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SECTION 1 – STATEMENT OF INTENT

Editec Ltd is committed to ensuring, as far as is reasonably practicable, the health and safety and welfare at work of its employees.  The Policy sets out, broadly, the legal responsibilities owed by the Company and its employees in relation to health and safety issues.

The Company recognises its health and safety duties under the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1992 and all relevant regulations and codes of practice made under them from time to time.

Company Responsibilities

It is the Company’s duty to ensure, so far as is reasonably practicable, the health and safety at work of all employees.  This requires that regard is had in particular to:-

· The provision and maintenance of systems of work to ensure that they are safe and without risk to health.

· Arrangements for ensuring that there is safety and absence of risk to health and safety in connection with the use, handling, storage and transport of articles or substances.

· Maintaining the workplace in such a condition that it is safe and without risk to health, including access to and exit points from it.

· The provision and maintenance of a working environment for employees that is without risk to health and including the provision of adequate facilities and arrangements in this connection.

· The provision of such information, training, instruction and supervision as is necessary to ensure the health and safety at work of all employees.

The Company is also under a duty to ensure that any people not employed by it are not exposed to risk to their health and safety.  This includes sub-contractors and visitors to the Company’s premises.

Employee and Third Party Responsibilities

It will only be possible for the Company to comply with its legal obligations if its employees understand that they are under a duty to take reasonable care for the health and safety of themselves and of any of their colleagues who may be affected by their acts or omissions and that they are required to co-operate with the Company to enable the Company to perform its obligations.  In relation to third parties on the Company’s premises, they are required to conduct their undertakings in such a way so as not to expose any of the Company’s employees to a health and safety risk.  For this reason, the Company will control contractors on site through a safe system of work.

In order to provide full co-operation, all employees are expected to give all possible assistance to the Company and to achieve this every employee must:-

· Comply with all safety instructions and directions issued by the Company and take reasonable care of their own health and safety and the health and safety of other people who may be affected by his/her acts or omissions.

· Co-operate in any investigation and report on all accidents or incidents that may cause or lead to injury.

· Report any potential health and safety risk (including any perceived risk of serious and imminent danger) to the appropriate person by reasonable means.

· Report any shortcomings in the Company’s arrangements for health and safety.

Employees are reminded that any failure to comply with any aspect of the Company’s health and safety procedures, rules or duties, whether or not specifically assigned to the employee with regard to health and safety, will be regarded by the Company as misconduct and will, accordingly, be dealt with under the terms of the Company’s disciplinary procedure.  Employees should be left in no doubt that any serious breach of these provisions will amount to an act of gross misconduct for which the appropriate penalty is summary dismissal.

Monitor and Review

Editec Ltd’s Health and Safety Policy will be continuously monitored and updated, particularly where the scale and nature of operations change.  The specific arrangements for the implementation of Policy and the personnel responsible are detailed in the organisation and arrangements section of this document.

Signed:……………………………………………………………
Hayley Clarke





Editec Ltd 

Date:……………………………………………………………….


SECTION 2 – ORGANISATION CHART

Editec
Responsibilities

2.1 Directors

· Ensure all employees are suitably selected and adequately trained, counselled, informed and supervised to allow them to safely undertake their duties without risk to themselves or others who may be affected by their activities.

· Ensure that risk assessments are carried out as necessary, utilising competent employees as required.

· Undertake six monthly inspections of all branches/offices under their responsibility (Form 4.3.3).

· Ensure that branches/offices undertake regular inspections as laid down in their area of responsibilities.

· Ensure that all delegated staff comply with their responsibilities.

2.2 MANAGERS

2.2.1 General

· Ensure that premises and equipment under their control are safe, so far as is reasonably practicable.

· Ensure that employees act in accordance with company rules and industry best practice to safeguard themselves, fellow employees, members of the public and others who may be affected by their acts and omissions.

· Implement new and review existing risk assessments as required (Forms 4.3.1 and 4.3.2).
· Ensure that a Health & Safety notice board is provided in the workplace to display Health & Safety information (see 4.2).

· Set up and maintain the Health & Safety folder within their office location (see 4.2).

· Nominate a member of staff to undertake a weekly workplace safety inspection (Form 4.3.3).

· Undertake a quarterly workplace inspection themselves (Form 4.3.3).

· Display inspections on the Health & Safety notice board and, after three months, store in the Health & Safety folder (see 4.2).

· Ensure that action is taken to rectify any fault identified in the workplace.

· If a fault poses an imminent threat to Health & Safety, then withdraw that equipment from service or bar access to that area.


2.2.2
Risk Assessments

· Ensure that generic risk assessments are carried out annually (Forms 4.3.1 and 4.3.2).

· Undertake specific risk assessment of activities as appropriate.  In particular for:




- young people





- new and expectant mothers





- substances hazardous to health





- manual handling activities





- display screen equipment users

· Copy all risk assessments to the Health & Safety Director and retain in the Health & Safety folder.

2.2.3
Fire

· Ensure that fire equipment and facilities are available for use, fire extinguishers are mounted on walls and charged, fire exits clear, alarms tested.

· Ensure that all staff are aware of the safe evacuation process for the office or branch.

· Ensure that a fire drill is undertaken every six months or more frequently if dictated by a fire certificate or landlord requirements.  Record all attendees and retain in the Health & Safety folder (Form 4.3.5).  If this is the responsibility of the landlord, then contact the property department.

· Check the branch fire alarm system monthly – record in Health & Safety folder (Form 4.3.6).

· Appoint a fire warden(s) to supervise fire drills and ensure they receive adequate supervision and training.

2.2.4 Control of Substances Hazardous to Health

· Ensure that only approved substances are brought into the workplace.

· Ensure that all such substances are kept in a secure location and only used by authorised personnel.

2.2.5 Display Screen Equipment (DSE)
· Ensure that competent staff use all DSE correctly.

· Ensure that all DSE is properly maintained.

· Carry out risk assessment for each worker and workstation.

· Facilitate users to receive eye tests and spectacles, if applicable.

2.2.6 First Aid

· Ensure that an appointed person and/or first aider is designated within the workplace, with appropriate cover for holidays and sickness.

· Delegate the first aider/appointed person to obtain and replenish the first aid box.

· Ensure that the first aid notice board is up-to-date.

· Ensure accident books and forms (RIDDOR) are completed.

· Advise the Health & Safety Director of any RIDDOR reportable events (see Section 3.2).

2.2.7 Training

· Ensure staff are suitably trained in areas of Health & Safety.  In particular:

· the use and control of hazardous substances

· the undertaking of manual handling activities
· the use of display screen equipment
· lifting heavy equipment


Induction

· Complete the induction Health & Safety checklist on the first day of employment and retain in the Health & Safety folder.
· Ensure that staff transferred from another location undertake this induction procedure.
· Ensure that further health & safety training is carried out in the branch using training materials provided for the purpose.

2.2.8
Electrical Apparatus
· Ensure all portable electrical equipment used in the branch or office is safe to use.

· Do not allow staff to bring non-approved electrical equipment to the workplace.

· Check PAT testing records and rectify if out of date.

· Carry out visual inspections before use.

· Report any defects in fixed installations and ensure are rectified.  Do not use unless authorised by a competent electrician.


2.2.9
Personal Protective Equipment (PPE)

· Ensure PPE is provided where appropriate, is used correctly and stored, inspected and maintained as required.

2.3 Property Manager

· Specify, monitor and maintain fire extinguishers, alarms, fire doors, smoke detectors etc.

· Ensures work is carried out when identified by inspections, so far as is reasonably practicable.

· Ensure that Portable Appliance Testing (PAT) is carried out.
· Specify, monitor and maintain fixed electrical installations (e.g. sockets, light fittings etc).

· Assess the competence of external contractors, control and monitor their activities and evaluate their performance.

2.4 HR Department

· Ensure that all new employees are issued with a copy of the Company’s Health & Safety Policy.

· Ensure Health & Safety requirements are covered during Company induction process.

· Identify generic health and safety training needs (e.g. due to changes in legislation) and provide adequate training.

· Provide training materials for short courses/toolbox talks (e.g. manual handling, fire evacuation).

· Ensure that all responsible for Health & Safety attend the Company Management of Health & Safety course.

2.5 Quality Manager

· Carry out an audit of the Health & Safety Policy every six months.

· Carry out a Health & Safety audits at PRP locations every six months.

· Check existence of Manager’s inspection reports and note any repetitive, outstanding or common problems.

· Note the observations in the Audit report.

· Report any breach of the Policy to the Managing Director.

2.6 Health & Safety MANAGER
· Co-ordinate health and safety policy and keep the Directors of the Company informed of all matters relating to Health and Safety, which affect the Company or its employees.

· Provide policy and procedures to enable the Company to operate a safe system of working and review and update them regularly on the Company’s intranet.

· Ensure that all employees in a managerial position within the Company understand their responsibilities under the Policy.

· Provide advice and guidance to all Editec Ltd employees and those working for subsidiaries.

· Ensure full employee participation in Health and Safety issues by means of the Health & Safety Committee.

· Maintain contact with the enforcing authorities.

· Submit RIDDOR reports to the enforcing authorities.

· Monitor inspection reports and risk assessments.
· Note any

-
repetitive problems




-
failures in the system




-
failure in the inspection system

SECTION 3 – ARRANGEMENTS

3.1
The Health & Safety at Work Act 1974
As an employer we have a duty to ensure, so far as reasonably practicable, the health, safety and welfare at work of their employees. 

Employers must provide and maintain:

· A safe place of work with safe access and exit

· Safe systems of work

· Safe equipment and tools

· A safe working environment and adequate facilities and arrangements for employee’s welfare

· Safe methods for handling, storage, use and transport of articles and substances

· Adequate information, instruction, training and supervision

· Consultation with employees (through appointed safety representatives and the formation of a health and safety committee)

· A statement on health and safety and the organisation/arrangements for carrying out that policy

Employers must also ensure that their activities do not endanger any persons not in their employment.

Employees must:

· Take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts and omissions at work

· Co-operate with their employer to enable the employer to meet their duty or statutory requirement.

3.2
Accident Reporting
Reporting of Injuries, Dangerous Diseases and Occurrences Regulations 1995 (RIDDOR)

Under RIDDOR regulations, certain injuries, diseases and dangerous occurrences have to be reported to the local environmental health department. This enables the H&S Commission to monitor accidents etc. and introduce relevant legislation to help prevent further incidents.

It is the responsibility of the department/branch manager to inform the Manager of Health & Safety of accidents. It is the responsibility of the Manager of Health & Safety to ensure that the enforcing authority is informed as per guidelines below.

Examples of RIDDOR forms F2508 and F2508A are included in Sections 4.3.7 and 4.3.8.  These are included to enable managers to provide the relevant information to the Manager of Health & Safety, whose responsibility it is to complete the form and send it to the HSE.  On no account should managers send the form direct to the enforcing authority.

3.2.1
Death or Major Injury

The following are classified as major injuries:

· Fracture other than to fingers, thumbs or toes

· Amputation

· Dislocation of the shoulder, hip, knee or spine

· The loss of sight of an eye (temporary or permanent)

· Chemical or hot metal burn to the eye or any penetrating injury to the eye

· Injury resulting from electric shock or electrical burn leading to unconsciousness or requiring resuscitation or admittance to hospital for more than 24 hours

· Loss of consciousness resulting from a lack of oxygen or exposure to harmful substance or biological agent

· Any other injury leading to hypothermia, heat induced illness or unconsciousness, or requiring resuscitation, or requiring admittance to hospital for more than 24 hours

· Acute illness requiring medical treatment, or loss of consciousness arising from absorption of any substance by inhalation, ingestion or through the skin

· Acute illness requiring medical treatment where there is reason to believe that this resulted from exposure to a biological agent or its toxins or infected material

Managers must ensure that the Manager of Health & Safety is contacted immediately by telephone. 

The Manager of Health & Safety must then:

· Inform enforcing authority without delay by telephone

· Send a follow up accident report form (F2508) with 10 days

3.2.2
Over 3 Day Injury

If there is an accident connected with work (including an act of physical violence) causing the employee being unable to work for more than 3 days (including non work days) this must be reported.
3.2.3
Disease

If a doctor notifies you that your employee suffers from a reportable work related disease you should inform the Manager of Health & Safety immediately so that the disease can be reported using form F2508A. 

Within Editec Ltd  the only likely diseases, which are reportable, are listed below:

· Cramp of the hand or forearm due to repetitive movements caused by prolonged periods of handwriting, typing or other repetitive movements of the fingers, hands or arm carpel tunnel syndrome

· Traumatic inflammation of the tendons of the hand or forearm or of the associated tendon sheaths caused by physically demanding work, frequent or repeated movements, constrained postures or extremes of extension or flexion of the hand or wrist.

· Occupational dermatitis caused by contact with soaps, detergents or other cleaning chemicals

3.2.4 Dangerous Occurrences

Within the Editec Ltd, the only dangerous occurrences you need to be aware of are:
· Any unintended collapse of any floor or wall of any building used as a place of work

· An explosion or fire occurring in any plant or premises which results in the suspension of normal work on the premises for more than 24 hours where the explosion or fire was due to the ignition of any material.

The Manager of Health & Safety must be notified of such occurrences immediately.


3.2.5
Accident Reporting Procedure


Accident Book 


All accidents no matter how minor should be entered into the Accident Book. Near misses should also be entered so that both actual and potential accidents can be recorded. This provides information for the Company to monitor and amend H&S provision accordingly to prevent reoccurrence.  Recording things in the Accident Book is also for the protection of the employee. If as a result of any incident the employee experiences health problems even months later, if it is recorded in the Accident Book then the Company must acknowledge this.

Reporting minor injuries to employees e.g. cut finger

A note in the Accident Book is sufficient

Reporting major injuries to employees, diseases and dangerous occurrences

i.
Fill out all details in the Accident Book.

Iii.
In the first instance, contact the Manager of Health & Safety in person by telephone. If he is not available, speak in person to the HR Manager.

iii.
Complete an Incident Report Form. Keep a copy in your office, fax a copy to your Operations Director and the other to the Manager of Health & Safety. 

The following details are required:

· date and time of accident

· who was involved in the accident

· how the accident happened

· extent of injuries 

· medical treatment required

iv.
Fax a copy of the Incident Report Form to your Operations Director and another to the Manager of Health & Safety. Check receipt by telephone.

Reporting 3 Day Injuries


i.
Fill out all details in the Accident Book.

ii.
Complete an Incident Report Form as soon as the employee has any time off work at all as a result of the accident. Keep a copy in your office, send a copy to your Operations Directors and the other to the Manager of Health & Safety. 

iii.
Inform the Manager of Health & Safety of situation regarding employee absence on a daily basis.

Reporting Accidents Involving Non-Employees

All accidents involving non-employees MUST be reported as follows no matter how minor.

i.
DO NOT ADMIT LIABILITY! Even saying sorry can suggest that we are to blame for the incident.

ii.
Complete the Accident Book. 

iii.
Report all accidents involving non-employees, no matter whether minor or major to both the Manager of Health & Safety and your Operations Director immediately. Very often such an incident the injured person will call Head Office and it is best that they are prepared for the call.


iv.
Complete an incident report for ALL non-employee accidents or near misses.

3.3
Accident Investigation
If a serious accident occurs the department/branch manager may be required to help in the investigation procedure. The purpose of this is to establish exactly how and why the accident occurred to enable the Company to put preventive measures into place to prevent a similar accident in the future.

The office may be visited by the Manager of Health & Safety or the Operations Manager to conduct an investigation, or the Manager may be asked to carry out the investigation.

Whoever investigates the accident needs to follow these steps:

i
Respond as soon as possible following the accident

ii.
If possible “freeze” the situation. If this is not possible take some photographs or measurements, draw a diagram - anything that will help them to remember the scene accurately.

iii.
Always start an investigation with an open mind

iv.
Interview the witnesses as soon as possible after the event

v.
In the interview investigators should:

· Be gentle and show concern

· Avoid allocating blame

· Explain clearly to the witness the nature of the interview

· Establish the facts surrounding the accident e.g. find out what normally happens, what procedures are in place, why, and who is responsible for them

· Establish the sequence of events on the day of the accident

· Use a “funnel” questioning technique i.e. start with an open question such as “Please could you tell me what happened on the day of the accident?” Follow up with probing questions to gain more information and double check facts and detail. Summarise and gain agreement that you have understood. Then go back to the beginning and pick up on more relevant information from the open question you asked.

vi.
Learn fully about the systems of work that are normally employed

vii.
Never ignore facts that contradict each other, but find out more
viii.
Remember that accidents happen very quickly and that witnesses may:
· not have seen all that happened

· assume that certain things happened

· try to avoid being blamed for the accident

· lie

· be in shock and not remember all the accident details

· try to protect others who may have some involvement

ix.
The investigator would then report their findings back to the Manager of Health and Safety. 
3.4
Employee and Public Liability Insurance

In case of accident to either an employee or a member of the public, the Company is also required to have taken out both Employer’s and Public Liability Insurance. 

The office(s)  should have an up-to-date copy on display on their Health and Safety Notice board. 
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3.5
FIRST AID PROVISION

First Aid Box
The office must have a fully replenished First Aid Box on site containing certain specified contents depending on the number of employees who will be at work at any one time. 

The office has been provided with a first aid boxe suitable for 1 - 10 people. 



Item
Quantity




Guidance Card
1



Assorted waterproof sterile plasters
20



Sterile eye pads
2



Triangular bandages
4



Safety pins
6



Medium dressings
6



Large dressings
2



Wound cleansing wipes
10



Examination gloves (pairs)
2

If tap water is not readily available, sterile water (or sterile normal saline) in disposable containers (each holding at least 300 ml) should be kept near each first aid box for the purposes of eye irrigation.



Antiseptic creams and painkillers must not be kept in the first aid box for general use. This is in case anyone reacts to the drugs and whoever administers it will be held responsible for the consequences. If an employee needs an aspirin they must purchase their own supply.

Health and Safety compliant First Aid boxes can be obtained most cost effectively from the stationery brochure.

Appointed Person

The office should have at least one appointed person.. Editec Ltd will provide training for first aiders and appointed persons.

The purpose of the Appointed Person is:

· To take control in an emergency situation

· To administer first aid if they have been trained to do so

· To ensure that the accident book is completed

· To maintain the first aid box

3.6
RISK ASSESSMENT (see Form 4.3.1)

Accident Investigation is an example of reactive safety management. We wait until an accident or incident happens and then look into the cause.

Proactive safety management is all about trying to identify potential accident causes and dealing with them BEFORE any accidents happen. Risk Assessment is such a proactive safety management technique.

The Management of Health and Safety at Work Regulations requires employers to make a “suitable and sufficient” assessment of the risks presented by work activities. The aim of this assessment is to identify the measures needed to comply with the requirement of relevant legislation.

The start point for risk assessment within the department/branches will be the examination of all entries in Accident Books until the present time together with consultation with your employees. 

Once the risk assessments have been conducted the office managers will need to bring the risks identified to the attention of employees by holding a meeting. If during the meeting any further hazards within the department/branch are identified they should be added to the risk assessment.

As a Manager, you will be required to help carry out risk assessments in the future and therefore the following exercise is designed to introduce you to the stages involved in the process.

Definitions

Hazard
Something with the potential to cause harm.

Harm
 
The injury or ill health suffered by those exposed to the hazard.

Risk

The likelihood that the harm from a particular hazard is realised.


The extent of the risk covers the number of people affected and the consequences for them. Therefore risk reflects both the likelihood and severity of the harm.

Carry out a risk assessment by following the steps below:

Step One
Break down the operation into its component parts i.e. every step of the process and include all tools and materials that are used. List these on the table provided under Activity/plant/materials etc. and number them.

Step Two
Identify which steps are potential hazards and write the hazard in the column provided.

Step Three
For each hazard, which groups of people are at risk? e.g. pregnant women, work experience, part time staff doing a few hours, everyone involved with a particular task, non-employees, disabled, people with prams or children. Again, write these in the column provided.

Step Four


Now you need to consider how big is the risk associated with the hazards you have identified. Estimate the risk in terms of both severity and likelihood.

Severity
The awfulness of the outcome of an accident i.e. anything from minor injury to death, which could happen to one person or many.

Likelihood  
Estimated frequency of the harm occurring i.e. never to very frequent

Using the scale below, select a number to represent the severity and likelihood of the risk and write them in the column provided. 

As you think about “likelihood”, consider any control measures that the branch has in place that influence your rating decision. Make a note of these where applicable in the Measures/Comment column.

	Severity
	Likelihood

	1
	Capable of causing death and illness on a wide scale
	1
	Certain

	2
	Capable of causing death and illness to an individual
	2
	Likely to occur 

	3
	Capable of causing serious major injury or lost time injury 
	3
	May happen

	4
	Unlikely to cause damage beyond a minor first aid case
	4
	Very unlikely to occur


Step Five
Multiply the figures together in the severity and likelihood columns. This gives a risk rating that will help you to prioritise which hazards to act upon first.  Some risk ratings can help with the decision as to whether the risk is controlled to the level required and others will highlight areas requiring urgent attention.

Step Six
Using the chart below look up the Risk Rating for each of the hazards that you originally identified. In the Result column, for each hazard identified, note the outcome using the following key:

	Risk Rating

	1, 2, 3 or 4
	5, 6, 7 or 8
	9 to 16

	Not adequately controlled
	Trivial risk
	Adequately controlled


Risk Control

Now that you have identified the hazards and considered the risks associated with each, the next stage is to consider appropriate control measures to eliminate or reduce the risk in order to make it safe.

What is safe?

A condition where risks have been controlled to the level required by specific Regulations or so far as is reasonably practicable.

What is “reasonably practicable”?

The HASAWA requires employers to do what is reasonably practicable to ensure health and safety. Legal judgements have interpreted the meaning of this as to require an assessment of the risk relative to the costs of the remedy.  In other words, a safety measure must be adopted unless the cost is “grossly disproportionate” to the risk, e.g. a costly control measure is not necessary for a risk that is very unlikely to cause harm. There is no specific guidance on what the courts would consider to be a gross imbalance, but it is clear that considerable costs may be required when the risk is high.
There are two types of control measures that can be used:

i.
Safe Place Measures

· Elimination of risk entirely e.g. mugging - get cash collected rather than banked by a member of staff.

· Reduction e.g. add a screen guard for VDU where applicable

· Remove person e.g. positioning barriers to prevent people from walking in areas used by a forklift truck or vehicles

· Reduce contact e.g. limit the users of forklift trucks to only those people who have attended a course.

ii.
Safe Person Measures

· Provide protective clothing e.g. steel toe boots in the stockroom

· Provide training in safe working procedures

· Defined procedure for a task

· Permit to work systems

· Signs e.g. on cloister door asking if jackets and gloves are being worn, or warning of forklift truck area

· Information sheet


Summary of Risk Assessment

The basic approach to the management of risks can be summed up in the following steps, which are reflected in the requirements of the Management Regulations.

1.
Consider all tasks, activities and situations.

2.
Identify the hazards that are, or may be, involved.

3.
Identify those who may be exposed to the hazards, including those particularly at risk.

4.
Analyse the severity and likelihood of exposure and loss from hazards.

5.
Determine whether existing measures adequately control the hazard.

6 .
Assess the risks and decide on the risk levels.

7.
Consider appropriate and suitable measures that may eliminate or reduce risk in line with the basic principles of risk control.

8.
Implement the risk control measures.

9.
Ensure control measures are communicated fully to employees in order that the risks are appreciated and how the measures will be integrated into their tasks.

10.
Monitor the measures for suitability and effectiveness.

11.
Review and introduce any corrective actions.

Steps 1 to 6 constitute a risk assessment which is part of risk management; the input of detailed and correct information (steps 1,2 and 3) enable evaluation of risk (steps 4,5 and 6), which should then be followed by the implementation of the results of the risk assessment and follow up actions (steps 7 - 11). Carrying out these steps should ensure that the risk assessment is suitable and sufficient and that risks are adequately managed.

Hazard Spotting and Reporting

Identifying hazards is not something that should be left to the risk assessment time of year. Hazard spotting should be happening all of the time.

All employees within the Company have a duty to look out for potential hazards.

If you find a hazard there are two routes you can go down:

i.
Fix it yourself if you are able. e.g. screws sticking out of the wall, spillages but don’t attempt anything electrical or anything for which you are not qualified.

ii.
-
Label it as damaged


-
Remove it from use


-
Report it to the appropriate person so that a qualified person can be called upon to rectify the hazard




3.7
FIRE


Every year approximately 1000 lives are lost and 15,000 people are seriously injured as a result of fire. The estimated bill for damage caused to property is around 1 billion every year. If consequential loss is added (e.g. business), the figure is more than doubled.

For these reasons it is essential to have an effective fire policy.  The law requires employers to have fire safety knowledge and to put fire safety procedures in place. Failure to comply could result in prosecution and in some cases the closure of the premises.

The Fire Triangle
[image: image20.png]


The components of fire are:

Approximately 21% of the atmosphere is oxygen and there is plenty of fuel all around us such as piles of rubbish left unattended.

To start a fire the heat does not have to be prolonged - a single spark from a bulb placed too close to combustible items is enough. 

Once the fire is burning it generates it’s own heat and it is therefore the amount of fuel and oxygen available that determines the intensity of a fire.  A constant supply is needed to maintain burning.

These are the three components of fire, what is known as the Fire Triangle. Remove one of the three elements and a fire will go out.

Fire Fighting Equipment

Fire Blanket

These operate by smothering fires and cutting out the oxygen supply thereby extinguishing the fire. Normally found in kitchen areas.


Fire Extinguishers



Water and Hydrospray


· Both are red with red triangles. The older water cylinders are silver.

· Both are for use on Class “A” fires - those involving paper, wood, cloth etc, They both operate by reducing the heat. 

· Do not use on electrical fires or burning liquids.

· [image: image2.wmf]



How to use

· Remove the pin

· Aim hose at the base of the fire

· Squeeze handle

· The extinguisher can either be held up by the handle, or if too heavy, leave it on the floor and stand with one foot forward and one foot backwards to balance.



Carbon Dioxide

· Red with a black triangle or label. Older cylinders are all black.

· For use on electrical fires and flammable liquids.

· It saturates the air with CO2 thereby reducing the amount of oxygen that can get to the fire.
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How to use

· If you can switch the source of electricity off

· Remove the pin

· Position horn to point at the centre of the fire. DO NOT TOUCH THE HORN WHEN THE EXTINGUISHER IS OPERATING. It becomes very cold and may cause frostbite

· Squeeze handle

· The extinguisher may be held with one hand on the handle and the other supporting the base of the extinguisher
Care and Maintenance of Fire Extinguishers

NEVER USE A FIRE EXTINGUISHER AS A DOOR PROP. There is a gas cylinder inside the hydrospray/water ones which if knocked which when pierced by a pin when the handle is squeezed, rushes out and forces the water/hydrospray out. Constant knocking by a door may cause the pin to enter the cylinder enough to reduce the gas pressure and therefore render them useless in a real emergency.

A qualified engineer should check fire extinguishers annually. You can see when this was last done by looking at the date on a label attached to the extinguisher. 

There is a dial on each water/hydrospray extinguisher that indicates whether or not the extinguisher needs servicing. If this is the case, call Property and they will arrange for an engineer to come. Don’t wait until the next annual inspection.

All extinguishers should either be hanging on the wall or in a specific stand. In either case a label should be positioned above the extinguisher indicating it’s use. Again, contact Property and Maintenance if this is not the case in your department/branch.
Fire Evacuation Procedure

If you find a fire:
· Raise the alarm by breaking the nearest callpoint/breakglass

· Inform the Manager on duty of the size and location of the fire 

· Call the fire service.  

· Only attempt to extinguish the fire if it is the size of a waste paper bin or 

smaller using the correct fire extinguisher 

If you hear the alarm:
· Evacuate the branch by means of the nearest fire exit taking non-employees with you

· Do not run

· Shut all doors and windows behind you

· Do not enter a room if the door is shut - bang on the door and shout “fire”

· Do not use a lift

· Do not collect personal belongings

· Meet at your department/branch’s Emergency Evacuation Meeting Point. 

· Do not re-enter the building until given permission to do so by a fire officer

Remember, if in doubt about the type of extinguisher or its use, take a moment to read the label. It’s better to check than to get it wrong and put yourself in danger.


Fire Safety

· Ensure everyone is fully trained and knows how to use fire extinguishers and the evacuation procedure

· Carry out fire drills at least every 6 months and record who attends. These may be organised by shopping centres but names should still be recorded in the Health and Safety file (Form 4.3.5)

· Remove rubbish regularly

· Ensure fire extinguishers are looked after correctly and therefore operational in an emergency

· Don’t prop open fire doors

· Check electrical equipment regularly and switch off at mains after use and overnight

· No smoking

· Check the office fire alarm system weekly (if there is one). Next time the engineer visits ask them to show you how to test it. Don’t forget to record the tests in the Health and Safety file (Form 4.3.6).

3.8
DISPLAY SCREEN EQUIPMENT

Display Screen Equipment Regulations 1992 apply where staff habitually use VDUs (Visual Display Units) as a significant part of their normal work. We’ll call these people “users”. Other people who use VDUs only occasionally are not covered by the regulations, but as an employer we still have a duty to protect these people under health and safety at work legislation.

The regulations define “users” as:

· Have no alternative but to use the display screen for their job

· Cannot choose the use or non use of the equipment

· Need significant training or particular skills

· Use the display screen for continuous spells of one hour or more

· Use the equipment most days

· Have to input data quickly or accurately
· Need high levels of concentration or undertake critical work

Those who use display screens for prolonged periods or who have to work intensely are at greater risk than those users whose jobs involve a number of different tasks including some display screen work.

Within Editec Ltd a “user” is defined as an employee who regularly uses a VDU, on average, for in excess of 4 hours per day. Where no such assessment has already taken place at office level, we will need to carry out a risk assessment to determine whether this is the case or not. Either way, you should ensure that you and your employees follow the guidelines we will cover, since it is best practice for anyone using DSE.

Potential Ill Health Effects

· Visual discomfort

· Upper limb disorders, collectively known as musculoskeletal disorders, e.g. carpal tunnel syndrome

· Aches and pains (back shoulder, neck or wrist)

· Stress (mental and physical)

Display screens do not damage users’ eyesight. However, they can cause visual fatigue and because the work is often intense, it may highlight an existing eye condition, which under normal circumstances an individual would cope with. 

However, Editec Ltd is required to provide eye tests If you are considered to be a “user” and think that you might need an eye test, contact the Health & Safety Officer.  Should you be eligible you will be issued with a form to take to a local optician and ask for the eye test that meets Health and Safety requirements.

If the optician says that you need glasses specifically for use at work with a VDU, ask them to state this on the prescription form. For eligible DSE users it may be possible to claim an allowance from Editec Ltd as payment towards your glasses.

For users to be at risk from these ill health effects they have to use display screens in an unsafe way.
Unsafe Use of DSE Equipment

· Working with a poor posture

· Working for too long without a break

· Poor working environment (arrangement of desk, chair, screen, lighting etc.)

How to Set up Your Workstation

i.
Good Posture 
In general, good posture is:
· head up

· back straight and the lower back supported

· shoulders back

· forearms level with the desk

· wrists relaxed

· thighs horizontal

· feet flat on the floor or the footrest

· don’t sit in the same position for long periods - take breaks

ii.
Workstation Set Up 
· Tidy, uncluttered desk
Make sure you have enough workspace to take whatever documents and other equipment you need.

· Allow room for legs to move freely by adjusting chair 
Make sure there is room under your desk to move your legs freely. Move any obstacles such as boxes or equipment.

· Adjust your keyboard to get a good keying position. 

A space at the front of the keyboard is sometimes helpful for resting the hands and wrists when not keying.

· Position document holder in correct position.

· Try to keep your wrists straight when keying

Keep a soft touch to the keys and don’t over stretch your fingers.

iii.
Screen Adjustments

· Avoid glare and reflections on the screen

Arrange your VDU to avoid glare or bright reflections on the screen. If possible position the screen at 90 degrees to the window. Anti glare filters may help here where glare cannot be reduced by moving the screen or light source.

· Adjust the brightness and contrast controls 

· Make sure the screen surface is clean.

· Individual characters on the screen should be sharply focused and should not flicker or move. If they do, the VDU may need servicing or adjustment.

Take a Break

It’s really important that you take regular breaks from the screen by doing other things. Frequent short breaks are better than fewer long ones. The aim should be to do some other activity for 10 minutes at least every hour. You could try some exercises to keep you fresh through the day. Exercise becomes more important as pressure of work increases.

Warm Up 
Just before starting work flex the fingers and wrists and then rub the hands together to warm up the muscles

Eyes
Regularly look away into the distance at the extremes of the workplace or outside if possible

Neck
Face straight ahead, slowly turn the head one way then the other. Look up and then down. Roll your head from side to side.

Shoulders
Shrug the shoulders, hold for a couple of seconds and release. Repeat.

Arms
Reach the arms straight over the head and stretch

Back
Move slightly forward on the chair, straighten up raising your chest up and out. Hold for a few seconds then relax

Wrists and
Flex and rotate the wrists, spread the fingers as wide as possible Hands
and hold for a few seconds

3.9
MANUAL HANDLING

The legal definition of manual handling in terms of the Manual Handling Operations Regulations 1992, is: 

“any transporting or supporting of a load (including the lifting, putting down, pushing, pulling, carrying or moving) by hand or by bodily force”.
34% of over 3 day injuries are a result of manual handling. It is an activity that is taken for granted and done every day by us all but do we really think about how we are doing it? Damage to the back is cumulative and once the damage is done it can’t be repaired. Lifting carelessly over the years will result in back ache and injuries of the nature below:
1
Damage to muscles, ligaments and tendons due to being over stretched or torn by unnatural or sudden movement. Ligaments are strong connective tissue straps that hold the body together. Tendons attach muscles to bones. Accidents or excessive tiring of back muscles can result in pain and stress on the inter-vertebral discs. Repetitive action can result in tendons becoming inflamed and cause pain in the back, wrist, arm etc.

2
Fractures of the limbs, ribs or spine which are usually caused by accidents such as slips, falls and dropped objects.

3
Slipped discs - injuries to discs between vertebrae in the spinal column can occur due to local bending of the spine. Discs can also leak causing inflammation.

4
Hernias - abnormal protrusions of a part of the body through a body opening caused by compression of body parts e.g. the abdomen into a cavity such as the groin which can occur due to poor posture during a lifting operation

5
Abrasions and cuts - due to inappropriate handling of sharp objects

These injuries can be caused by lifting with poor posture, twisting, carrying, pulling and pushing loads.

Safe Manual Handling

Before lifting anything - THINK AND PREPARE!

· Where do you have to carry it to? Make sure that your path is clear from obstructions e.g. ask someone to hold doors open for you. Make sure that there is space for you to put it down.

· How heavy is it? Do you need to get help? Or can it be split into smaller loads?

· How are you going to grip it? Make sure that you hold it with the heaviest side towards you.

The Lift - Think “BACK”

B alance 
Ensure that you are balanced with legs well spread.

A lignment 
Ensure your back is aligned, relaxed, allowing for the three natural curves to the back to be there ready to spread the load.

C ontract and Close
Before lifting, contract the stomach muscles, and ensure the load is as close to your body as possible.

K nees
Ensure your knees are bent, allowing the thighs to take the strain and not your back. 

· Face the spot - change direction with your feet and avoid twisting your back.

· Avoid twisting, stooping, bending or leaning back when carrying something.

· Don’t change your grip unless the load is supported.

· Don’t rest the load against a door frame or on your knee to enable you to open a door. This will twist your back. Ask someone to open the door for you or prop it open before you lift.

· Make sure you can see where you are going. Rushing and carrying too much at one time is how accidents happen.

Putting the Load Down

· Be as careful when putting something down as when you were lifting. Repeat the same procedure in reverse.

· Mind your fingers and toes when putting something down.

· Slide the load into tight spaces

Storage

· The best place for heavy items is on a shelf at waist/hip height

· Never place a heavy object at shoulder level or above

Delivery Boxes

Get help - don’t attempt to carry a full or heavy box on your own , get help or split into smaller loads. Boxes over 25kgs must be moved with assistance from another person. Keep a small strong box handy for transporting files back and forth. You might have to make a few more journeys but your back will remain in one piece.

Risk Assessment of Manual Handling
As a Manager you are required to carry out risk assessments on the manual handling activities taking place in your office. There are four factors that need to be considered:

· the task itself

· the load

· the working environment

· individual capability

For example, does the task involve carrying a load for excessive distances either vertically or horizontally?

How heavy is the load? Is it difficult to grasp?

Does the load have to be carried up or down stairs or is movement restricted by space availability?

Think about someone’s build, age and sex. Ability reduces from 40’s onwards. Pregnancy also increases risk due to postural and hormonal effects.

Again, this is something that you will be asked to do back in your office because the Company has to make an assessment of all of it’s manual handling operations.

As a result of the assessment the company will analyse the results and determine what control measures should be put into place.

3.10
THE CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS (COSHH) 1999

People come into contact with a wide range of hazardous substances at work. Many substances are used directly in processes (e.g. solvents), others arise naturally (e.g. fungus), some are used as services (e.g. cleansers) and some are given off as by products (e.g. dusts or fumes). In some cases, if exposure is not controlled it can lead to illness or even death.

· skin irritation, dermatitis or even skin cancer from frequent contact with oils

· asthma resulting from exposure to isocyanates in some paints and dusts

· poisoning by drinking toxic liquid from bottles thought to contain water or soft drinks

· cancer which may appear years after exposure to a carcinogen

· infection from bacteria or other micro-organisms
ROUTES INTO THE BODY

[image: image4.png]Through the eyes——»





· through the eyes

· inhalation - i.e. breathing in vapours, gases, fumes or liquids

· ingestion i.e. eating or drinking substances

· skin absorption - the effect can be to the skin itself or to internal organs

· injection i.e. either liquids, solids or gases entering through skin damage

COSHH Regulations

The Control of Substances Hazardous to Health Regulations are intended to protect people from ill health caused by exposure to hazardous substances and require employers to:

Employer Responsibilities

· assess the risks to health and safety

· decide what precautions are needed to prevent ill health

· prevent or control exposure

· make sure that control measures are used and maintained

· monitor exposure and carry out health surveillance if appropriate

· ensure that employees are properly informed, trained and supervised
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Management Responsibility
· assess the risks and decide on control measures

Employee Responsibilities

· follow the rules laid by the company

· use the control systems provided

· co-operate with monitoring and health surveillance

· report any problems

Editec Ltd will supply the department/branches with safety information relating to all chemicals from the relevant manufacturers. You may have noticed that on the H&S Induction Checklist Safety Information Sheets have been included. However, they have not yet been produced.  Department/branches will be limited in the range of chemicals that they can purchase to ensure that only chemicals for which safety information has been obtained is in use. 

It is your responsibility to ensure that the safety information sheets are brought to the attention of all your employees so that they know how to use and store the cleaning products involved.
Please ensure that your department/branch has rubber gloves available for use with cleaning chemicals.

Substance Labels

Hazardous substances can be identified by:

· reading the product label

· looking at Editec Ltd risk assessment

· referring to the product’s safety data sheet

All commercially available hazardous chemicals are required to be labelled in a standardised way. For example, this label shows:




· the name of the product

· a hazard symbol

· an indication of danger

· warnings and safety advice (risk and safety phrases)

· manufacturer’s or supplier’s details

Hazard Symbols

Hazard symbols are designed to alert the user to the main dangers posed by the chemical.

Very Toxic 
A substance which if inhaled or ingested, or if it penetrates the skin, may involve extremely serious short term or long term health risks, even death

Toxic
A substance which if inhaled or ingested or if it penetrates the skin may involve serious short term or long term ill health effects even death

Harmful
A substance which if it is inhaled or ingested, or if it penetrates the skin may involve limited health risks

Irritant
A non corrosive substance which, through contact with the skin or eyes, would cause painful inflammation and could lead to dermatitis.

Corrosive
A substance which may on contact with skin or eyes cause serious burns. Even minor contact may cause skin damage
Therefore it is recommended that before using a product you check the label.

Don’t use unlabelled substances and do not assume you know what they are.
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3.11
ELECTRICAL APPARATUS

The Electricity at Work Regulations 1989 require employers to ensure that all portable appliances are safe and will not pose a danger to employees of electric shock.

The appliances need to be tested every 6 months to 4 years depending upon their usage. For example, kettles and irons should be checked annually but computers need only be checked every 2 - 4 years. 

They are checked visually to ensure that wires and plugs are all securely attached and the fuses are checked. A label is attached to show that this has been done.

In addition to testing portable appliances, every 5 years all fixed installation wiring must be inspected and certificated.

Electrical Repairs

[image: image16.wmf]
The regulations require that no one should be involved in any work activity where technical knowledge or experience is necessary to prevent danger or injury, unless the person possesses knowledge or experience.

Therefore, when electrical repairs are required in the department/branch, contact Property and Maintenance so that a competent person can be sent to you.

Never attempt to repair anything electrical yourself! This includes even changing a plug!

Electrical Safety

Be careful with trailing wires. If electrical cables are having to be extended across floors posing a trip hazard, it is advisable to contact property to see if additional electrical sockets can be installed in the right place.

Don’t overload sockets. Use an extension lead with a multisocket attached if necessary but don’t use a multi plug of the type that plugs directly into the socket. Department/branch Managers should carry out visual inspections of electrical equipment regularly.

3.12
PERSONAL PROTECTIVE EQUIPMENT

The Personal Protective Equipment at Work Regulations 1992 require employers to provide appropriate personal protective equipment when a risk cannot be removed completely or persons removed from the task/area. The Personal Protective Equipment gives protection against one or more health and safety risks.

It is not very relevant to employees in the office other than the provision of rubber gloves to protect hands from contact with cleaning chemicals. 

However, in the property maintenance etc. employees are provided with steel toe capped boots and they are expected to take care of the items, wear them at all times and report any problems to their supervisor.

3.13
THE WORKPLACE

The Workplace Regulations 1992 to ensure that workplaces meet the health and welfare needs of all members of a workforce. 

Key areas of these regulations include the following:

Ventilation



Workplaces need to be adequately ventilated. Fresh clean air should be drawn from outside and warm humid air should be replaced to provide air movement. Windows or other openings may provide sufficient ventilation but where necessary mechanical ventilation should be provided and regularly maintained e.g. Fans.

Temperatures
 


For workplaces where the work is mainly sedentary e.g. office, the temperature should normally be at least 16o C. Department/Branches should have a thermometer to allow employees to check.

Lighting




Lighting should be sufficient to enable people to work and move about safely. Automatic emergency lighting, powered by an independent source, should be provided where sudden loss of flight would create a risk.

Cleanliness and waste materials



Furniture, furnishings and fittings should be kept clean and it should be possible to keep the surfaces of floors, walls and ceilings clean. Cleaning and the removal of waste should be carried out as necessary by an effective method. Waste should be stored in suitable receptacles.

Maintenance

The workplace and certain equipment, devices and systems should be maintained in efficient working order so as not to cause a risk to health, safety and welfare if a fault occurred.

Floors and “traffic routes”
Floors should not be uneven or slippery and should be kept free of obstructions. Staircases should be provided with a handrail on at least one side and on both sides if there is a particular risk.

Falling objects
Materials and objects need to be stored and stacked in such a way that they are not likely to fall and cause injury. Any problems with racking or shelving should be reported immediately. Heavy items should be stored ideally at hip level or lower.
Transparent or translucent doors/windows

If there is a danger of people coming into contact with glazing, it should be marked or incorporate features to make it apparent.

Sanitary conveniences and washing facilities
These and the rooms containing them should be kept clean and be adequately ventilated or lit. Washing facilities should have running hot and cold or warm water, soap and clean towels or other means of cleaning or drying. Men and women should have separate facilities unless the facility is in a separate room with a lockable door and is for use by only one person at a time.

Drinking water
An adequate supply of drinking water with suitable cups should be provided.

Accommodation for clothing

Adequate, suitable and secure space should be provided to store employee’s own clothing etc.

Facilities to rest and eat meals
Rest areas should be large enough and have enough seats with backrests and tables for the number of employees likely to use them at one time. Work areas can be counted as rest areas and as eating facilities provided they are adequately clean and there is a suitable surface on which to place food

Suitable rest facilities should be provided for pregnant women close to sanitary facilities and where necessary, should include the facility to lie down.

Rest areas away from the workstation should include arrangements to protect non-smokers from discomfort caused by tobacco smoke. There is now a no smoking policy in all Editec offices.

3.14 Safety Signs and Signals

It is the responsibility of the branch manager or departmental manager to ensure that suitable and sufficient safety signs and signals are available within the workplace.

In June 1992, an EC Directive was passed relating to the minimum requirements for the provision of safety and health signs at work.  The directive requires employers to use a safety sign wherever there is a health or safety risk which cannot be avoided or controlled.

Therefore, as such, signage now becomes part of the employers general control measures that all employers must implement as a result of their risk assessments.

Signs must contain a pictogram to convey the message, instead of relying solely on text.  For most firms who already use safety signs, the new rules probably will not mean any significant changes; signs in the regulations are already covered by the existing British Standard BS 5378:1980 safety signs and colours which contains the same pictograms.

1. Fire equipment signs are square or rectangular in shape with a red background and white pictogram.  This sign denotes the location of fire fighting equipment.

2 Safety condition signs are square or rectangular in shape and have a green background with white pictograms and lettering.  Examples of such signs are exit routes and first aid.  The mean the safe way to do something.

3.
Warning signs are triangular in shape with a yellow background an black pictogram and lettering.  They mean danger – proceed with caution.

4.
Prohibited signs are round in shape with a white background and a red perimeter band and diagonal stripe.  The pictogram is black in colour.  Examples are no smoking.


5. Mandatory signs circular in shape with a blue background and white pictogram.  The mean “must do”.  Examples are wear hearing defenders in an ear protection zone.

6. Illuminated signs – where such signs are required e.g. on emergency escape routes in the event of an electrical failure, then these must have a battery back-up.

3.15 CONTROLLING OF CONTRACTORS

All employers use contractors.  They could range from occasional contractors e.g. cleaners, maintenance staff, to regular work such as security staff or catering services.  Additionally, there are one-off contractor requirements e.g. construction workers extending the premises.  When employing contractors to carry out work, both the client and the contractor have both criminal and civil legal responsibilities.

Both parties are normally employers and so have responsibilities under Sections 2 and 3 of HASAWA.  So there is a shared responsibility between the client and the contractor to ensure so far as is reasonably practicable that all necessary precautions are taken.  Those contractors who are self-employed carry the same responsibility as any other employer to make proper provisions for health, safety and welfare during their work.

Additionally, persons who control premises have further duties under Section 4 HASAWA to ensure, so far as is reasonably practicable, that the access and egress, the premises and any plant or substances therein are safe and without risks to health.

So far as civil liability is concerned, the Occupiers Liability Acts 1957 and 1984, clearly state that the client (occupier) has a duty to take reasonable care to see that visitors are safe.  Thus, if a visitor (contractor or whoever) is injured on-site, the occupier may be liable to pay compensation.  In many situations, both the client and the contractor may be deemed to be in joint occupation.

Specific Legislation

The Management of Health and Safety at Work Regulations 1999 are relevant since they lay down general principles in managing health and safety in general:

· Risk assessment

· Adequate and appropriate health and safety arrangements

· Appropriate health surveillance

· Procedures for imminent and serious danger

· Co-operation and co-ordination in shared workplaces

· Persons working in host employer’s undertakings

Where the contractor is involved in significant construction works then the Construction (Design and Management) Regulations 1994 will also apply.

Everyone who works on another person’s premises should be made aware of the health and safety standards that they have to achieve in order to satisfy the occupiers health and safety policy.  However, case law has shown that it is not acceptable just to set standards, you must enforce and monitor these standards as well.

Many accidents happen to contracts and sub-contractors and others as a direct result of their working on other people’s premises.  Sometimes this may be due to their not knowing enough about the premises, what goes on in the premises or what is required of them whilst they are on the premises. Editec Ltd notify it’s sub contractors that Health and Safety Procedures are available from the main hiring client (BBC, BSkyB etc) by indicating such on its Operator Booking form. Sub contractors can then obtain specific H&S procedure information from the relevant company / location.
Procedure

The control of contractors is essentially a risk management exercise and so will involve four distinct phases:

1. Assessment

2. Control

3. Monitoring

4. Review

Phase 1 : Assessment of Competence

It is important at the selection stage to confirm the competency of a contractor to carry out the work required.  This can be confirmed in a variety of ways but they should, so far as is reasonably practicable, be in writing.  The degree of such checks will be decided by what is reasonably practicable.  Such confirmation could include:

· Checking the adequacy of their safety policy

· Evidence of risk assessments form previous contracts

· Arrangements and provision of training

· Copies of appropriate insurance

· Access to and competence of their health and safety advice (contractor questionnaire and curriculum vitae)

· References from other clients for similar work

· Accident and ill-health statistics (examination of past performance)

· Any previous prosecutions and/or enforcement notices

· Evidence of a regular workplace inspection system

· Membership of recognised trade bodies

· Details of training provided to heir employees

· Presentation before the client, which will allow for question and answers

Phase 2 : Control

Medium to large organisations which regularly employ a wide range of contractors operate a form of Contractors Conditions which lay down ground rules for all contractors whilst operating on the site.  Note that these ground rules are effectively for the works.  This is important since there is a potential of vicarious liability for the client if something should go wrong.  However, this will only be a problem where the contractor takes control of the contractor (telling them what to do and how to do it).

In order to avoid such vicarious liability, best practice requires the contractor to tell the client how they intend to carry out the works.  This is normally achieved by use of method statements.

A good method statement addresses the following issues:

· What is to be done

· How it is to be achieved

· Where and exactly when it is to be done

· Any special skills required

This method statement should identify stages or parts of the job where there is a significant risk to health and safety which, in turn, is dealt with by a detailed risk assessment.  It is vital that works do not commence until the client is satisfied with the method statement.

Phase 3 : Monitoring

Monitoring here means checking that what is actually happening is what should be happening.  This should consist of an inspection and auditing programme which should ensure that:

· Relevant legislation is being complied with

· The method statement is being complied with

· Appropriate risk assessments are being followed 

· There is management “commitment” and “people involvement” with effective communication between the two.

It is also a good idea to carry out ‘ad hoc’ checks on any training that the contract requires the contractor to provide, typically tool box talks.  This is not only to ensure that it is being provided but also its effectiveness.

On a long term contract, audits may well be conducted in order to confirm how well the performance of the contractor’s safety management system is working.

Safety Committees are another consideration, especially where there are a number of contractors working at the same time.  This committee would be chaired by the client, (or principal contractor, if and when the contract falls under the scope of the Construction (Design and Management) Regulations).

Where problems are identified, they should ideally be sorted out as soon as possible and this means verbally.  However, should the problem not be rectified or be very serious, then it will need to be formally recorded and communicated to the contractor.  This is typically done by issuing a “departure notice”, which contains a detailed description of when and where and why there is a problem.  It will also contain a rectification date by which remedial action must have been taken.

The departure notice in this context is referring to a departure from the quality system governing the works and therefore requires rectification to re-instate conformance.  Furthermore, it also requires an examination as to what went wrong with the contractor’s own monitoring procedures, especially when non-conformance becomes a regular occurrence.

Failure to comply with a contractor’s own method statement/risk assessment means that they are in breach of contract and the first sanction here would be the threat of legal action.

Phase 4 : Review

At conclusion of the contract, the contractor’s performance should be reviewed in totality.  This is where the second possible threat to a contractor lies.  Since best practice requires employers to use preferred suppliers, these suppliers are those who provide best value and it is possible that this subsequent review might result in their being removed from this list and, ultimately, prevented from being invited to tender for future works.

3.16
COMPANY CARS


The health and safety arrangements for the maintenance and driving of company cars are contained in the company car handbook, issued to all company car drivers and others who may drive company vehicles.  It is the responsibility of managers to bring this information to the attention of those driving company vehicles.

3.17
LONE WORKERS


It is the Company’s policy not to allow a single individual to work alone in a branch or office.  In particular circumstances where this is unavoidable, suitable and sufficient security precautions should betaken.  These may include ensuring that the building is adequately locked from the inside and contacting the individual at prescribed regular intervals.


In instances whereby a company employee visits customers or other business contacts on their premises, it is ensured that the individual contacts the branch by telephone at pre-planned regular intervals.  Failure to do this will lead to a call from the branch or office to the person to ensure that they are safe and secure.

3.18
EMPLOYEE HEALTH AND SAFETY CONCERNS


If employees have any concerns relating to the health and safety of the working environment or any working practices, they should normally follow the procedure below:

· Make your concerns known to the manager or supervisor.  He or she will discuss them and try to resolve the matter quickly.  In order to do this, he or she may request, in appropriate circumstances, that you set out your concerns in writing.  Any decision or action proposed by him/her will, where appropriate, be set out in writing and given to you.

· If the manager or supervisor reaches a decision that is not satisfactory to the employee, you may take your concerns or your complaint to the Health & Safety Director.  He/she will require you to provide him/her with a copy of any written complaint that you provided to your manager or supervisor.  In every case, the Health & Safety Director will arrange a meeting in order to discuss the issues fully with you.  The Health & Safety Director will consider fully the concerns brought before him and will attempt to resolve the matter.  You will be given a written note of the Health & Safety Director’s decision of any proposed action.

· If the Health and Safety Director reaches a decision or takes action that is not satisfactory to you, you may take your concerns to the Managing Director.  You will need to provide him with any copy of the written complaint that you provided the Health & Safety Director.   In every case, the Managing Director will arrange a meeting in order to discuss the issue fully with you.  The Managing Director will fully consider the concerns brought before him in an attempt to resolve the matter.  You will be given a written note of the Managing Directors decision or proposed action.  This decision will be final.

The Company  will make every effort to deal consistently with any disclosures in a fair, objective and discreet manner.  Any employee who has concerns about health and safety within the workplace will not be punished or victimised for his/her disclosures of confidential information in good faith, in accordance with the Public Interest Disclosure Act 1998.  Any victimisation or harassment of any employee by any other employee, supervisor or manager for having raised a legitimate health and safety concern will constitute an act of gross misconduct for which the appropriate penalty will be summary dismissal.

SECTION 4 - DOCUMENTATION

4.1 Applicable Acts and Regulations

The following Acts and Regulations are relevant for Editec Ltd activities and are covered by this Policy.

Act/Regulation
Section Index

Health and Safety at Work etc Act 1974
Overall

Management of Health and Safety at Work Regulations 1999
Overall

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995
3.2

The Health and Safety (First Aid) Regulations 1981
3.5

The Fire Precautions Act 1971
3.7

The Fire Precautions (Workplace) Regulations 1997 (revised)
3.7

The Display Screen Equipment Regulations 1992
3.8

Manual Handling Operations Regulations 1992
3.9

Control of Substances Hazardous to Health Regulations 1999
3.10

Electricity at Work Regulations 1992
3.12

Personal Protective Equipment Regulations 1992
3.12

The Workplace (Health, Safety and Welfare) Regulations 1992
3.13

The Health and Safety (Safety Signs and Signals) Regulations 1996
3.14

Health and Safety (Consultation with Employees) Regulations 1996
2.6

4.2 Health and Safety Noticeboard and File

If there is sufficient wall space in your department/branch please set up an area to display Health and Safety information.

All department/branches also need a Health and Safety file in which to keep signed training checklists for example. Department/branches without room for a Health and Safety Notice board can use this instead.

What should be on the notice board?:

· The Health and Safety at Work Act - what you should know poster

· Editec Ltd Ltd Health and Safety policy

· First Aid information - location of box and name of first aider

· Certificate of Employers and Public Liability Insurance

· Accident book

· Current risk assessment

· Current health and safety inspection

· Fire evacuation signs (these will also be elsewhere in the office)

What should be retained in the file?:

· Summary sheet of risk assessments, inspections, drills and alarm checks

· Previous risk assessments

· Previous health and safety inspections

· Fire drill records

·  Fire alarm checks

· Induction checklists

· Safety information sheets

· Manual handling information

· Health and safety meeting minutes

·  Health and safety training records

4.3 Health and Safety Forms

Example forms covering the various Health and Safety systems are attached.

For each application, the most up-to-date form will be available from the health and safety officer and should be obtained therefrom.

	RISK ASSESSMENT FORM



	Location/Sites:

	Task/Activity:
	


	Name: 

	Position: 
	Date: 
	Reference No.


	No.
	Hazard

Identification
	Associated

Risk(s)
	Who & No. at Risk
	Existing Controls
	Consequence
	Likelihood
	Current Risk Rating
	Additional Controls
	Post Risk Rate

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


RISK ASSESSMENT FORM

	No.
	Hazard

Identification
	Associated

Risk(s)
	Who & No. at Risk
	Existing Controls
	Consequence
	Likelihood
	Current Risk Rating
	Additional Controls
	Post Risk Rate

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


RISK ASSESSMENT FORM

	No.
	Hazard

Identification
	Associated

Risk(s)
	Who & No.. at Risk
	Existing Controls
	Consequence
	Likelihood
	Current Risk Rating
	Additional Controls
	PostRisk Rate

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	FIRE RISK ASSESSMENT



	

	The Fire Precautions (Workplaces) Regulations 1997

The Management of Health and Safety at Work Regulations 1999
	Company             

Location

Manager:              

	

	Assessment type:
	Initial
	
	Follow up
	
	Review
	

	

	Location:
	
	Date of initial
	
	Date of follow up
	
	Date of review
	

	

	Assessor:
	
	Others:
	

	

	Asset owner:
	
	
	Warehouse
	
	Property
	
	Other
	

	METHOD

	The risk to be assessed:-   The risk to persons being trapped by fire, injured as a result of fire, or harmed by fire whilst they make an escape

i) Identify hazards and sources of ignition

ii) Assess whether any fire that could occur would endanger persons and their escape

iii) Decide what action is required to reduce the risk of harm

iv) Check compliance with statutory requirements

v) Draw up prioritised action plan to resolve deficiencies

vi) Establish review dates

	GENERAL DESCRIPTION OF PREMISES

	


FIRE RISK ASSESSMENT
	PROBABILITY (LIKELIHOOD) OF FIRE OCCURING (A)



	High                  3
	If work continues as it is, there is almost 100% certainty that a fire will occur

	Medium             2
	A fire is possible in medium to long term

	Low                   1
	It is unlikely that fire will occur

	CONSEQUENCE (SEVERITY) OF EFFECTS OF FIRE (B)



	High                  3
	Causing single or multiple deaths, major burns, loss of operations from 1-4 weeks

	Medium             2
	Minor injuries, loss of operations from 3-7 days

	Low                   1
	No injuries, up to 3 days loss of operations

	INTERPRETATION



	TOTAL
	RISK
	PRIORITY RATING
	ACTIONS

	9
	High
	Priority 1 HIGH
	Immediate action must be taken to minimise risk.  Line management to be informed.

	6-3


	Medium
	Priority 2 MODERATE
	Action to be taken within a year.  Target date set for implementation of control measures

	2-1


	Low
	Priority 4 LOW
	No further action required, set appropriate review date


FIRE RISK ASSESSMENT
	HAZARD & IGNITION SOURCE ANALYSIS
	Company             

Location:             

Manager:             

	Room or Area.

.
Note: One section per room or area
	Maximum number of persons at risk: 

Time to evacuate 

	Id

No.
	Hazard to persons
	Existing control measures
	Likelihood of fire (A)
	Effect (B)
	Total

A x B
	Risk
	Priority

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


FIRE RISK ASSESSMENT
	REVISED ASSESSMENT IF FURTHER CONTROLS ARE IMPLEMENTED
	Company              

Location:              

Manager:              

	Id

No.
	Further control measures required
	Likelihood of fire (A)
	Effect (B)
	Total

A x B
	Risk
	Priority

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


FIRE RISK ASSESSMENT
THE FIRE PRECAUTIONS (WORKPLACE) REGULATIONS 1997

	1 The ‘regulatory items’ are ONLY to protect the safety of employees from fire, i.e. to prevent them from being trapped/ injured whilst escaping.  If such an ‘item’ is not required to satisfy such a need, then it is not required.

2 In assessing if an ‘item’ is required, regard should be made for any features of the workplace, the activities carried on there, any hazards present, and any other relevant circumstances.

3 
In assessing the number, size, and distribution of exit routes, regard should be taken of the total number of persons present.
	Company             

Location:              

Manager:              

	
	

	REGULATION 4
	Y/N
	ACTIONS
	PRIORITY

	Has workplace appropriate FF/E, detectors and alarms?
	
	
	

	Fire fighting equipment accessible & signed?
	
	
	

	Are active fire fighting measures required?
	
	
	

	If yes, have persons been nominated and trained?
	
	
	

	Has necessary contact been made with external services re: rescue and fire fighting
	
	
	

	REGULATION 5
	Y/N
	ACTIONS
	PRIORITY

	Do exit routes lead to a place of safety by a direct route?
	
	
	

	Can the workplace be evacuated quickly and safely?
	
	
	

	Are exit routes adequate size, dimensions & distribution, considering use, equipment, & max No. people present?
	
	
	

	If necessary, do exit doors open in the direction of exit?
	
	
	

	Are revolving or sliding doors used specifically as exits?
	
	
	

	Are exits secured to be easily & immediately opened?
	
	
	

	Where required, are exits indicated by signs?
	
	
	

	Where req. are exit routes illuminated by emergency light
	
	
	


FIRE RISK ASSESSMENT
	
	Company           

Location:              

Manager:              

	REGULATION 6
	Y/N
	ACTIONS
	PRIORITY

	Are the measures required by Regulation 4 & 5 above subject to a system of maintenance, maintaining it in an efficient working order and good repair?
	
	
	

	THE MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999



	REGULATION 7 - PROCEDURES
	Y/N
	ACTIONS
	PRIORITY

	Has a fire procedure been established?


	
	
	

	REGULATION 8 - PROCEDURES
	Y/N
	ACTIONS
	PRIORITY

	Have employees been informed of the fire procedure?


	
	
	

	REGULATION 11 (2) - TRAINING
	Y/N
	ACTIONS
	PRIORITY

	Have employees been trained in the fire procedures?


	
	
	


FIRE RISK ASSESSMENT
	FINDINGS
	Is a safe escape possible without hazard in the time required?
	
	
	Company             

Location:              

Manager:              


ACTION PLANS

	ID

No.
	PRIORITY
	SUMMARY OF CONTROL MEASURES REQUIRED
	DATE REQ. BY
	PERSON RESPONSIBLE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	NOTES:

(A) Ratings with * next to them indicate, in the eyes of the assessor, an elevated importance, not indicated by the rating system alone.

(B) Escape times are assumed as possible, if obstructions and bolts removed.
	Company

Location:

Manager:


Signed:


………………………………………….
…




Date: 

      ………………………..   

Copy to:


 ………………………………………….…




Followed up by:      ...............................

Actions authorised by: 
 ...............................................................




Date of follow up: ……………………….

Safety Inspection Observations/Recommendations

	Observations
	Recommendations
	Priority
	Cost

	General Points:


	
	
	

	
	
	
	

	
	
	
	


Safety Inspection Observations/Recommendations

	Observations
	Recommendations
	Priority
	Cost

	General Points:


	
	
	

	
	
	
	

	
	
	
	


INSPECTION CHECKLIST


Branch/Site Location:-
Date:-

Industrial
(
No of permanent staff on site:


Commercial 
(
Trained first aid staff:

Others
(
Appointed first aiders:

This form is to be completed by staff visiting a Editec Ltd location who are able to observe the general layout and health and safety aspects of the premises in the following areas:

Health & Safety Policy Display
(
Risk Assessment Completed
(
Date of Risk Assessment

Fire Extinguishers
(
Date of Check

PAT Testing Completed
(
Date of Check

Corridors/stairs clear of obstructions
(
Office floor clear of stored items
(
Food areas clean and tidy
(
Toilet facilities clean and tidy
(
Furniture suitable/good condition
(
Clear warning of permanent hazards
(
No trailing wires or similar hazards
(
No overloaded electrical sockets
(
Servers unobstructed
(
Computers/screens well positioned
(
No frayed carpets or trip hazards
(
Fire exits unobstructed and usable
(
Emergency signage clear
(
HSE poster completed
(
No obvious security exposures
(
First aid box
(
Accident book
(
Employers liability certificate
(
Lighting adequate
(
Points Noted / General Observations

Completed by:
Print name:

The observations on this form have been brought to my attention

Branch representative:
Name:


Use reverse of form if more space is required to record your observations

Please leave a copy of this form for the branch manager and send a copy to Alan Ratcliffe

Fire Drill Records

	Date of Drill
	Attendees
	Muster Points
	Comments

	
	
	
	


Fire Alarm Checks

	Date of Check
	Time
	Tested By (signature)
	Comments

	
	
	
	


New Employee Checklist at Branch

NAME:
BRANCH:



	· Alarm system (if applicable)
	
	(

	· Cleaners and times
	
	(

	· Confidentiality
	
	(

	· Confirm contract and photo returned
	
	(

	· Deadline for outgoing post
	
	(

	· Doctor/dentist appointments
	
	(

	· Dress code
	
	(

	· Emergency key holder
	
	(

	· Expenses and petty cash rules
	
	(

	· Explain contract and policies inc. salary, bonus, holidays, car, sick, pension, hours of work, conditions, licence, training, discipline, PPP etc.
	
	(

	· Eye test
	
	(

	· Fire alarm system/fire exits
	
	(

	· First aid kit/person responsible
	
	(

	· Head office services
	
	(

	· Health & safety inc. Accident procedures/VDU
	
	(

	· Hotel rules
	
	(

	· Intro to the branch
	
	(

	· Intro to the company/business
	
	(

	· Job description
	
	(

	· Key holders
	
	(

	· Lunchtime eating/drinking
	
	(

	· Mission statement
	
	(

	· Overview of computer systems
	
	(

	· Parking facilities
	
	(

	· Performance review system
	
	(

	· Petty cash system
	
	(

	· Quality manual
	
	(

	· Sickness/absences/holidays
	
	(

	· Smoking policy
	
	(

	· Staff contact telephone numbers
	
	(

	· Telephone system and answering
	
	(

	· Training plan
	
	(

	· Useful telephone numbers
	
	(

	· Visitors to branch
	
	(


Signed: [Employee] ………………………………………………………..

Signed: [Manager] ………………………………………………………….

Dated: ………………………………………………………………………...
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