensure that employees are given sufficient training, which will include the selection, use and maintenance of personal protective clothing and equipment where it is required.

15.3
The Foreman in charge of the work will ensure that suitable arrangements are provided for the storage of PPE.

16.
Control of substances hazardous to health (COSHH).

16.1
It is the policy of the company to adhere to the principles of good practice for the control of exposure to substances hazardous to health as set out in Schedule 2 of the Control of Substances Hazardous to Health Regulations 2002 (as amended). Namely:

· 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 measure

· 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

16.2
Information on materials used in the Company's work will be obtained from the manufacturer or supplier, or from the client, as appropriate. The Company makes use of the ECA COSHH Assessment Manual to provide generic assessments for all substances likely to be used by employees whilst at work. Monitoring of the working atmosphere may be required and will be indicated on the relevant COSHH assessment. The Health and Safety Co-ordinator will produce COSHH assessments for the Company’s work with applicable substances.  He will review them annually at the time of the Policy review, or whenever it is suspected that they may no longer be valid. The relevant Contracts Manager or Engineer will then make the assessments site-specific.

16.3
The implementation of control measures for hazardous substances used at work will be considered in the following order of precedence:

· Hazard elimination  using alternative working methods

· Substitution  replace substance with a non or less hazardous substance

· Segregation  automation or enclosure of process/operator

· Use of procedures  use of engineering controls and other safe systems of work  e.g. mechanical ventilation 

· Use of warning systems  warning notices, proper labelling of containers and instructions

· Use of Personal Protective Equipment  must be adequate and used as last resort if other controls are impractical or cannot be implemented

16.4
Any necessary work with new materials or substances rated as hazardous must not commence until the necessary information has been obtained, or the material has been analysed, and an assessment made of the risks involved in the operation. Where appropriate, clients and others likely to be affected by the work will be provided with a copy of the assessment and/or its significant findings, together with details of the method of work to be followed.

16.5
The following general precautions apply to the use, handling and transport of all substances. Specific precautions are detailed in the written assessments for specific materials and other substances likely to be encountered in the work environment.

· Protective clothing and equipment will be used to prevent the contact of hazardous substances with the eyes, skin and mucous membranes. 

· Adequate ventilation or respiratory protective equipment will be provided as appropriate to prevent inhalation of hazardous dusts, gases or vapours.

· Hazardous substances should not be used in areas where food is being eaten. 

· Good personal hygiene practices must be observed.

· Facilities for washing, cleaning and protecting the skin must be  available including suitable cleansers and barrier creams.

· Chemical products and materials are to be stored in ventilated areas away from temperature and environmental extremes.

· Spillages must be cleaned up immediately, and waste and used containers disposed of properly.

· Read the data sheet, container labels and detailed health and safety information before using any chemical products.

17. 
Fire and emergency precautions.

17.1
The Health and Safety Co-ordinator is responsible for fire and emergency precautions and assessments in the Company office. He will ensure that all reasonable steps have been taken to comply with the Fire Precautions (Workplace) Regulations 1997 as amended. This will include:

· identification of potential sources of ignition of fire in the premises

· a written emergency evacuation procedure is available and practised at least annually

· ensuring an adequate means of escape in the event of a fire 

· ensuring that escape routes are kept clear

· sufficient fire fighting appliances are available and properly maintained.

· an adequate means of warning in the case of a fire is available

17.2
The Contracts Manager or Director responsible for the work will ensure that adequate fire fighting equipment is available on site. He will liaise with the client or Principal Contractor to ensure that adequate fire and emergency procedures are in place before the start of the contract.

18.
Arrangements for Special Hazards.

18.1
There are a number of special hazards, which have potentially serious consequences, and which have been identified as 'high risk' in the Company's risk assessments. This section of the policy identifies these hazards and is in addition to normal risk assessment procedures in Section 12. They include:

· Work with asbestos-containing products 

· Work in noisy areas

· Vibration and the use of power tools

· Use of mobile scaffolding towers

· Use of ladders and steps 

· Work on live electrical systems

· Use of mobile elevating working platforms

· Lone working

· Working in confined spaces

· Working at height or on fragile/flat roofing

· Work in excavations

· Work in hospitals

· Work on school premises

18.2
These activities will require a specific risk assessment to be made prior to the commencement of work. The relevant Contracts Manager or Director will have the responsibility for making these specific risk assessments. Further information on standard precautions is given below.

18.3
The client may operate a ‘permit to work’ system to govern our activities in situations where our work interfaces with his operations.  This will need to be considered when we are carrying out risk assessments.

18.4
All those to be involved in the work will be made aware of the control measures for the identified risks and any procedures to be followed.  

18.5
Asbestos. At the pre-tender stage of the contract the relevant Contracts Manager or Engineer will make specific enquiries to the client as to the presence of asbestos. When asbestos is suspected or known to be in any material to be handled by our employees, work is not to be undertaken until a sample has been analysed, an assessment carried out and appropriate control measures put in hand.  Any employee discovering material that is suspected of containing asbestos is to stop work immediately and inform the Contracts Engineer in charge of the job.  All employees involved in site work will be issued with a copy of pocket card issued by the HSE, INDG 188 "ASBESTOS ALERT", at induction

18.6
Noise at work is subject to the Control of Noise at Work Regulations 2005.  Noise assessments will be made as required by the Regulations when the noise action levels are likely to be reached.  As electrical contractors noise is not normally an issue when carrying out normal type of work. It is not considered that noise levels will exceed the first action level during a normal working day. When excessive noise levels are encountered they are usually either of short duration or client generated. We have never undertaken work that has necessitated detailed noise assessment. However our employees are issued with suitable hearing protection to BS EN 352-1and noise is considered when carrying out any risk assessment for work being undertaken. Instructions for safeguarding hearing will be given to employees as appropriate by the Foreman.

18.7
Hand arm vibration (HAV) is not normally a significant hazard in work undertaken by this company.  Hand held power tools are used for short duration during installation and maintenance work and only for a small proportion of working hours.  Hammer action drills are used, but for less than 30 minutes in any one-day.  It is considered that the action level is not likely to be approached during normal work activity.  A specific risk assessment will be carried out by the Health and Safety Co-ordinator should the occasion arise where there is a known or suspected hazard arising from using power tools. 

18.8
Mobile Scaffold Towers, are only to be erected, altered, or dismantled by competent persons and in accordance with the manufacturer’s instructions. The Foreman/Chargehand or Nominated Electrician must inspect all towers before first use to ensure that they are suitable for the work to be carried out. No mobile tower may be used unless it has been inspected on site within the previous seven days and a record made by the Foreman accordance with the Work at Height Regulations. Mobile towers are not to be used in the vicinity of overhead electric lines.

18.9
Ladders and Step Ladders will only be used as working platforms for work of short duration and low risk, or where there are existing site features that cannot be altered. Steps and ladders will be used in accordance with the guidance found in HSE Guidance HSG 150 – Health and Safety in Construction, and only after the risks and suitability for the operation have been assessed.

18.10
Live electrical work is only to be carried out in exceptional circumstances under the authorisation of the Health and Safety Co-ordinator. In his absence authorisation can only be given by one of the other Directors.  The circumstances for live work will be assessed using HSE Guidance - HS(G) 85 - Electricity at work- safe working practices. A written safe system of work will be produced before the work starts. All electrical systems must be proved dead before work starts. NO assumptions about the state of any system are to be made without positive verification - all circuits must therefore be assumed to be live unless it is established they are dead.

18.11
Mobile Elevating Working Platforms (MEWP’s) may only be operated by suitably trained and competent persons. Manufacturer’s instructions must always be followed. MEWP’s must have been subject to a thorough examination during the previous six months, and must be inspected at least every seven days while in use. Before use the ground upon which a MEWP is to operate must be checked for suitability. MEWP’s are not to be used in the vicinity of overhead electric lines.

18.12
Lone working will only be allowed after a risk assessment has been carried out to assess the nature of the work, the workplace and the specific risks to the lone worker. Where it is not possible for the work to be done safely by one person, arrangements will be made to provide back up and assistance. All employees who work alone will be given instruction and training on recognising the risks, the precautions to be taken and the procedure for requesting assistance. Lone working will not be allowed where there is any significant risk of exposure to live conductors.

18.13
Confined spaces such as ducts, manholes, sewers and deep excavations, are not to be entered until a risk assessment has been carried out and a safe system of work has been drawn up and brought to the attention of every person likely to enter.  The safe system must include details of necessary atmospheric monitoring and the provision of emergency evacuation apparatus. HSE Approved Code of Practice - “L101 Safe work in confined spaces” is to be used to assist in risk assessment and evolving safe systems of work.

18.14
Work at height and work on flat roofs will only be carried out where it is not reasonably practicable to carry out the work otherwise than at height.  Specific risk assessments will be carried out for all such work and will only be undertaken by competent people.  The work must be properly planned and supervised to ensure that it is carried out in a safe manner.  Work equipment enabling work at height to be carried out will always be selected on the basis that collective protection measures will be given priority over personal protection measures and account will be taken of any other relevant factors that may affect safety such as the location of the work, ease of access, consequences of a potential fall, the duration and frequency of use, emergency rescue/evacuation and any additional risks posed by the selection of a particular item of work equipment.  Edge protection will always be provided where practicable when there is a risk of personal injury as a result of falling. Where it is not reasonably practicable to provide edge protection, other collective protective measures such as soft landing systems will be used.  Finally, where these are not practicable personal fall arrest and or restraint equipment must be used. The advice of the Health and Safety Co-ordinator should be obtained before work starts if there is any doubt about the precautions required in particular circumstances. Roof work will be carried out in accordance with the guidance contained in HSG 33 – Health and Safety in Roofwork. 

18.15 Work in excavations will not be allowed without a specific risk assessment. This assessment will identify the requirements for the provision and use of suitable supporting equipment or other arrangements to prevent collapse or falls of materials. The provision of safe access will also be identified. The Foreman will inspect the excavation’s support system before the start of each day’s work. Excavations will also be inspected before entry on the first occasion, after substantial change or circumstances likely to affect the stability or supporting arrangements and at seven-day intervals thereafter. The results of the inspections will be recorded. Assessment, planning, work and inspection will be carried out in accordance with the recommendations of HSG 185 – health and safety in excavations. 

Work in unsupported excavations where there is a risk of injury as a result of collapse or materials falling will not be allowed.
18.16
Work in Hospitals is to be carried out in strict accordance with risk assessments, safety plans and hospital rules. Hospital rules relating to the use of mobile phones and other equipment will be observed at all times. Where our work can affect the functioning of the hospital, the client’s requirements are to be complied with, and their permit to work system will be followed. Priority must be given to hospital work, restrictions on access are to be respected, and a co-operative and polite attitude is to be maintained.
18.17
Work in schools is to be carried out in strict accordance with risk assessments, safety plans and school rules. No work is to commence until the liaison officer for the school has been contacted and the content and sequence of work has been agreed. Where work is other than of short duration, regular liaison meetings are to be programmed with the school liaison officer to co-ordinate the work. All work is to be carried out bearing in mind the additional risks, which exist by virtue of pupils’ immaturity and lack of understanding. In particular all work is to be carried out in a tidy and workmanlike manner and no incomplete work or any equipment is to be left unattended at any time. 
19.
Company vehicles.

19.1
The Company will maintain company vehicles at intervals recommended by the manufacturers. Drivers are responsible for reporting any defects that are hazardous to passengers or could render the vehicle un-roadworthy. It is the driver’s responsibility to ensure that loads are properly secured and the vehicle is not overloaded. Drivers of company vehicles are expected to drive in a safe and considerate manner. Drivers who fail to comply with the provisions of the Road Traffic Act will be subject to disciplinary action.

19.2
Under no circumstances must hand-held mobile telephones be used whilst driving a company vehicle.  All drivers must pull over to the side of the road and switch off the engine before either answering or making calls.  Hands-free kits may be used at the driver’s discretion but calls should be kept as short as possible and drivers should not allow themselves to be distracted.

20.
Environmental impact.

20.1
The Company recognises that its activities may have environmental implications, and therefore pursues a policy designed to minimise environmental damage. The Company's operations will be managed and organised so as to reduce so far as is reasonably practicable environmental damage caused by noise, dust and damage to groundwater and drainage systems. In pursuance of this policy, environmental considerations will be taken into account in tendering.

21.
Information for employees and others.

21.1
Other contractors and clients will be given a copy of this Policy Statement on request.

21.2
Employees will be asked to read this Policy Statement on joining the Company as part of their induction training. Their attention will also be drawn to the generic risk assessment system.

21.3
Employees will be advised by the Contracts Manager or Director  responsible for the work of risks drawn to the Company's attention by other employers sharing a particular workplace.

22.
CDM compliance and Design safety.

22.1
It will be our practice to co-operate fully with the Planning Supervisor and Principal Contractor when appropriate, and with other designers involved in projects to make the maximum contribution to design and general site safety.

22.2
The Contracts Manager responsible for the site, in liaison with the Directors, will take all reasonable steps to ensure the health and safety competence of all employees and subcontractors carrying out work for the Company.

22.3
Those preparing designs on our behalf will alert clients to the duties they may have under the Construction (Design and Management) Regulations 1994, and follow the designer's duties as defined within the Approved Code of Practice to the Regulations.

22.4
The guiding principles for all designs prepared by us will be to design to avoid risks to health and safety so far as is reasonably practicable, to reduce risks at source where avoidance is not possible, and to include relevant information with the design. Only persons competent to produce designs will be permitted to do so.

22.5
Mr Bates  has the final responsibility for design safety matters and he is to ensure the competence of any external designer used and of any subcontractor to whom work is passed.

22.6
The Health and Safety Co-ordinator will ensure that when appointed Principal Contractor the Company complies with its duties under the Regulations.
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RESPONSIBILITIES
This Appendix to the Safety Policy details the responsibilities for safety at all levels of management and operatives. In all cases where responsibility is felt to be unclear, the advice of Mr S J  Bates, Mr E A Bates  or Mr K. Bloomfield should be obtained.

a)
Mr S J Bates, as the Director with responsibility for health and safety will:

i. initiate, administer and interpret the effective implementation of the Company Health and Safety Policy. 

ii. arrange for funds and facilities to meet the requirements of the Policy. 

iii. have an understanding of the application of the Health and Safety at Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999 and other legislation relevant to the Company's operations, and a general knowledge of the Electricity at Work Regulations 1989, the Construction (Design and Management) Regulations 1994, the Construction Regulations, and relevant Regulations and Codes of Practice. 

iv. be aware of changes in legislation which affect the Company. 

v. promote the safe conduct of work generally, and review the performance of the Company in relation to its health and safety objectives and safety policy arrangements annually. 

vi. ensure that the Company safety policy and all generic risk assessments including COSHH assessments are reviewed at annual intervals, or following receipt of information indicating that a review may be needed after a shorter period. 

vii. take responsibility for the design function within the Company as it relates to health and safety issues and compliance with the Construction (Design and Management) Regulations 1994. 
viii. set a personal example, including the wearing or use of protective clothing or equipment as appropriate on site visits. 

b)
Mr E A  Bates  or Mr  K. Bloomfield  as the Health and Safety Co-ordinator’s will:

i. have an understanding of the application of the Health and Safety at Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999 and other legislation relevant to the Company's operations, and a general knowledge of the Electricity at Work Regulations 1989, the Construction (Design and Management) Regulations 1994, the Construction Regulations, and other relevant Regulations and Codes of Practice. 
ii. be aware of changes in legislation which affect the Company. 

iii. co-ordinate health and safety information and disseminate such information throughout the Company, in his position as appointed competent person under the Management of Health and Safety at Work Regulations 1999. 

iv. respond to suggestions or comments on ways in which Company health and safety performance can be improved. 

v. review training needs at all levels within the Company at regular intervals and ensure records of health and safety training are maintained 

vi. ensure employees, contractors and sub-contractors are competent and carry out formal vetting where necessary. 

vii. specifically authorise any live electrical working which may prove necessary, ensuring that a method statement has been completed and that any permit requirements are known and complied with. 

viii. ensure that new employees and apprentices are provided with suitable induction training covering the company’s health and safety policy and procedures. 

ix. carry out induction training for young persons and ensure adequate levels of supervision and training. 

x. hold all the company’s health and safety documentation including those concerned with accidents, dangerous occurrences and notifiable diseases and conditions. 

xi. be responsible for making direct telephone and written notifications as above, and retaining copies on file. 

xii. investigate serious accidents and dangerous occurrences. 

xiii. ensure that all users of products and articles supplied or hired for use at work shall be made aware of any relevant information and instructions which may be provided by a manufacturer or supplier. 

xiv. ensure that the company’s fixed electrical installations and wiring are inspected in accordance with the requirements of the Institute of Electrical Engineers Wiring Regulations, 16th Edition 

xv. ensure that all work equipment is properly maintained  and appropriate records kept. 

xvi. review the Company safety policy and all generic risk assessments including COSHH assessments at annual intervals, or following receipt of information indicating that a review may be needed after a shorter period.

xvii. be responsible for making risk assessments of work in the Office, including those for display screen equipment in the Office. 
xviii. carry out COSHH risk assessments as required by Regulations for products used by or generated as a result of Company work. 

xix. carry out fire risk assessments and ensure adequate fire and emergency precautions are in place at the company offices. 

xx. ensure that when appointed Principal Contractor the Company complies with its duties under the CDM Regulations. 

c)
The Directors and Contracts Managers, when responsible for contracts will:

i. have an understanding of the application of the Health and Safety at Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999 and other legislation relevant to the Company's operations, and a general knowledge of the Electricity at Work Regulations 1989, the Construction Regulations, the Construction (Design and Management) Regulations 1994, and other relevant Regulations and Codes of Practice. 
ii. attend site meetings where health and safety matters are discussed, and organise sites so that work is carried out to the required standard of health and safety with minimum risk to persons, equipment and materials. 

iii. determine at the project planning stage and establish at the commencement of work:

· the most appropriate order and method of working

· the provision of welfare and sanitation facilities

· hazards which might arise, and complete risk assessments as required

· allocation of responsibilities

· necessary fire precautions

· adequate first-aid facilities

iv. monitor health and safety standards on our sites to ensure compliance with the policy, current legislation and guidance.

v. ensure that when necessary sites are supplied with necessary first-aid equipment and facilities. 

vi. carry out generic risk assessments as required by Regulations for general and specific risks, also being available to give advice on precautions and control measures necessary in particular circumstances such as work at heights, work with asbestos-containing materials, and work in noisy areas.

vii. respond to suggestions or comments on ways in which Company health and safety performance can be improved. 

viii. carry out risk assessments as required by Regulations for manual handling operations to which Regulations apply

ix. carry out site induction training for new employees and apprentices, and those transferring from job to job or site to site, covering specific hazards and rules relating to the work to be done. 

x. arrange for the availability of necessary first-aid facilities, including making appropriate arrangements with the client or main contractor. 

xi. ensure that all work equipment hired or purchased is suitable for the purpose intended. 

xii. ensure that all users of plant and equipment are given sufficient training to operate such plant and equipment safely. 

xiii. carry out site specific risk assessments as required by Regulations for general and specific risks to which Regulations apply. 

xiv. identify and record assessments of manual handling operations that have a risk of injury to company employees. 

xv. identify personal protective equipment needs and ensure that suitable equipment is provided and used as required by risk assessments. 

xvi. carry out site specific COSHH risk assessments as required by Regulations for products used by or generated as a result of Company work. 

xvii. ensure that specific enquiries are made to the client at the pre-tender stage of the contract as to the presence of asbestos. 

xviii. issue instructions to employees in their charge concerning identified needs for personal protective equipment to be worn, and ensure that suitable equipment is provided and training given in use, maintenance and storage. 

xix. advise employees on site of any risks drawn to the Company's attention by other employers sharing a particular workplace, and distribute information contained in the site's safety plan where this is applicable under the Construction (Design and Management) Regulations 1994. 

xx. take steps to ensure the competence in health and safety of all employees and other persons or contractors to whom work is subcontracted. 

xxi. ensure that tenders are adequate to cover sound methods of working and the provision of the required welfare facilities.

xxii. set a personal example, including the wearing or use of protective clothing or equipment as appropriate on site visits. 

d)
The Administration Manager will
i. have an understanding of the application of the Health and Safety at Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999 and other legislation relevant to the Company's operations, and a general knowledge of the Electricity at Work Regulations 1989, the Construction Regulations, the Construction (Design and Management) Regulations 1994, and other relevant Regulations and Codes of Practice

ii. ensure that the Office and vehicles are supplied with necessary first-aid equipment and facilities. 

e)
The Foreman in charge of work on site will:
i. have an understanding of the application of the Health and Safety at Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999 and other legislation relevant to the Company's operations, and a general knowledge of the Electricity at Work Regulations 1989, the Construction Regulations, the Construction (Design and Management) Regulations 1994 and other relevant Regulations and Codes of Practice. 
ii. report all injury accidents or dangerous occurrences to the Health and Safety Co-ordinator. 

iii. carry out necessary statutory inspections of fixed or mobile scaffolding and record results where appropriate. 

iv. identify personal protective equipment needs and ensure that suitable equipment is provided and used as required by risk assessments.

v. ensure that suitable arrangements are provided for the storage of any PPE that may be necessary.  

vi. carry out site induction training for new employees and apprentices, and those transferring from job to job or site to site, covering specific hazards and rules relating to the work to be done. 

vii. issue instructions to employees in their charge concerning identified needs for personal protective equipment to be worn, and ensure that suitable equipment is provided and training given in use, maintenance and storage. 

viii. ensure that hazards from material stacking, positioning of plant and installation of electricity supply are eliminated. 

ix. plan and maintain tidy work areas. 

x. ensure that working methods established do not require or allow persons to take unnecessary risks. 
xi. ensure that only competent and, where necessary certificated, persons are employed. 
xii. ensure that all machinery and plant, including power and hand tools, is checked, that it is in good and safe condition, and that any defects are reported to the Plant Hire Company or owner. 
xiii. ensure that appropriate fire-fighting appliances are maintained on site as necessary. 
xiv. ensure that adequate first-aid facilities are available during working hours. 
xv. accompany Enforcement Officers on site visits. 

xvi. review work hazards and methods with new or transferred employees. 

xvii. reprimand any employee failing to exercise their safety responsibilities. 
xviii. set a personal example, including the wearing or use of protective clothing or equipment as appropriate on site. 
e)
Employees will:

i. use the correct tools and equipment for the job, including safety equipment and protective clothing as necessary.

ii. keep tools in good condition.

iii. report to the person in charge of the work any defects in plant or equipment of which they become aware.

iv. develop a personal concern for safety for themselves and for others, particularly newcomers and young people.

v. avoid improvising which entails unnecessary risks.

vi. refrain from horseplay and the abuse of welfare facilities.

vii. report incidents which have led or may lead to injury.

viii. suggest ways of eliminating hazards.

ix. co-operate in the investigation of any accidents.

x. comply with health and safety instructions, and with any health and safety rules imposed by the Client or Principal Contractor. 

xi. set a personal example.
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COMPANY SAFETY RULES

This Appendix to the Company Safety Policy is the Company Safety Rules as described in Section 10 of the Safety Policy.  Wilful disregard by any employee of any Company safety rules may be considered sufficient cause for immediate dismissal.

1. Personal protective equipment shall not be misused and shall be worn wherever necessary, as identified by risk assessments. The person in charge of the site will give instructions to operatives where this rule applies.

2. Safety helmets will be worn in accordance with the Construction (Head Protection) Regulations 1989 on sites or in work areas, which are designated as “hard hat” sites, or areas, or wherever else there are risks of head injury.

3. Safety boots or shoes must be worn at all times. No person may wear plimsolls, trainers or other soft-soled footwear, except within domestic premises.

4. Fire-fighting equipment is provided in all places of work.  All employees must be aware of the location of fire extinguishers and of their method of operation.

5. All access equipment including ladders and stepladders must be kept in good repair. Mobile towers must only be erected by those trained to do so, and in accordance with the maker or supplier's instructions.

6. All injuries, no matter how slight, must be reported immediately.

7. Untidy areas and methods of working create unacceptable risks and must be avoided at all times.

8. Anyone known to be under the influence of alcohol and/or drugs shall not be allowed on the job while in that condition.  Persons found to be displaying symptoms of alcohol or drug abuse will be dismissed immediately.

9. The Company will comply with the requirements of the Working Time Regulations 1998. No one shall knowingly be permitted or required to work while his or her ability or alertness is impaired by fatigue, illness, temperature or other cause that might expose the individual or others to injury. 

10. Horseplay, scuffling, and other acts which tend to endanger the safety or well being of employees are prohibited.

11. Portable tools must be kept and maintained in good condition for the tasks for which they will be used. Worn or broken tools must be replaced immediately, and it is the personal responsibility of each employee to ensure that this is done. The Company maintains records of the electrical testing of all portable electrical appliances.
12. Only persons who have been trained and appointed in writing by the Company may change abrasive wheels and cutting discs.
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OFFICE SAFETY RULES

This Appendix to the Company Safety Policy, which is a supplement to the Safety Rules set out in Section 10 of the main Safety Policy document, sets out the safety rules which must be observed by all employees working in our offices. These have been derived from our risk assessment.

1.
Furniture and equipment must be arranged so as to avoid injury from sharp corners.

2.
Upper drawers of filing cabinets must not be overloaded, causing them to become top-heavy.

3.
Only one drawer of a filing cabinet must be open at a time, so as to avoid a tipping hazard.

4.
Wall storage racks must be securely anchored to prevent their movement or tipping, and must not be overloaded.

5.
Access to high upper storage shelves must only be gained by using the steps or safe access provided.

6.
Cables from electric fires, telephones and leads to office electrical equipment are not to be laid across the floors so as to cause a tripping hazard.

7.
Floor coverings must be held down securely and kept flat and free from wear in places where a person could trip.

8.
At the end of each working day or shift, non-essential electrical appliances are to be switched off and their wall socket plugs removed.

9.
Any electrical faults must be reported to the Health and Safety Co-ordinator.

10.
Paper guillotines are not to be operated with their guards removed.

11.
Any simple adjustments to electrical equipment must be made with the power switched off.

12.
Electrical heaters or fires may only be used if properly guarded in accordance with British Standards.

13.
Only properly trained and authorised personnel are permitted to operate specialised machinery and equipment.

14.
Good housekeeping must be maintained by keeping floors and working areas tidy, ensuring that fire exits and passageways are not blocked, and taking care when using extension cables so that they do not cause an obstruction.

15.
Fire exits must be kept clear at all times.

16.
Fire extinguishers are to be kept readily accessible and where possible are to be positioned on wall brackets.  All employees must be aware of these locations, of the methods of operation of fire extinguishers, and of the fire drill procedure for evacuation. The Health and Safety Co-ordinator is responsible for ensuring all fire-fighting equipment is regularly serviced.

17.
Persons handling chemicals must be made aware of the hazards associated with the handling, storage and use of such chemicals, together with the precautions to be observed and the first-aid measures to be adopted.

COMMUNICATION, CONSULTATION AND CO-OPERATION

Correspondence/communication will be ongoing throughout the contracts and all further copies of letters issued will be included within the Construction Health and Safety File, which will be held at our offices and issued to the contract at completion stage.

DOCUMENTATION
During the course of the works, our site foreman will keep a site diary.  Any request for information will be issued to the relevant parties.  He will also keep a record on the drawings of cable routing and equipment locations.  At practical completion, a full set of operating and maintenance manuals, and record drawings will be issued.

PERSONNEL
All personnel employed on site will be inducted by the site supervisor.  All staff will be suitably trained and competent in carrying out the required works.

SUB-CONTRACTORS
Any sub-contractors will be required to adhere strictly to our health and safety procedures.  Their method statements and health and safety plans will be issued to the client prior to their commencement on site.

INFORMATION
Copies of all information issued by either the client or office, will be kept on site for the duration of the contract.  Any information required will be recorded on a request for information form, to be submitted to the contract supervisor.

COMMUNICATION
The Site Foreman will be in possession of a mobile telephone.

CONSULTATION
Regular site meetings will be held with the design team/client during the duration of the contract.  All meetings will be recorded on "minutes of the meeting" to be produced by the contract administrator.

COMPLAINTS
Complaints should be avoided.  However, if a complaint does occur, it should first be brought to the attention of our site foreman.  If this complaint cannot be dealt with by our site foreman, and for more serious complaints, these should be directed to our Contracts Engineer/Manager at our head office.

SITE WIDE ELEMENTS

When formulating safe systems of work for inclusion in the Construction Phase of the Health and Safety Plan, we have considered and taken into account the following observations/potential hazards relating to site wide elements.

Positions of Site Access and Egress Points
Vehicular access to the sites will be via existing or agreed arrangements

Location of Temporary Site Accommodation 
To be decided

Location of Unloading, Layout and Storage Areas
Unloading to be adjacent to Site Accommodation, if practical, or via agreed arrangements

Traffic/Pedestrian Routes
Safe access to and from the premises by the users is to be maintained at all times.

Security
There are no specific requirements for security and the need for security staff is not required.


THE DESIGN

Hazardous Operations or Work Sequences

Safety procedures relating to work stages and phasing.


Safety procedures with regards to works affecting the existing installation.


Removal and disposal of debris etc.


Transportation and storage of materials.


Delivery and storage of materials on site.


Working at height and inside lift shafts.

Maintenance of escape routes or designation of temporary route.

SUMMARY OF THE ASSESSMENT PROCESS







SITE EMERGENCY INFORMATION SHEET

(TO BE COMPLETED PRIOR TO WORKS COMMENCING ON SITE)
	DOI CONTRACT MANAGER
	

	DOI PERSON IN CHARGE ON SITE:
	

	DOI DEPUTY ON SITE:
	

	ADDRESS OF SITE:
	

	TELEPHONE NUMBER OF SITE:
	

	NEAREST ALTERNATIVE TELEPHONE:
	SITE OFFICE

	NOMINATED FIRST AIDER:
	

	SAFETY OFFICER (DOI):

SAFETY ADVISER (OTHER):
	

	ELECTRICITY BOARD (EMERGENCY):
	0800 365 9000

	GAS BOARD (EMERGENCY):
	NATIONAL NO:  0800 111 999

	WATER BOARD (EMERGENCY):
	0845 920 0800

	LOCAL POLICE:
	

	LOCAL HOSPITAL:
	

	MAIN ELECTRIC SWITCH LOCATION:
	

	WATER COCK LOCATION:
	

	MAIN GAS COCK LOCATION:
	

	FIRE POINT/S:
	AS DOI FIRE PLAN

	ASSEMBLY POINT/S:
	FRONT OF BUILDING 

	FURTHER INSTRUCTIONS:
	NONE






EMERGENCY SERVICES DIAL 999

HEALTH & SAFETY HOTLINE NUMBERS

The following telephone numbers are for your information and safety.

Do not hesitate to ring for help if you need it, or cannot consult the Safety  

Officer (Mr. E  Bates) at  DOI Head Office (Tel: 01992 788582).

ECA Hascom Adviceline:



Tel:  01489 797779



HSE Information Line:



Tel:   0845-345 0055

HSE London,





Tel:  020-7556 2100

Field Operations Division:



 Fax: 020-7556 2102

HSE Head Office:




Tel:   020-7717 6000










 Fax:  020-7717 6717

ACCIDENT INVESTIGATION, REPORTING AND RECORDING

As detailed in Company Health and Safety Policy.

The attached sheets give a guide to our procedures for the prevention of accidents on site, together with our procedure should an accident occur on site.

ACCIDENTS - PREVENTION
INTRODUCTION
Accidents are the direct results of unsafe activities and conditions, both of which are able to be controlled by management.  Management is responsible for the creation and maintenance of the working environment and tasks, into which workers must fit and inter-react.  Control of workers and their behaviour is more difficult.  They have to be given information and the knowledge that accidents are not inevitable, but are caused.  They need training to develop skills and recognise the need to comply with and develop safe systems of work, and to report and correct unsafe conditions and practices.  Their safety awareness and attitudes require constant improvement and the social environment of the workplace must be one that fosters good safety and health practices and conditions, not one that discourages them.

A primary requirement of management is to appreciate the need to concentrate on the nature of the accident phenomenon rather than its outcome, the injury or damage/loss.  Also, there is a need for awareness that the primary cause of an accident is not necessarily the most important feature; secondary causes, usually system failures, will persist unless action is taken.  A 'simple' fall from a ladder may be dismissed as 'carelessness' but this label may hide other significant factors, such as lack of training, maintenance, adequate job planning and instruction, and no safe system of work.

Three statements must be adopted by management in order to achieve success by planning rather than by chance:

· Accidents are caused

· Steps must be taken to prevent them and achieve the three objectives below

· Accidents will continue to happen if these steps are not taken

ACCIDENT PREVENTION OBJECTIVES
1.
MORAL objectives derive from the concept that a duty of reasonable care is owed to others.  Greater awareness of the quality of life at work has focussed popular attention on the ability of employers to handle a wide variety of issues, previously seen only as marginally relevant to the business enterprise.


Environmental affairs, pollution, product safety and other matters are now commonly discussed and there is a growing belief that it is simply morally unacceptable to put the safety and health of others inside or outside the workplace at risk, for profit or otherwise.  Physical pain and hardship resulting from death and disability is impossible to quantify.  Moral obligations are now more in the minds of employers than ever before.

A dimension of the moral objective is morale, which also interlinks with the following two objectives.  Worker morale is strengthened by active participation in accident prevention programmes and weakened following accidents.  Adverse publicity affects the fortunes of the organisation both internally in this way and externally, as public confidence may weaken local community ties, market position, market share and reputation generally.

2.
LEGAL objectives are given in statute law, which details steps to be taken and carried the threat of prosecution or other engorgement action as a consequence of failure to comply.  Civil law enables injured workers and others to gain compensation as a result of breach of statutory duties or because a reasonable standard of care was not provided under the circumstances.

3.
ECONOMIC objectives are to ensure the continuing financial health of a business and consequence of claims, so an increase in overheads is predictable following accidents.  Indirect costs include uninsured property damage, delays, overtime costs, management time spent on investigations and decreased output from the replacement(s).

BASIC CONCEPTS

An accident is an incident plus its consequences; the end product of a sequence of events or actions resulting in an undesired consequence (injury, property damage, interruption, delay).  The incident is that sequence of events or actions.  An incident does not necessarily have a definable start or finish.  An injury is thus a consequence of failure - but not the only possible one.  It has been estimated that hundreds of incidents occur in industry, but not every one causes injury or loss, but all have the potential to do so.  That is why it is important to look at all incidents as sources of information on what is going wrong.  Relying on injury records only allows a look at a minority of incidents that happen to result in a serious injury consequence.


An accident can be defined more fully as 'an undesired event, which results in physical harm and/or property damage, usually resulting from contact with a source of energy above the ability of the body or structure to withstand it.'  The idea of energy transfer as part of the definition of an accident is a relatively recent one, which helps our understanding of the accident process.


Hazard means the inherent property or ability of something to cause harm - the potential to interrupt or interfere with a process or person, which is, or may be casually related to an accident, by itself or with other variables.  Hazards may arise from interacting or influencing components, for example two chemicals interacting to produce a third.


Risk is the chance or probability of loss, an evaluation of the potential for failure.  It is easy to confuse the terms 'hazard' and 'risk' and many writers have done so.  The terms are often incorrectly used, sometimes interchanged.  A simple way to remember the difference is that 'hazard' describes potential for harm, risk is the likelihood that harm will result in the particular situation or circumstances.  Another way of defining risk is that it is the probability that a hazard will result in an accident with definable consequences.  In a wider sense, we can look at 'risk' as the product of the severity of the consequences of any failure and the likelihood of that failure occurring.  Thus, an event with a low probability of occurrence but a high severity can be compared against an event likely to happen relatively often but with a comparatively trivial consequence.  Comparisons between risks can be made using simple numerical formulae.

ACCIDENT CAUSES

Immediate or primary causes of accidents are often grouped into unsafe acts and unsafe conditions.  This is convenient, but can be misleading as accidents typically include both groups of causes at some stage in the chain of causation.


UNSAFE ACTS can include:

Working without authority


Failure to warn others of danger


Leaving equipment in a dangerous condition


Using equipment at the wrong speed


Disconnecting safety devices such as guards 


Using defective equipment


Using equipment the wrong way or for wrong tasks


Failure to use or wear personal protective equipment 


Bad loading of vehicles


Failure to lift loads correctly


Being in an unauthorised place


Unauthorised servicing and maintaining moving equipment


Horseplay


Smoking in areas where this is not allowed


Drinking alcohol or taking drugs


UNSAFE CONDITIONS can include:

Inadequate or missing guards to moving machine parts


Defective tools, equipment 


Inadequate fire warning systems


Fire hazards


Ineffective housekeeping


Hazardous atmospheric conditions


Excessive noise


Exposure to radiation


Inadequate illumination or ventilation


These are all deviations from required safe practice, but they must be seen as the symptoms of more basic underlying indirect or secondary causes which allow them to exist and persist.


INDIRECT CAUSES include:

Management system pressures


-  Financial restrictions


-  Lack of commitment


-  Lack of policy


-  Lack of standards


-  Lack of knowledge and information


-  Restricted training and selection for tasks


Social pressures


-  Group attitudes


-  Trade customs


-  Tradition


-  Society attitudes to risk taking


-  'Acceptable' behaviour in the workplace

PRINCIPLES OF ACCIDENT PREVENTION

In summary, these are: the systematic use of techniques to identify and remove hazards, the control of risks which remain, and the use of techniques to influence behaviour and encourage safe attitudes.  They are the primary responsibility of management.

ACCIDENT INVESTIGATION

Accident investigation is carried out to establish all of the relevant facts in order to prevent recurrence and to enable completion of RIDDOR reports.  It is not to establish blame.


It is also important that where a person makes a personal injury claim against the company, that we have as much information as possible to give our insurers to defend the action.


Who ?  full details of the injured and any equipment that may have been involved.


What ?  it is important to record what actually happened, not what people thought happened.  Very often people will say they witnessed an accident when they only heard the shout or results of the incident.


Why  ?  it is more difficult to establish why an incident occurs, sometimes it may never be established.  Events leading up to the incident are often very important; such as who gave instructions and what was said.


When  ?  the time of the day may be a critical factor, also the time in the terms of the sequence of events.


Where  ?  Photographs of drawings will save a lot of descriptive text and assist in getting an insight as to the location of various people and equipment.


What can be done to prevent recurrence  ?  This is probably the most important part of the investigation.  Sometimes, the investigation will enable firm conclusions to be made as to how the accident happened.  If this is the case, recommendations on what can be done to prevent similar incidents can be made.


ACCIDENT REPORTS

The report should be a factual account of the findings of the investigations based on the above areas of investigation.  It may include witness statements where it is necessary to back up the report content.  The conclusions from the investigation and recommendations and any actions to be taken should be included.

REPORT OF AN INJURY OR DANGEROUS OCCURRENCE - RIDDOR

NEW INFORMATION FROM THE HEALTH & SAFETY EXECUTIVE

Under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995) we are required by law to report the following:-

· A death or major injury

· An over-three-day injury (that is when an employee or self-employed person has an accident at work and is unable to work for over three days, but does not have a major injury)

· A work-related disease

· A dangerous occurrence (this is when something happens that does not result in a reportable injury, but which clearly could have done).

Should a reportable incident occur, you should immediately notify  DOI’S Safety Officer with the details of the incident, together with your relevant DOI Contract Manager.

A DOI Accident Report Form should also be completed and sent in to the Office as soon as possible.

The Health and Safety Executive (HSE), together with Local Authorities, have now set up a new RIDDOR Incident Contact Centre (ICC) which will simplify the reporting procedure.  

JUST ONE PHONE CALL IS ALL THAT IS NECESSARY

0845 300 9923 ( 8.30AM – 5.00PM)
The Safety Officer will make the call to the Riddor Incident Contact Centre and notify them directly of the details of the incident.  A report will then be sent to us for checking and to keep as a record of the incident.

This system relieves us of the time-consuming pressures of administration, while making sure that the incident is dealt with in a fast and efficient manner.

For all enquiries on workplace health and safety you can call the

HSE Information Services Info Line: 08701 545500
ACCIDENT REPORT FORM
	NAME OF PERSON INVOLVED:


	AGE:
	SEX:

	STATUS:
OPERATIVE  [    ]            APPRENTICE  [    ]



SELF-EMPLOYED  [    ]






OTHER (PLEASE SPECIFY)  [    ]


	JOB NAME:

	DATE OF ACCIDENT:

	TIME OF ACCIDENT:

	SITE ADDRESS:

	LOCATION OF ACCIDENT ON SITE:

	DESCRIPTION OF ACCIDENT:

	NAMES OF WITNESSES:
     (INCLUDE ADDRESSES AND TEL NOS. WHERE POSSIBLE)

	NATURE OF INJURY:

	DETAILS OF MEDICAL TREATMENT GIVEN AND ACTION TAKEN:

	NAME OF PERSON

MAKING THIS REPORT:
SIGNED:
	DATE:



ALL INJURIES, HOWEVER SLIGHT, SHOULD BE RECORDED IN THE OFFICE ACCIDENT BOOK

*** PLEASE RETURN COMPLETED FORM TO THE COMPANY SAFETY OFFICER AS QUICKLY AS POSSIBLE  ***

WELFARE
General welfare facilities will be made available to all DOI GROUP LIMITED employees.

GENERIC/SPECIFIC RISK ASSESSMENTS
Please see attached Generic/Specific Risk Assessments which form part of our Health and Safety file.

If for any reason they need to be completed due to our site personnel becoming indirectly involved with the risk, then they are to be completed by our site foreman and faxed to the office for the attention of the Contract Manager.

These are then placed within the Construction Health and Safety File, therefore, updating the file as the project progresses.

GENERIC/SPECIFIC RISK ASSESSMENTS FOR CONTRACTORS
	
EC1
	Working at height
	

	
EC2
	Use of access scaffolding
	

	
EC3
	Use of mobile scaffold towers
	

	
EC4
	Use of ladders
	

	
EC5
	Use of step ladders
	

	
EC6
	Use of trestles
	

	
EC7
	Use of mobile elevating working platforms
	

	
EC8
	Storage of materials on site
	

	
EC10
	Storage and use of highly flammable liquids
	

	
EC11
	Slinging of Loads
	

	
EC12
	Use of lifting equipment
	

	
EC13
	Lifting operations using mobile crane
	

	
EC14
	Use of materials hoist
	

	
EC15
	Use of disc cutters and abrasive wheels
	

	
EC16
	Use of cartridge operated fixing tools
	

	
EC17
	Use of portable pipe threading machines
	

	
EC18
	Use of hand tools
	

	
EC19
	Use of compressors and pneumatic power tools
	

	
EC20
	Use of vertical drilling machines
	

	
EC22
	Use of portable electrical equipment
	

	
EC23
	Installation and use of temporary electrical supplies
	

	
EC24
	Installation of cable trunking and trays
	

	
EC25
	Chasing out for cable runs
	

	
EC26
	Electrical work - up to 415 volts
	

	
EC27
	Installing/replacing luminaires
	

	
EC28
	Cable pulling
	

	
EC29
	Electrical testing and commissioning
	

	
EC30
	Charging/servicing electrical batteries
	

	
EC31
	Work on equipment containing PCBs
	

	
EC32
	Disposal of fluorescent luminaires
	

	
EC33
	Disposal of waste materials
	

	
EC34
	Work in confined spaces
	

	
EC35
	Work near or under overhead power lines
	

	
EC36
	Work in the vicinity of underground services
	

	
EC37
	Work with lead or lead compounds
	

	
EC38
	Work involving asbestos containing materials
	

	
EC39
	Working alone
	

	
EC40
	Work in occupied premises
	

	
EC42
	Work in and with excavations
	

	
EC46
	Setting up site facilities: offices, welfare & storage
	

	
EC47
	Fire on site
	

	
EC48
	Work in electrical workshops
	

	
EC51
	Erection/use of false work
	

	
EC52
	Work on or near water
	

	
EC58
	Fan coil installation
	

	
EC62
	Dismantling/installing ductwork
	

	
EC65
	Use of skips
	

	
EC66
	Work with non-asbestos insulation materials
	

	
EC69
	Road transport on site
	

	
EC71
	Minor demolition and breaking out of surfaces
	

	
EC83
	Clearing of sites
	

	
EC84
	Cleaning of premises
	

	
EC85
	Employment of young persons
	


MANUAL HANDLING RISK ASSESSMENTS FOR CONTRACTORS

	ECMH1
	Movement of Materials of Regular Shape/Size
	

	ECMH2
	Movement of Materials of Irregular Size/Shape
	

	ECMH3
	Movement of Materials: Boards & Sheets
	

	ECMH4
	Movement of Boxed Materials
	

	ECMH5
	Movement of Materials: Pipes & Rolls
	

	ECMH6
	Movement of Materials: Bags or Sacks
	

	ECMH7
	Pulling of New Runs of Electric Cables
	

	ECMH8
	Movement of Materials of Excessive Length
	

	ECMH9
	Erection of Ladders
	

	ECMH10
	Positioning/Levelling of Site Offices, Portakabins & Cabins
	

	ECMH11
	Removing/Placing Waste, including Intentional Dropping of Loads
	

	ECMH12
	Moving Office Equipment & Stores
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SAMPLE   DOI GROUP LTD  -  RISK ASSESSMENT REPORT

	PROJECT NAME:







	INSTALLATION:
 
	PAGE:  1 OF 3


	PROJECT NO:







	PERSON MAKING



ASSESSMENT:
 
	

	DATE OF 

ASSESSMENT:


	ASSESSMENT


COPIED TO:


	

	HAZARD

IDENTIFIED
	PERSONS

CONSIDERED

TO BE AT RISK
	SEVERITY

SCORING
	PROBABILITY

SCORING
	RISK

ACCEPTABLE OR

NOT ACCEPTABLE
	ACTION

REQUIRED

	Working on existing installation without

full record information – possibility of

shock

Risk of fire form naked flame tools

Sharp objects, cutting, installation

materials, machine tools - lacerations


	
C

          E,C,P,V


C

	        4


        5

         2
	
3


3


4
	
Not


Not


Not
	Contractor to trace all existing circuits prior to

carrying out work

No naked flame tools allowable.

Use protective gloves, clothing, machine use

recommendations etc.


Key to persons at risk:
E = Employee
YP = Young Person

C = Contractor 
P = Public
V = Visitor
SAMPLE    DOI GROUP  LTD  -  RISK ASSESSMENT REPORT

	PROJECT NAME:








	INSTALLATION:

	PAGE:  2 OF 3


	PROJECT NO:







	PERSON MAKING


ASSESSMENT:

	

	DATE OF 

ASSESSMENT:


	ASSESSMENT



COPIED TO:


	

	HAZARD

IDENTIFIED
	PERSONS

CONSIDERED

TO BE AT RISK
	SEVERITY

SCORING
	PROBABILITY

SCORING
	RISK

ACCEPTABLE OR

NOT ACCEPTABLE
	ACTION

REQUIRED

	Inhalation of fibrous substances during

strip-out or new installation

Working on existing installation without

full record information – possibility of

electrical fire

Maintenance of services – risks as above

during future maintenance


	           C

     E,C,P,V

     E.C.P.V.           
	        2

        5

         5
	
3


2


3
	
Not


Not


Not
	Use protective masks, clothing etc.

Contractor to trace all existing circuits prior to

carrying out work

Provide O&M Manuals and Record Drawings


Key to persons at risk:
E = Employee
YP = Young Person

C = Contractor 
P = Public
V = Visitor

Sample   DOI GROUP LTD  -  RISK ASSESSMENT REPORT

	PROJECT NAME:








	INSTALLATION:
 
	PAGE:  3 OF 3


	PROJECT NO:







	PERSON MAKING 


ASSESSMENT:

	

	DATE OF 

ASSESSMENT:


	ASSESSMENT


COPIED TO:
            

	

	HAZARD

IDENTIFIED
	PERSONS

CONSIDERED

TO BE AT RISK
	SEVERITY

SCORING
	PROBABILITY

SCORING
	RISK

ACCEPTABLE OR

NOT ACCEPTABLE
	ACTION

REQUIRED

	Obstruction of escape routes

Inadvertent shut-down of power and

Lighting, risk of injury from tripping,

falling, collision etc


	      E,C,P,V

      E,C,P,V



	        5


        3

        
	
2


2



	
Not


Not




	Contractor to keep all escape routes clear during

works and in between shifts

Contractor to confirm accuracy of records 

documents prior to sustained shutdowns being

carried out




Key to persons at risk:
E = Employee
YP = Young Person

C = Contractor 
P = Public
V = Visitor

DOI GROUP LTD

     RISK ASSESSMENT:  CRITERIA FOR ESTABLISHING SEVERITY, PROBABILITY AND ACCEPTABILITY OF RISK

     RISK ASSESSMENT CRITERIA






PROBABILITY SCORING

    JOB NAME:  


                                                                       JOB NO   



SEVERITY SCORING
 PROBABILITY SCORING
     SEVERITY


PROBABILITY SCORING

RATING





















1
     2
        3
             4
         5
     6

    1. Negligible injuries

1.  A highly improbable






     occurrence











  1

 1
     2
        3
             4
         5
     6


    2.  Minor injuries


2.  A remotely possible but






     known occurrence












  2

  2
     4
        6
             8
       10
   12

    3.  Severe injuries

3.  An occasional






     occurrence











  3

 3
     6
        9
           12
       15
   18 


    4.  Single fatality


4.  A fairly frequent






     occurrence



  4

 4
     8
      12 
16
       20
   24













    5.  Multiple fatality on site
5.  A frequent/regular


  5

 5
   10
      15 
20
       25
   30

 




     occurrence

    6.  Multiple fatality including
6.  Almost a certainty

            6

 6
   12
      18 
24
       30
   36

         fatalities off site

Note:
If the probability scoring falls below the line then specific preventative, precautionary or control measures are required
COMPANY INFORMATION
1. CIS Certificate

2. Insurance Policy – This can be issued Site Specific

3. Waste Disposal Certificate

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS 1988

The Control of Substances Hazardous to Health Regulations 1988 (COSHH) came into force on 1 October 1988 and require employers not to carry out any work liable to expose employees to substances hazardous to health unless a suitable and sufficient assessment of risks created by that work, and of the steps needed to comply with the Regulations in respect of it, has been made. The Regulations have been amended by the COSHH (Amendment) Regulations 1990, 1991 and 1992.

The Regulations lay down the essential requirements and a sensible step by step approach for the control of hazardous substances and for protecting people exposed to them.

The COSHH Regulations cover all substances hazardous to health, with the exception of asbestos, lead, materials producing ionising radiations and substances below ground in mines, which have legislation relating directly to them.

Hazards to health include substances labelled as dangerous, i.e. very toxic, toxic, corrosive, irritant or harmful.

Also included are harmful micro-organisms, dust in substantial quantities, materials, mixtures, compounds used at work, or arising from work activities, which can harm health.

The step by step guide to COSHH assessment which is available from HMSO, recommends the following approach:

Assess whether hazardous substances are likely to be present in a given workplace.   If so:

*
Gather information about the substances, the work and working practices in that workplace

*
Evaluate the risks to health in that workplace

*
Decide what needs to be done in that workplace

-
Controlling or preventing exposure

-
Maintaining and using controls

-
Monitoring exposure

-
Health Surveillance

· Information, instruction and training

*
Record the assessment for that workplace

*
Review the assessment for the workplace when necessary

The Association publishes a COSHH Manual containing 200 completed assessment sheets, which will assist in the compilation of assessments for a given workplace.  This manual is available from the Administration Department at Esca House at £55 including postage and packing.

The following guidance is available from HMSO:

*
Approved Code of Practice for COSHH

*
Step by Step  Guide to COSHH Assessment

*
COSHH and peripatetic workers

The following free leaflets are available from HSE:

*
COSHH – a brief guide for employers

*
Respiratory sensitisers

*
COSHH and section 6 of the HSAWA

General Requirements

A written assessment of the risks from hazardous substances must be prepared.  Before work starts on site, information should be obtained on any material substance or process used or which is likely to be encountered which may be a hazard to the health of personnel, and a written assessment made of any risks involved in handling, using, etc. the substance.  Appropriate control measures should be planned and the relevant information, instruction and training given to employees.

Wherever possible, arrangements should be made for alternative, less hazardous substances to be specified.

The necessary equipment hygiene measures, protective clothing, etc. should be provided and maintained, not only for the protection of other workers but also the general public.

Any necessary equipment, enclosures, extraction equipment, hygiene facilities, monitoring, medical examinations, protective clothing etc. must be planned before work commences.  Any air sampling, medicals, testing etc. should be carried out as required and records kept on site during the operations.

Health Hazards

Skin contact (including eyes): corrosive, skin absorption, dermatitis etc. (eg cement, acids, resins etc.)

Inhalation:  gases, fumes, dusts, vapours

Ingestion: swallowing

General Precautions

Contact with skin and eyes should be avoided by wearing protective equipment and clothing.  Good industrial hygiene practice should be observed at all times.

Do not use substances in areas where food is prepared or consumed.  Smoking should also be prohibited.

Inhalation of chemical vapours or dust should be avoided by having adequate ventilation and by using suitable respiratory protection.  Dust may cause a problem 

if it reaches a certain level even if the substance is not inherently hazardous.

Hygiene facilities must be available and the necessary cleansers and barrier creams provided.

Correct storage should be provided.

Spillages should be cleared immediately and disposed of properly, as should waste and used containers.

Materials should be handled only by those authorised to do so, and the correct handling equipment used.

Date sheets, container labels, detailed health and safety information should be read before using any products.

It should be noted that substances which are safe in normal use or handling, can produce a hazardous situation when some work is carried out on them e.g. welding operations, hot cutting, fusion welding of plastics/rubber, cutting operations etc.

Sample

CONSTRUCTION MATERIALS & COSHH

Construction Materials





Risk Assessment

	
	Very 

Low
	Low
	Medium
	High
	Action

	20mm Galvanised Conduit
	3
	
	
	
	No Action

	Galvafroid Thinners and Paint
	
	
	3
	
	COSHH

Register

	Trunking PVC
	
	3
	
	
	R/A

Form

	Accessories to Trunking
	
	3
	
	
	R/A

Form

	Cable
	3
	
	
	
	No

Action

	MCB's
	3
	
	
	
	No

Action

	Distribution Boards
	3
	
	
	
	No

Action

	New Luminaires
	3
	
	
	
	No

Action

	Wiring Accessories
	3
	
	
	
	No

Action

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


SAMPLE
COSHH - HAZARD IDENTIFICATION SHEET
SITE:







       SHEET 1

COMPLETED BY:
                        

                 DATE:  February 2007
Listed below all substances used on site which require a risk assessment under the COSHH regulations.

(The COSHH Manual list of hazardous substances may be referred to for guidance but please note that the list may not be exhaustive).

	SUBSTANCE/TRADE NAME
	SUPPLIER

	
	


***
A copy of this list must be returned immediately to the Company Safety Officer and the necessary Risk Assessments carried out

SAMPLE

COSHH HAZARD SHEET

	
SUBSTANCE/TRADE NAME:








  FLAMMABLE
SUPPLIES:






	TOXIC INGREDIENTS
	MEL
	OES
	OTHER HAZARDS

	Aromatic Hydrocarbon

solvents

	
	100ppm

8hr TWA
	

	DESCRIPTION OF SUBSTANCES:

Liquid



	HAZARDS:

Harmful by inhalation, ingestion and skin contact.  Irritant to eyes.  


Solvents may defeat skin and may cause dermatitis



	FIRST AID:

Eyes:


Irrigate with copious amounts of clean water for 





15 minutes.  If irritation persists, seek medical advice


Skin:


Wash with warm water and suitable hand cleanser


Inhalation:

Remove to fresh air.  Seek medical advice


Ingestion:

Do not induce vomiting.  Drink plenty of water.





See medical advice



	STORAGE PROCEDURES:

Store in cool, dry, well ventilated place


Store away from heat and ignition sources




SAMPLE

COSHH RISK ASSESSMENT
	SUBSTANCE/TRADE NAME:





	DESCRIPTION OF USE:

1-2 operatives use the thinners to dilute paint and use the material in outdoor


areas or in rooms where doors and windows are open providing adequate 


ventilation.  Operatives to wear impervious PVC/rubber gloves and use the 


thinners in small quantities on an intermittent basis


	QUANTITIES USED:


	ASSESSMENT OF RISK:

The risk to health is not significant when thinners are used in well ventilated 
areas and with operatives wearing impervious PVC/rubber gloves



	RECOMMENDED CONTROL MEASURES:

Use only in adequately ventilated areas supplied with sufficient natural or


forced ventilation


Wear PVC/rubber gloves that comply with BSEN 374: PES 1-3:1994


Operatives must employ strict personal hygiene procedure and adequate


washing facilities must be available and accessible for use



	SPILLAGE PROCEDURES

Absorb with dry sand or suitable inert absorbent material.




This risk assessment applies only to this product and to the uses described above.  If other products are used or the use of this product changes, a new assessment must be made.

Sample

ELECTRICAL CONTRACTORS ASSOCIATION
COSHH HAZARD SHEET

	
SUBSTANCE/TRADE NAME:




SUPPLIES:








INTERNAL REFERENCE CODE:  



 
                                                                                                FLAMMABLE

	TOXIC INGREDIENTS
	MEL
	OES
	OTHER HAZARDS

	Dichloromethane


	100ppm

350mg/m3
8hr TWA

300ppm

1050mg/m3
STEL(15 min ref)
	
	

	DESCRIPTION OF SUBSTANCES:

Liquid Paste

	HAZARDS:

Harmful by inhalation.  Irritant to eyes and skin



	FIRST AID:

Eyes:


Irrigate with copious amounts of clean water for 





15 minutes.  If irritation persists, seek medical advice


Skin:


Wash with warm water and suitable hand cleanser


Inhalation:

Remove to fresh air.  Seek medical advice


Ingestion:

Do not induce vomiting.  Drink plenty of water.





See medical advice



	STORAGE PROCEDURES:

Store in cool, dry, well ventilated place


Store away from heat and ignition sources


SAMPLE

COSHH RISK ASSESSMENT

	SUBSTANCE/TRADE NAME:


REFERENCE CODE:



	DESCRIPTION OF USE:

One operative uses the adhesive in rooms with doors and windows open


providing adequate ventilation, and by wearing impervious PVC/rubber


gloves.  Small amounts of adhesive are used on an intermittent basis

	QUANTITIES USED:

250 ml per week



	ASSESSMENT OF RISK:

The risk to health is not significant when impervious PVC/rubber gloves are


worn in well ventilated areas



	RECOMMENDED CONTROL MEASURES:

Use only in adequately ventilated areas supplied with sufficient natural or


forced ventilation


Wear PVC/rubber gloves that comply with BS 1651:1988

Wear suitable respiratory protective equipment that conforms to HSE approved standards for protection against organic gases/vapours e.g.


3M (UK) Plc Type 8712 Organic Vapour Respirator, when operating in


poorly ventilated areas.  Respirators must comply with BS 4275:1974


Operatives must employ strict personal hygiene procedure and adequate


washing facilities must be available and accessible for use

	SPILLAGE PROCEDURES

Absorb with dry sand or suitable inert absorbent material




This risk assessment applies only to this product and to the uses described above.  If other products are used or the use of this product changes, a new assessment must be made.

METHOD STATEMENT
The labour force assigned to the contract will be fully skilled/trained electrical installation engineers or apprentices at various stages of training.

All operatives shall be to the Construction Industry recognised approved standards.  Their knowledge and experience is gained from a continued reassessment of their training needs and years of experience in the field of electrical installation work.

All operatives are issued with the Company’s Health and Safety Policy.  A signed confirmation of receipt and understanding by the operatives is held on record at our head office.

To provide all necessary plant, labour and materials to enable the safe execution of the works as detailed within the specification, drawings and pre-tender Health and Safety Plan.  To give notice to and agree a programme with the client and main contractor.

To provide suitable protection for the workmen and the general public during the works.

To maintain site records of personnel carrying out operations on a day-to-day basis and to ensure they are in accordance with the following:-


a)
16th Edition IEE wiring regulations


b)
Health and safety at work act 1974


c)
Electricity at work act 1989


d)
Management of health and safety at work



regulations 1999


e)
Construction (design and management)



regulation 1994


f)
HSE Publications including both guidance 



and legal documents inclusive of:-



EH10 Asbestos - exposure limits and measurements



of concentrations











Cont/d.................

METHOD STATEMENT  /continued 


EH22 Ventilation of the workplace.



GS27 Protection against electrical shock.



GS31 safe use of ladders, stepladders and



Trestles.



GS42 Tower scaffolds.



PM53 Emergency private generation electrical



Safety.



HS (G) 56 noise at work, noise assessment,



information and control.



HS (G) 85 Electricity at work, safe working



Practices.



L21 Management of health and safety at work



Regulations.



L25 Personnel protective equipment at work



Regulations.

ACCIDENT INVESTIGATION, REPORTING AND RECORDING

As detailed in Company Health and Safety Policy.

The health and safety plan, once it has been formulated, shall be circulated for their full information.  The on-site supervising officer acting on behalf of the contractor shall implement the plan, resource and maintain the site accordingly.

SITE SPECIFIC

METHOD STATEMENTS

TO BE FILED HERE

SAMPLE RISK ASSESSMENT

The potential risks and hazards foreseen within the contract are:-


Potential Hazard
    
      Possibility

Severity
1.
Fall of person from height

Low


Serious

2.
Fall of materials from height
Low


Serious

3.
Tripping (fall of person at


working level)


Medium

Moderate

4.
Striking by moving objects

Low


Serious

5.
Electricity



Medium

Serious

6.
Fire




Low


Serious

7.
Hazardous substances

Low


Minor

8.
Noise and vibration


Low


Minor

9.
Manual handling


Low


Moderate

10.
Work in lift shafts


Low


Serious

HAZARDOUS MATERIALS
The known hazardous materials specified for use or known to be present on site are:-




1.
Fluorescent Lamps




2.
Asbestos

SITE RULES

In addition to the procedures otherwise highlighted in this Health and Safety Plan, the following site rules are to be adhered to by DOI GROUP LIMITED staff and all other contractors/visitors on the project.

The site operates a  Non Smoking Policy.

The playing of radios or any other audio equipment is strictly prohibited.

All toilet facilities used by the Contractor are to be regularly cleaned and tidied.

All site visitors  must sign a register after having read and understood the site safety rules, as prepared and directed by the Principal Contractor before entering the site.

All site personnel and operatives must undergo site safety initiation and induction prior to commencing their elements of work on site.  The nature and form of induction is to be undertaken by the Principal Contractor.

All necessary measures must be taken to ensure that all access ways and public areas (pavements and roads) are kept clear and free from any obstruction of hazard at all times.

All materials and plant must be cleared away and safely stored at the end of each shift.

The site is to be kept fully secure from unauthorised entry at all times.

Necessary signage identifying danger is provided to cordon off areas of work.

The burning of rubbish on site will not be permitted.

No naked flame tools permitted.
All site personnel must wear ID badges at all times.

A copy of the notice to the HSE (form F10) must be displayed on site in a readable condition and in a position easily accessible by all operatives on site.

Any anti-social behaviour by tenants/residents to be reported immediately  to Site Supervisor.

Any evidence of possible drug or substance abuse,  to be reported immediately to Site Supervisor.

The use of personal protective equipment must be adhered to at all times.

SECURITY PLAN
At all times when the site compound is not occupied, it will be locked in order that no unauthorised personnel can gain access to the same.

The waste skips, if required for the project, are again of a metal structure that is lockable and is inaccessible to unauthorised personnel.  At the end of each working day, the site will be locked.

In the interest of safety, all DOI GROUP LIMITED employees are issued with photographic identification badges clearly stating their name and the DOI GROUP LIMITED company logo which they will wear at all times and show in more detail to anyone requiring further information.

If for any reason they wish to confirm anything, then they may do so by telephoning our main office on 01992 788582 where a member of staff can verify the authenticity of the employee in question.

MONITORING ARRANGEMENTS
All works on site are monitored daily by the use of an on site diary together with the attached documents which are returned to the office on a weekly basis.

A copy is kept on site and can be inspected at our site office on any given working day.

The following documents also contribute to our site working control diary, which again can be inspected by any contract personnel on request.

SITE


MONITORING DOCUMENTS

1)
Accident Report Form


2)
Tool Box Talk Form


3)
Daily Record Sheet


4)
Plant Sheet


5)
Operative Time Sheet


6)
Permit to Work Sheet


7)
Request for Information Sheet


8)
Drawing Register Issue Sheet


9)
Confirmation of Verbal Instruction


10)
Day-work Sheet

ACCIDENT REPORT FORM
	NAME OF PERSON INVOLVED:


	AGE:
	SEX:

	STATUS:
OPERATIVE  [    ]            APPRENTICE  [    ]



SELF-EMPLOYED  [    ]






OTHER (PLEASE SPECIFY)  [    ]


	JOB NAME:

	DATE OF ACCIDENT:

	TIME OF ACCIDENT:

	SITE ADDRESS:

	LOCATION OF ACCIDENT ON SITE:

	DESCRIPTION OF ACCIDENT:

	NAMES OF WITNESSES:
     (INCLUDE ADDRESSES AND TEL NOS. WHERE POSSIBLE)

	NATURE OF INJURY:

	DETAILS OF MEDICAL TREATMENT GIVEN AND ACTION TAKEN:

	NAME OF PERSON

MAKING THIS REPORT:
SIGNED:
	DATE:



ALL INJURIES, HOWEVER SLIGHT, SHOULD BE RECORDED IN THE OFFICE ACCIDENT BOOK

*** PLEASE RETURN COMPLETED FORM TO THE COMPANY SAFETY OFFICER AS QUICKLY AS POSSIBLE  ***

	TOOL BOX TALK FORM



	SITE LOCATION:


	GIVEN BY:


	SUBJECT

	


	PURPOSE OF TALK

	


	ATTENDED BY  (ALL ATTENDEES TO SIGN)

	NAME
	SIGNATURE
	DATE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PLEASE ENSURE ALL OPERATIVES RECEIVE A TOOL BOX TALK WHEN JOINING SITE.
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REVIEW OF SAFETY PLAN
Once formulated, the Health and Safety Plan shall be circulated for the full information of all concerned.  It upgraded on site as necessary on a daily basis and in the office on a weekly basis.  

The on-site supervising officer acting on behalf of the contractor shall implement the Plan, resource and maintain the site accordingly. This then helps us to produce our final submittal for the Construction Phase Health and Safety Plan in quick time at the completion stage of the project.

PROCEDURES & ADMINISTRATION DURING THE CONTRACT (FOR INFORMATION)

LIAISON

Site Meetings

A mixed blessing to any contractor are the site meetings held either with the whole of the building team or just between the contractor and his sub-contractors.

Meetings of the whole building team themselves have both advantages and disadvantages.  The electrical contractor does have the opportunity to hear what is being said about him and has a chance to put forward points himself.  On the other hand, because of  the numbers of people present they can last for a long time and much of what is being discussed may not be of relevance to the electrical contractor.

Meetings between the contractor and the sub-contractors do tend to be of greater relevance and shorter duration.

As mentioned in an earlier paper, do remember that site meetings present the sub-contractor with a chance to present his company in a good light.  This can only be so, however, if the person representing the company is of the right calibre, presents himself well and has prepared all the necessary information for the meeting.

Site meetings offer the opportunity to raise matters of progress, hindrance, site safety and site organisation generally as well as matters of technical import.

Agenda and Minutes

It will  invariably  be someone other than the electrical contractor who will prepare both the agenda and record what transpires in the minutes.  Do check the minutes carefully to ensure that what has been recorded accurately reflects what was said.  It has been known for unscrupulous contractors, when they are writing the minutes, to twist what was said to read as what they would have liked to have been said.

Site meeting minutes form a record which will be referred to in the event of a contractual dispute as being something agreed by all the parties present.

It is good practice to ask for the inclusion in the minutes requests for information or drawings, notes commenting on access to particular areas of the building, requests for the clearance of areas to allow electricians to work, and like items.

Certainly, comments from the architect or consulting engineer to the effect that the electrical contractor is on programme or that he is keeping up with the contractor’s progress should be recorded.  You can be assured that any delay on the part of the electrical contractor will definitely be recorded.

When pressed at meetings to forecast progress or completion, do not make promises that cannot be honoured.

It may cause embarrassment to point the finger at delays by others but do not avoid bringing these up if they are relevant;  others will do it to you!

Ensure that your comments on delays by others are recorded in the minutes.  At the end of the job you may pay the penalty for not having the matter recorded at the time by being yourself accused of causing those delays.

Progress and Delays
To look at this question in more depth, some notes, which it is hoped are not too unrealistic, are given below.

Site Diaries
What cannot be emphasised too strongly is that the people who have the fullest knowledge concerning progress and delays are the staff on site.  Consequently, the foreman should keep a daily record of such matters in an approved form and this should be relayed to the office weekly.

Sub-contract
Before the sub-contract was signed, dates will have been agreed for the  commencement and completion of the sub-contract work.  These dates will have been written into the sub-contract documents.



BEWARE!  Failure to ensure that the relevant dates are inserted into the sub-contract documents is another recipe for disaster.

Programme
Before the sub-contract work started on site a programme should have been agreed with the contractor – if this was not also agreed with the contractor and written into the sub-contract.


The programme will show, in some detail, when the electrical work is to be carried out and will have highlighted certain key events which are critical to the achievement of the progress shown on the programme (roof watertight, etc.) and to the progress of other trades (ceiling wiring complete, etc.).


It is essential that progress is monitored against the agreed programme and recorded on a copy.


Wherever possible the contractor’s written agreement should be obtained to the details so recorded or, at the least, the sub-contractor should write to confirm them.

BEWARE!
Do not enter into contracts or sub-contracts which require you to work “to suit site progress” or similar; this could cost you dearly.

Notices
Any evident slippage in programme caused by delays to the electrical work should be the subject of the appropriate notices.  Again, it is worth repeating that you should BEWARE that the giving of notices is a requirement under standard sub-contracts and must be done if you are to have any hope of receiving extensions to the period for completion or reimbursement of loss and expense.

Acceleration
If the programme is slipping and the fault is that of the electrical sub-contractor, urgent consideration should be given to accelerating the carrying out of the works.  This can, of course, be done either by increasing the labour force or by working overtime.  A limited amount of overtime can often be the easier and cheaper alternative.


If the contractor or other sub-contractors are at fault in causing delay, the contractor may himself ask the sub-contractor to accelerate the electrical work.  This can only be a matter for negotiation;  in current standard forms of sub-contract there are no provisions for acceleration, but such action can be regarded as disturbance to the regular progress of the work and contractual provisions exist to pay for the results of such disturbance.


However, you cannot, under standard forms of sub-contract,  be required to accelerate to overcome delays by others and it is prudent to obtain written agreement from the contractor that you will be paid before any acceleration measures are put in hand.

Co-operation
Above all, it should be realised that the completion of the contract and sub-contract in accordance with the agreed dates is in everybody’s interest.


The contracts which make money are, generally speaking, those which are completed on time and without disputes arising.

Telling the Truth
Most contractors are reasonable men and it does pay to talk to them as though this was recognised.

If you have a problem, come clean and say so.  It may be that you have failed to order some vital piece of equipment, cannot obtain electricians, or for some other reason are about to fall or have already fallen behind the programme.

Contractors have the same problems and, if approached in a conciliatory way, can often offer some help.  They will be more receptive to discussions to assist you over your problem if you are honest and admit it, than if you promise to have more labour on site “next Monday” and fail to produce it, or if you pretend that you have ordered something only for it to come to light that you were (not to mince words) lying;  all that you will achieve then will be anger and mistrust.

A greater spirit of co-operation between contractors and sub-contractors in this, as in other areas, would lead to happier jobs completed on time and at a higher profit as well as to repeat business.
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ARE HAZARDOUS SUBSTANCES LIKELY TO BE PRESENT IN THE WORKPLACE?


NO - No Further Action Required


YES - Assessment Required
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Review the Assessment


Decide when review is needed


Decide what needs to be reviewed





RECORD THE ASSESSMENT


Decide if it is necessary to record the Assessment  -  YES/NO


If YES - Decide what and how


much to record


Decide presentation and format





DECIDE WHAT NEEDS TO BE DONE IN TERMS OF:


Controlling or preventing exposure


Maintaining controls


Using controls


Monitoring exposure


Health surveillance


Information, instruction and training





EVALUATE THE RISKS TO HEALTH


Either on an individual employee basis OR 


on a group basis.


FIND OUT


-	the chance of exposure occurring


-	what level of exposure could happen


-	how long the exposure goes on for


-	how often exposure is likely to occur


CONCLUDE


Either existing and potential exposure pose no significant risk OR existing and/or potential exposure poses significant risk
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GATHER INFORMATION ABOUT THE SUBSTANCES, THE WORK AND WORKING PRACTICES


Decide who will carry out assessment.


What substances are present or are likely


to be?


Identify the hazards they have.


Find out who could be exposed and how.
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