Health and Safety at Work
Arrangements for Implementation of Policies
Introduction
The Organisation has formulated Statements of Policy in respect of health and safety at work. The
main statement refers to overall health and safety and is supported by additional statements of
policy covering the following specific matters:	


	


	


-	


Violence at Work

	


	


	


-	


Environmental Procedures

	


	


	


-	


Equal Opportunities

	


	


	


-	


Alcohol & Drugs

Each policy statement sets out the aims of the company with regard to that particular subject and
is supported by arrangements, procedures and guidance designed to assist in achieving those aims.
So, rather than taking a single policy or procedure in isolation, it is better to consider the whole
structure, albeit arranged into five separate headings :	

	


i).	

	


The Policy
What the aims of the Company are, with regard to health and safety at work.

	

	

	


ii).	

	

	


Responsibilities
Who within the organisation is responsible for the various aspects of health and safety
management and compliance.

	

	

	

	


iii).	

	

	

	


Arrangements
The ‘nuts and bolts' of how the policy is implemented and adhered to. These are
essentially instructions and advice of use to those undertaking specific operations
within the Organisation.

	

	

	


iv).	

 Safe Systems of Work
	

Instructions and guidance on carrying out various activities safely and according to
	

tried and tested methods.

	

	

	


v).	

	

	


Other Information
There are several additional sections in the manual which deal with such matters as the
control of contractors, training, risk assessments etc.

General Health and Safety Arrangements
This section contains general instruction, information and guidance which will assist in the effective
management of health and safety at work. Certain matters addressed will be relevant to subjects
covered under the main headings below. For this reason, no information should be considered in
isolation.
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Advanced Carpentry Solutions Ltd
35 Bluebell Drive, Pontyclun, Llanharan, Mid Glamorgan, CF72 9UN

ARR P1

OCCUPATIONAL HEALTH
It is estimated that in excess of 2 million people in the U.K. currently suffer from an illness caused
by, or made worse by, the working environment.
This organisation recognises that effective management of occupation health will have positive
benefits for the company as a whole and the individuals at work within it. Individuals who suffer
poor health are obviously unable to work at full efficiency and can therefore affect the overall
profitability and viability of an organisation.
Occupational health considers the effect that work may have on health and the effect that health
can have on work. It aims to prevent ill health, rather than cure it.
The World Health Organisation consider that occupational health management should focus on:
-	

	

	


The protection and promotion of the health of workers by preventing and controlling
occupational diseases and accidents and by eliminating occupational factors and conditions
hazardous to health and safety at work.

-	

	


The development and promotion of healthy and safe work, work environments and work
organisation.

-	

	


The enablement of workers to conduct socially and economically productive lives and to
contribute positively to sustainable development.

Line managers must ensure that they consider occupational health when planning and undertaking
work, ensuring that the most suitable personnel are used in the most effective manner for every
work activity.
Monitoring the health of employees is essential in the early recognition of problems and potential
problems. This can be achieved in a variety of ways, such as:Encouraging the reporting of symptoms
There are no specific legal requirements to carry out health surveillance in order to
monitor exposure to health risks such as manual handling, work-related upper limb
disorders, stress related diseases and symptoms from whole body vibration. This is 	

because
valid ways to detect ill health do not yet exist and/or the link between work and the ill health
conditions may be uncertain. Consequently, encouraging the reporting of symptoms can be
the most effective way of spotting the early signs of problems and enabling suitable and
sufficient measures to be introduced to minimise the effects of the work being undertaken.

-	

	

	

	

	

	

	

	

	

	

	

	


Analysing sickness records & managing sickness absence and returns to work
Even the most basic analysis of sickness records, for individuals or groups of workers, can
provide valuable information about the causes of ill health. For example, in individuals it could
lead to the identification of particularly stressful activities or those that cause aches and pains
in general (perhaps as a result of manual handling activities). It may also be possible to identify
where a particular activity affects groups of workers, such as after working in particular hot
or cold conditions, poor breathable air etc.
If employees do have significant time off work, it is important to manage the absence by
adopting certain simple measures, such as keeping in contact, providing reassurances and
encouraging the return to work without putting undue pressure on individuals to return
before they are fully able to do so. It may be necessary to introduce a phased return to
work for some employees, perhaps by sanctioning shorter shifts or working weeks etc.
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-	

	

	

	

	

	

	

	


-	

	

	


Health surveillance
Health surveillance is about systematically watching out for early signs of work-related ill
health in employees exposed to certain health risks. It is explained in more detail below.

South Wales Safety Consultancy Ltd are able to provide guidance and advice relating to
occupational health, either directly, or through their partners, Insync Corporate Healthcare.
HEALTH SURVEILLANCE
As mentioned above, health surveillance is nothing more than a means of identifying health
problems and potential health problems at an early stage, thereby enabling effective controls to be
devised and implemented. It can show how well existing control measures are working and help to
pinpoint where further action is necessary. Procedures can be put in place to achieve this, such
as :-	


simple methods, like looking for skin damage on hands from using certain chemicals.

-	


technical checks on employees, such as hearing tests

-	


more involved medical examinations

Whether or not health surveillance is necessary should be determined by the risk assessment for
the work. Obviously, the first step is to reduce the exposure to the health hazard to such an
extent that surveillance will not be necessary, but this is not always possible, particularly where
employees may be at risk from:-	


excessive noise levels

-	


hand-arm vibration

-	


solvents, fumes, dusts, biological agents and other hazardous substances

-	


asbestos

-	


lead

-	


work in compressed air

-	


ionising radiations

-	


diving operations

In its simplest form, health surveillance involves employees checking themselves for signs and
symptoms of ill health, but only as part of a wider health surveillance programme. In addition, the
individuals concerned must be trained on how to carry out the checks, what to look for and how
to report these symptoms. Simple questionnaires could also be used, both before a person
commences a potentially hazardous activity/occupation and then routinely as the work continues.
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A responsible and trained person can also be trained to make basic checks on others, such as
looking for signs of rashes caused by exposure to hazardous substances. If it is necessary to carry
out examinations or question individuals about their symptoms, then an occupational nurse should
be used.

Finally, for certain hazards, clinical examinations will be needed and must be carried out by a
doctor suitably trained in occupational medicine. It is essential that comprehensive records are
kept of all types of health surveillance carried out.
In the construction industry, the HSE have identified specific areas where health surveillance may
be necessary. These are:-	


Hand arm vibration

-	


Noise induced hearing loss

-	


Skin disorders

-	


Respiratory disease

-	


Musculo-skeletal disorders

-	


Work related stress

-	


Other safety critical work

If the exposure can be adequately controlled by effective health and safety management, then
health surveillance may not always be necessary. For example, the Control Of Vibration at Work
Regulations establishes the necessity for health surveillance, but only where the exposure exceeds
the exposure action value (although a risk assessment may identify the need for surveillance for
exposures below this level in certain circumstances).
Further information about health surveillance and other ways of minimising risks to workers can
be found elsewhere in this manual (e.g. the Safe Systems of Work section). Additional guidance can
be obtained from SWSC and Insync Corporate Healthcare by sending an email enquiry to
occupationalhealth@swsconsultancy.com
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STRESS
Stress is defined as the adverse reaction people have to pressure. It isn’t a disease, but if stress
is intense and goes on for some time, it can lead to mental and physical ill health (e.g. depression, nervous breakdown, heart disease). Consequently, it is important to recognise that excessive stress is a major cause of occupational ill health.
In order to minimise the likelihood of employees suffering from unhealthy levels of stress, the
following measures can be taken:• An informal assessment should be carried out to ascertain whether anyone may be at
risk as a result of their responsibilities or work load;
• Jobs must be designed to be within the capabilities which employees can reasonably be
expected to have;
• Line managers will take into account the need to minimise stress when allocating work
• Employees may raise concerns about any uncertainties or conflicts they may have in
their role and responsibilities with their line manager or with the Safety Director;
• Policies and procedures must be devised to adequately support employees;
• Management must promote positive behaviour at work to avoid conflict and ensure
fairness. Policies are in place to enable and encourage managers to deal with unacceptable behaviour.
• Employees will be consulted, as appropriate, about any significant changes to their duties;
If any employee feels they are suffering from stress, they should report the matter to their line
manager who will:
Listen to them to see if the stress is work related and if it is:
Try to identify the conditions that may give rise to stress;
Involve the employee in decisions;
If necessary, encourage them to seek further help through their doctor;
Treat the employee with understanding and maintain confidentiality;
Consult the Safety Director who will if necessary seek professional advice about how
best to respond to the employee’s needs, where appropriate making a referral to an
appropriate specialist;
6. Take steps to control any work related sources of stress;
7. Consider if other employees are also experiencing stress but haven’t reported it yet.
1.
2.
3.
4.
5.
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CONSTRUCTION (DESIGN AND MANAGEMENT) REGULATIONS 2015
The Construction (Design and Management) Regulations, or CDM, were originally introduced in
1994, but underwent major change in 2007, when they also incorporated the Construction
(Health, Safety & Welfare) Regulations 1996. Further changes were made to the Regulations in
April 2015.
When appointed Principal Contractor this Company accepts its responsibility to implement
and properly manage health and safety measures on site and take reasonable steps to ensure the
following:-	

	


That Clients are aware of their duties under the Regulations and that a Principal Designer
has been appointed (where required).

-	

	

	

	

	


Co-operation between all sub-contractors so far as is necessary to enable each of those
contractors to properly control their activities so as to ensure that their work is carried
out in strict compliance with all relevant statutory health and safety provisions and our
Company Safety Policy - Safe Systems of Work section, together with any specific rules
contained in the Construction Phase Plan (CPP).

-	

	

	


That Sub-contractors ensure that their operatives are properly trained, work safely and
bring to the notice of our Site Manager any matters requiring attention as they affect the
health and safety of persons at work on the site.

-	

	


That only authorised persons are allowed onto any part of the site under our control and
that every effort will be made to prevent unauthorised access to our sites.

-	

	


That a copy of the "Notification of Project" (F10 rev) is displayed in a position where it can
be read by any person at work on the site (typically in the site office).

-	

	

	

	

	

	

	


Prior to commencement and during the construction phase, the Company will develop and
implement a CPP, based upon the information provided by the Client and Designers
(including the Principal Designer) in the Pre Construction Information Pack, setting out the
arrangements for the management of the construction work and monitoring of compliance.
The CPP will either contain or refer to copies of Method Statements, Risk and other written
Assessments, Certificates of Training, Management Arrangements, procedures, induction
training records etc., in accordance with Appendix 3 of the Regulations.

The Site Manager will provide sub-contractors with any health and safety information affecting
employees and will ensure that such information is brought to the notice of employees. He will
ensure that the Principal Designer is promptly provided with all relevant information regarding
sub-contractors and will provide any necessary information and documents for the Health & Safety
File.
The Site Manager will also encourage discussions with, and accept advice from, the workforce and
consider co-ordination of their views.
Regulations 5, 7, 8, and 12-15 of CDM contain specific requirements relating to the
activities of the Principal Contractor and Contractors. The Site Manager will ensure that he is
aware of the requirements of these Regulations and will ensure that a copy of the CDM
Regulations or guidance on them is available for reference.
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Part 4 of the Regulations deals with duties relating to health and safety on construction sites,
including the following:-	

-	

-	

-	

-	

-	

-	


Site security
Demolition and dismantling
Excavations
Inspection regimes
Traffic management & vehicles
Fire
Emergency procedures

Information about all the above topics can be found elsewhere in this manual, together with
guidance on other important topics, such as welfare, noise, vibration etc.
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There will be occasions when the Company will be appointed as a Contractor, rather than the
Principal Contractor. In such circumstances, the Company will ensure that it complies with all the
requirements of CDM and other relevant legislation. In particular, the person with overall
responsibility for the project must ensure that the following requirements are adhered to:-	

	


Check that the client is aware of their duties. This can be done by making enquiries of the
client directly or, more usually, checking with the Principal Contractor.

-	

	


Ensure that our organisation is competent and adequately resourced to undertake the work
and that anyone the Company engages is also competent.

-	

	


Our own work is planned, managed and monitored to such an extent that ensures that
persons under our control (and others who may be affected) are safe.

-	

	


Ensure that contractors we engage are informed of the minimum time they will be given to
allow them to plan and prepare their work before starting on site.

-	

	

	


Provide workers under our control with all the information necessary to enable them to
work safely on the contract. Usually, this will be dealt with by the Principal Contractor’s
site induction, but where necessary a separate, Company induction, should be given.

-	


Consult with the workforce on matters related to health and safety.

-	

	


Ensure that specialist advice is sought where appropriate (e.g. from a structural engineer or
occupational hygienist).
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The Company may also act as Designers, irrespective of any other role we may perform. All
designers have specific duties under CDM. Design work includes the preparation and alteration of
drawings, specification of materials, design of temporary works, specification of a particular method
of work, etc.
Where we are involved in design work we must comply with the following:-	

	

	

	


Ensuring that we are competent, in accordance with the Regulations and guidance contained
within the Regulations, to undertaken design for each particular project. Likewise, if we sub
contract out design work we must make suitable enquiries as to the competence of our
appointees.

-	


Checking that our Client is aware of their duties under CDM.

-	

	

	

	


When carrying out our design works we must avoid foreseeable risk to those who will be
involved in the construction and future use of the structure, by applying general principles of
prevention. We must co-ordinate our design work and co-operate with other designers,
and the Principal Designer (where appointed).

-	

	

	


Ensuring that we pass on details of remaining risks to those who may be affected. This
information may be provided in a variety of forms, for example, notes on drawings, written
instructions, risk assessments, etc.

-	

	

	


Where appropriate, we have to ensure that our design considers the requirements of the
Workplace (Health, Safety and Welfare) Regulations 1992 (for structures, etc., designed for
use as workplaces).

-	

	

	


We have to provide the necessary as-built information for Health and Safety File. This
information should highlight the significant foreseeable remaining risks to those involved in
the future maintenance, use, etc. of the structure.
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In addition, where we are appointed as Principal Designer we will comply with the following;-	


We will plan, manage and monitor the pre-construction phase and coordinate matters
relating to health and safety during the pre-construction phase to ensure that, so far as is
reasonably practicable, the project is carried out without risks to health or safety.

-	


We will ensure that the design team cooperates with one another and that there is
effective communication in relation to health and safety matters.

-	


We will take account of the general principals of prevention, so as to ensure the project is
carried out without risk to health and safety;

	

	

	

	

	

	

	


(a) 	

	

	

(b) 	

	

	

	


-	


We will identify and eliminate or control, so far as is reasonably practicable, foreseeable
risks to the health or safety of any person:

	

	

	


(a) 	

(b) 	

(c) 	


-	


We will liaise with and make necessary checks to ensure all designers comply with their
duties in regulation 9.

-	


In fulfilling the duty to coordinate health and safety matters, we will ensure that all persons
working in relation to the preconstruction phase cooperate with the client, the principal
designer and each other.

-	


We will assist the client in the provision of the pre-construction information required by
regulation 4(4); and so far as it is within our control, provide pre-construction information,
promptly and in a convenient form, to every designer and contractor appointed, or being
considered for appointment, to the project.

when design, technical and organisational aspects are being decided in order to plan
the various items or stages of work which are to take place simultaneously or in
succession;
when estimating the period of time required to complete such work or work
stages, the principal designer must take into account the general principles of
prevention and, where relevant, the content of any construction phase plan and
health and safety file.

carrying out or liable to be affected by construction work;
maintaining or cleaning a structure; or
using a structure designed as a workplace.
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-	


We will assist the Principal Contractor in preparing the construction phase plan by
providing all information we hold that is relevant to the construction phase plan including;

	

	


(a) 	

(b) 	


-	


We will liaise with the Principal Contractor for the duration of our appointment and share
with them information relevant to the planning, management and monitoring of the
construction phase and the coordination of health and safety matters during the
construction phase.

-	


We will ensure that the Health and Safety File is prepared during the pre construction
phase and appropriately reviewed, updated and revised from time to time to take account
of the work and any changes that have occurred. The file is to be passed to the Client at
the end of the project.

pre-construction information obtained from the client;
any information obtained from designers.

We will ensure that our appointment is confirmed in writing by the Client, with the exception
when working for domestic clients.
As necessary, we will utilise the services of South Wales Safety Consultancy Limited to advise and
assist us in carrying out our duties as Principal Designer.
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Where we are a Client for a construction project we acknowledge our duties under the Construction (Design and Management) Regulations 2015 and will comply as follows:
-	


We will make suitable arrangements for managing the project, including the allocation of
sufficient time and other resources, so that construction work can be carried out, so far as
is reasonably practicable, without risks to the health or safety of any person affected by the
project.

-	


Where there is more than one contractor, or if it is reasonably foreseeable that more than
one contractor will be working on a project at any time, we will appoint in writing:
(a) a designer with control over the preconstruction phase as Principal Designer, as earlier
as possible during the design stage, e.g. at concept, to plan, manage and monitor the pre
construction phase of the project; and
(b) a contractor as Principal Contractor to manage and co-ordinate the construction phase
of the project.
We will ensure that these appointments are made as soon as is practicable, and in any
event, before the construction phase begins.

-	


As a person who is responsible for appointing designers or contractors to carry out work
on a project, we will take reasonable steps to satisfy ourselves that the designer or contractor have the skills, knowledge and experience and, if they are an organisation, the organisational capability, necessary to fulfil the role that they are appointed to undertake, in a manner that secures the health and safety of any person affected by the project.

-	


We will notify the Health and Safety Executive of the project on the Form F10, where applicable, as soon as is practicable before the construction phase begins. A project is notifiable if the construction work on a construction site is scheduled to last longer than 30
working days and have more than 20 workers working simultaneously at any point in the
project; or exceed 500 person days.
We will ensure that the notification (Form F10) is clearly displayed in the construction site
office in a comprehensible form. If necessary, we will ensure that the notification is periodically updated.
We will provide suitable and sufficient pre-construction information as soon as is practicable to every designer and contractor appointed, or being considered for appointment, to
the project. We will discuss the suitability of this information with the Principal Designer,
where appointed.

-	


We will ensure that before the construction phase begins, a construction phase plan is
drawn up by the contractor if there is only one contractor, or by the principal contractor.
We will ensure that it includes suitable arrangements to ensure that construction work can
be carried out, so far as is reasonably practicable, without risks to the health or safety of
any person affected by the project.

-	


If we commission a design which is prepared or modified outside Great Britain for use on
the construction project to which these Regulations apply, we will ensure that the designer’s duties under regulation 9 are complied with.

-	


We will ensure the welfare facilities required by Schedule 2 are provided in respect of any
person carrying out construction work.
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-	


-	


We will ensure that the safety management arrangements are maintained and reviewed
throughout the project, and that the duty holders comply with their individual duties. This
may be achieved through checking arrangements during progress meetings, obtaining written updates from the Principal Designer and Principal Contractors, carrying out audits or
safety inspections, etc., as deemed suitable for the individual project.

-	


For projects involving more than one contractor, we will ensure that the Principal Designer
prepares a health and safety file for the project and it is revised from time to time as appropriate to incorporate any relevant new information. In addition we will ensure is kept
available for inspection by any person who may need it to comply with the relevant legal
requirements, including passing it on to future owners should we dispose of the building.

As necessary, we will utilise the services of South Wales Safety Consultancy Limited to advise and
assist us in carrying out our Client duties.
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INFORMATION REQUIRED TO DEVELOP THE CONSTRUCTION PHASE
PLAN
In order to comply with The CDM Regulations, a Pre-Construction Information Pack must be
prepared by the Client, with assistance from the Principal Designer. This Plan must in turn be
developed and implemented by the Principal Contractor according to the requirements listed
below. Under each heading is a short explanation of the exact requirement. It is important to
remember that, where specific information is contained in other documents which form part of
the developed Plan, it will only be necessary to make reference to that information and not
reproduce it in the main body of the Plan.
For large or complex projects, additional information may be necessary. Further advice can be
obtained from SWSC.
Description of Project
a.	

 Project description and programme details, including any key dates;
b.	

 Details of client, Principal Designer, designers, principal contractors, other contractors
	

and other consultants;
c.	

 Extent and location of existing records and plans that are relevant to health and
	

safety on site, including information about existing structures when appropriate.

2.	

	

	

	

	

	

	

	

	

	


Management of the Work
a.	

 health and safety goals for the project and arrangements for monitoring and review of
	

health and safety performance;
b.	

 site rules;
c.	

 arrangements to ensure cooperation between project team members and coordination
	

of their work (e.g. by holding regular site meetings);
d.	

 arrangements for workforce involvement and consultation;
e.	

 arrangements for the carrying out of site inductions;
f.	

welfare and first aid facilities;
g.	

 fire and emergency procedures.

3.	

	

	

	

	


Arrangements for Controlling Significant, Specified Site Risks
Regulation 12(2) of CDM 2015 states The construction phase plan must set out the health and
safety arrangements and site rules taking account, where necessary, of the industrial activities taking
place on the construction site and, where applicable must include specific measures concerning work
which falls within one or more of the categories set out in Schedule 3.	


	

	


Schedule 3 of CDM 2015 lists the specified “Work involving particular risks.” and these are
reproduced below:-

	

	

	


1. 	

	

	


Work which puts workers at risk of burial under earthfalls, engulfment in swampland
or falling from a height, where the risk is particularly aggravated by the nature of the
work or processes used or by the environment at the place of work or site;

	

	

	


2.	

	

	


Work which puts workers at risk from chemical or biological substances constituting a
particular danger to the safety or health of workers or involving a legal requirement for
health monitoring;

	

	


3.	

	


Work with ionizing radiation requiring the designation of controlled or supervised
areas under regulation 16 of the Ionizing Radiations Regulations 1999;

	


4.	


Work near high voltage power lines;

	


5.	


Work exposing workers to the risk of drowning;
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6.	


Work on wells, underground earthworks and tunnels;

	


7.	


Work carried out by divers having a system of air supply;

	


8.	


Work carried out by workers in caissons with a compressed air atmosphere;

	


9.	


Work involving the use of explosives;

	


10.	

 Work involving the assembly or dismantling of heavy prefabricated components.
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DESIGN WORK
A ‘Designer' under the Construction (Design & Management) Regulations is any person who
prepares or modifies a design or arranges for a person under his control to prepare or modify a
design. The process of ‘Design' in relation to any structure includes drawing, design details, and
specification (including the specification of articles or substances).
When appointed ‘Designer' this Company undertakes to ensure that:	

	

	


1.	

	

	


The Client is aware of its duties under the Construction (Design &
	

Management) Regulations. This must be done before the Designer commences any
design work for the project.

	


2.	


Due regard is given to health and safety within the design.

	

	


3.	

	


Significant hazards associated with the design are identified and appropriate design
solutions are included with the design information;

	


4.	


The following hierarchical risk control process is follow:-

	

	

	

	


	

	


(a).	

 Consider if the hazard can be prevented from arising so that the risk can be
	

avoided;

	


(b).	

 If this cannot be achieved, the risk shall be combated at source;

	

	

	

	

	


	

	


(c).	

 Failing this, priority is to be given to measures to the use of control measures
	

which will protect all persons rather than individuals;

	

	


(d).	

 Only as a last resort should measures to control the risk by Personal Protective
	

Equipment be adopted.	


When it has been concluded that there are risks which cannot be reasonably avoided, information
shall be given about the residual risks to the contractors, and for future use is to be included in the
Health and Safety File.
CDM requires that Designers ensure their design complies with the Workplace (Health, Safety &
Welfare) Regulations 1992.
The Company also undertakes to co-operate with the Principal Designer, The Principal
Contractor and, where appropriate other Designers involved in the project.
The duties of Designers are laid down in Part 3 of the Regulations. All designers must read these
requirements and ensure that they comply at all times.
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NEW CONTRACT SAFETY CHECK SHEET
F10 Notification Form - to be supplied to Principal Contractor by the Client and include all
relevant information.
	


	


	


	


	


sign and copy to HSE

	


	


	


	


	


copy to SWSC

	


	


	


	


	


copy to site for display.

Safety Documentation	

	


Company Safety Policy statement to be available in site office.

	


	


	


	


	


Employer's Liability Certificate.

	


	


	


	


	


Construction Phase Plan.

	

	


	

	


	

	


	

	


	

	


Risk, COSHH and other Assessment forms. To be completed by Site
Manager.

	

	


	

	


	

	


	

	


	

	


Site document pack - to include copies of regulations, manual handling
poster, emergency aid poster, registers etc.

Training	


	


	


	


Discuss any specific training requirements with SWSC.

	

	


	

	


	

	


	

	


Site Foreman/supervisor to carry out 'Safety Induction' for all persons
including sub-contractors.

Sub - Contractors	


	


	


Request their :-	


	


	

	

	

	


	

	

	

	


Method Statements
Risk Assessments
COSHH Assessments
Training Records

	

	


Arrange provision for adequate welfare facilities including first aid,
soap and hot water. See policy for 	

specific requirements.

Safety Equipment	

	

	

	

	

	


	

	


Arrange adequate provision of PPE - safety helmets, 	

safety boots,
gloves, masks etc.

Safety File	

 	

	

	

	


	

	


Make arrangements with the Principal Designer to collect material
for the Safety File, to include sub-contractors documents.

	

	


	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

Welfare Facilities	
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SITE DOCUMENTATION
Construction sites must have the following available for display, reference and inspection at all
times :-

GENERAL
Health & Safety Law Poster 	

 	


	


	


Company Safety Policy Statement	


Inspection Registers	

 	


	


	


Test/Examination reports: Work Equipment

	


Employer's Liability Insurance Certificate

	


Accident Book (not to be on display)	

	

REGULATIONS

Construction (Design & Management) Regulations	

 	


COSHH Regulations

Noise at Work Regulations 	

 	


Electricity at Work Regulations

	


	


PPE Regulations 	

	

	

	

	

	

	

Manual Handling Operations Regulations 	


	


	


	


	


	


Control of Asbestos Regulations
	

	

	

Provision & Use of Work Equipment Regulations (PUWER)
Lifting Operations and Lifting Equipment Regulations (LOLER)
	

The Management of Health & Safety at Work Regulations
The Work at Height Regulations
ADVISORY DOCUMENTS
Emergency Aid Poster	

 Emergency Procedures Poster	

Poster	

	

	

	

	

Noise Schedule	

 	

	

Lifting Practise Poster

"You Are Reminded"

© SWSC Ltd
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GUIDELINES FOR THE INCLUSION OF HEALTH & SAFETY MATTERS INTO
METHOD STATEMENTS
The purpose of this section is to assist in the clear understanding of the scope of work to be
undertaken on site, the foreseeable hazards which may arise and the action to be taken to
minimise or eliminate those hazards.
INFORMATION REQUIRED:
The names and designations of the management team.
A full description of the work and the methods and sequences to be employed.
A list of plant, equipment and materials brought to site.
Acknowledgement of statutory and moral obligations.
Agreement regarding full health & safety co-operation with the client.
An undertaking that any variations in or additions to the method of working are to be agreed
beforehand.
Statement of intended first-aid and emergency procedures.
An undertaking that copies of the method statement will be provided to the necessary site
personnel.
ADDITIONAL DOCUMENTATION:
Copies of Company Safety Policy Statement.
Any relevant Procedure Documents.
Thorough Examination Certificates for Plant and Equipment.
Employee training Certificates
List of personal protective equipment to be supplied and used.
List of relevant telephone numbers etc.
Risk Assessments covering all site activities, as required by the Management of Health & Safety at
Work Regulations.
COSHH Assessments for all substances to be used, as required by the Control of Substances
Hazardous to Health Regulations.
Manual Handling Assessments as required by the Manual Handling Operations Regulations.
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RISK ASSESSMENT
The Management of Health and Safety at Work Regulations 1999 require that a suitable and
sufficient assessment is carried out of all work activities so as to establish the risks to the health
and safety of employees and others. Control measures must then be devised and introduced so as
to remove the risk or otherwise reduce it to a known and acceptable level.
A hazard is defined as something with the potential to cause harm.
Risk is defined as the probability of that harm being realised.
Risk assessments may be generic or specific in nature. Generic assessments may be used for
repetitive tasks which are not frequently subject to major change (e.g. using an electric drill in the
workshop), whereas specific assessments must be carried out for new or constantly changing
tasks, such as work on construction sites.
Occasionally, a combination of generic and specific assessments may be used, as, for example, in the
case of gardening operations where a generic assessment may be used for the use of a strimmer,
but a specific assessment is carried out relating to the environment in which the work is carried
out.
Risk assessments are generally recorded on standard forms. Our recommended assessment form
can be found in the ‘Forms’ section of this manual for use according to suitability.
Generic risk assessments have been carried out for many day-to-day tasks and activities and these
should be studied before commencing a particular task. Where circumstances are only slightly
different to those described in the generic assessment, this may be modified and used as a specific
assessment, only provided that all eventualities are covered. Where there is any doubt about the
suitability of an existing assessment a new specific assessment must be completed.
The Health and Safety Executive (HSE) has published a hierarchical list of general principles of
prevention as follows:
	

	

i).	

 	

avoiding risks;
ii).	


	


	


iii).	

 	


combating the risks at source;

	

	

	

	

	


iv).	

 	

	

	

	

	


adapting the work to the individual, especially as regards the design of the
workplace, the choice of work equipment and the choice of production methods,
so as to prevent monotonous work;

v).	


adapting to technical progress;

	


vi).	

 	


replacing the dangerous by the non-dangerous or the less dangerous;

	


vii).	

 	


developing a coherent overall prevention policy;

	


viii).	

 	


giving collective protective measures priority over individual protective measures;

	


ix).	

 	


giving appropriate instructions to employees.

	


evaluating the risks which cannot be avoided;
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When carrying out an assessment, the following information may be of assistance:	

	

	


i).	

	

	


	

	

	


Identifying Hazards:
All significant hazards should be recorded on the risk assessment proforma and
the risk associated with that hazard assessed.

	

	

	


ii).	

	

	


	

	

	


Persons at Risk:
All persons who may be affected by the activity or task must be considered. This
must include employees, clients, members of the public, contractors etc.

	

	

	

	


iii).	

	

	

	


	

	

	

	


Control Measures:
The nature of the control measure(s) will depend on the nature of the hazard.
Examples of where existing control measures will be found include; elsewhere
within this document, HSE guidance, manufacturer's instructions etc.

	


	


	


Significant and specific risks may require :-

	

	

	

	

	


	

	

	

	

	


	

	

	

	

	


a).	

b).	

c).	

d).	

e).	


	

	


	

	


	

	


The statutory requirement to provide information, instruction, training and
supervision must also be remembered when devising control measures.

	

	

	

	


iv).	

	

	

	


	

	

	

	


Review:
The contents of the risk assessment will require review in the event of 	

a change
in circumstances or if more information is available. Periodic review should also
be undertaken.

	

	

	

	


v).	

	

	

	


	

	

	

	


Information For Employees:
It is essential that the contents of risk assessments are conveyed to all persons
concerned. Particular attention must be given to unusual activities, information
specific to the site or location and emergency procedures.

Additional training and instruction
Special operative selection criteria
Specialist plant and/or equipment
Detailed method statement
Permit to work

The method of conveying the information may, in ‘Low Risk’ circumstances, be verbal. However, it is
good practice to provide written information for higher risk activities and to record who has
received the information in all cases. The Risk Assessment form can be used for this purpose.
The above risk assessment procedures may be adopted when carrying out assessments required
under different but complimentary legislation such as for hazardous substances, lone working,
potentially violent situations etc.
Please note that a specific assessment is always required where young persons are involved. See
the appropriate section of this manual for further details.
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We recommend that a simple scoring system is used, whereby the likelihood of occurrence and
potential severity are given numerical factors and those factors multiplied together to give a risk
factor. The calculation is made for uncontrolled and controlled conditions so the benefit of the
control measures can be evaluated. An example is given below:-
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SAFETY AUDITING
Safety auditing should be perodically carried out for all premises . Where significant changes have
been made to a particular building or the use to which it is put, additional audits may be required.
Audits are generally carried out in-house and the results analysed to produce a report and
schedule of recommendations. However, the forms appended to this document may also be used in
part or whole by managers who wish to adopt a pro-active approach to health and safety in
general or to address a particular concern.
The results of a safety audit are intended to provide a detailed snapshot of the effectiveness of
health and safety management and the condition of premises. They should generally be considered
to apply only to the time of the audit, although they will nevertheless identify ongoing trends and
problems.
The audit forms are divided into the following sections :	

	

	

	

	

	

	

	


•	

•	

•	

•	

•	

•	

•	

•	


Workplace access/egress	

 	

	

	

Display screen equipment	

 	

	

	

Commitment	

 	

	

	

	

	

Training	

 	

	

	

	

	

	

Handling and storage of materials	

 	

	

Investigations	

 	

	

	

	

	

Personal protective equipment	

 	

	

Recruitment and induction of personnel

•
•
•
•
•
•
•

	

	

	

	

	

	

	


Welfare facilities
Work processes
Communication
Notices/signs
Machinery and electrics
Hazard analysis
Fire prevention
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TRAINING
Introduction
Health and safety training is regarded by this company as a vital ingredient of an effective health
and safety programme. It is essential that every worker in the Organisation is trained to a level that
allows them to perform their job safely.
The organisation’s policy is that:- “The organisation will ensure that workers shall be trained in safe
working practices and management systems detailed in the policy and other safety manuals relating to
their work activities and prior to being allocated any new role.Training will include advice on the use and
maintenance of personal protective equipment appropriate to the task concerned and the safe
implementation of emergency procedures.
Health and safety training helps people acquire the skills, knowledge and attitudes to make them
competent in the health and safety aspects of their work. It includes formal off-the-job training,
instruction to individuals and groups, and on-the-job coaching and counselling. Refresher training
and training in new techniques and systems should follow as appropriate. Training may be
undertaken by specialist training agencies (such as the CITB, RTITB, ROSPA or St. John’s Ambulance
Service), by internal safety officers or by managers and supervisors.
Training must not be considered in isolation, but as part of an overall health and safety
management system which includes the provision of information, instruction, training and
supervision. In addition, workers must be provided with the necessary tools, equipment,
environment, systems and support which will allow them to do their job safely.
Training must not be seen as a substitute for proper risk control, for example to compensate for
poorly designed plant or inadequate workplaces. However, on occasion it may be acceptable to
provide training as a temporary control measure until physical improvements can be made.
Overall Training Requirements
For the purposes of assessing training needs, employees will be classified into one of the following
two groups. Those positions marked with an asterisk will usually involve supervisory duties.
	

	

	

	

	

	

	

	

	

	

	


*
*

	

	


Office	

	

	

Directors	

 	

	

Managers	

 	

	

Clerical Staff	

	

Administration Staff	

Estimators	

 	

	

Young Persons	

	

Cleaners	

 	

	

	

	

	

	

	

	

	

	

	

	


	

	

	

	

	

	

	

	

	

	

	


	

	

	

	

	

	

	

	

	

	

	


	

	

	

	

	

	

	

	


*
*
*
*

	

	

	


Others
Line Managers
Project Managers
Foremen	

 	

	

Supervisors
Equipment Operators
Maintenance Personnel
Sales Personnel
Storemen
Apprentices
etc. etc.
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Requirements for Office Personnel
All Office Based Personnel
The following training must be provided to every office based employee:
	


•	


Induction training for new starters

	


•	


Office safety

	


•	


Manual handling

Further training, which will be dependent on the role of the individual within the Company and any
special circumstances which may arise, will usually be provided as follows:Those with Management Duties
Directors and senior managers are required to assist in supporting the health and safety policy
through the effective management of personnel and resources. They will also monitor the health
and safety performance of departments under their control and will therefore need a sound
understanding of the following:
•	

	

	

	

	

	

	


Legal Obligations
Obligations under legislation should be understood, in particular the general duties
contained in the Health & Safety at Work etc. Act 1974 and the more specific requirements
of legislation such as the Management of Health & Safety at Work Regulations 1999, The
Workplace (Health, Safety and Welfare) Regulations 1992 or the Control of Noise at Work
Regulations 2005. A synopsis of other law will also be required, as will information about
criminal and civil liability and the powers of the enforcing authorities etc.

•	

	

	

	

	


Accident Prevention
Training should provide information on the types of accident which occur and an
appreciation of the cost of accidents and the techniques which can be applied to minimise
them. Of particular importance is the need for senior personnel to be aware of the need
for effective planning and risk assessment.

•	

	

	

	

	

	


Health and Safety Resources
An understanding is required of the need to provide adequate resources, which include the
support provided to managers and operatives from colleagues such as planners &
estimators etc. Requirements for the training of these personnel should be understood,
together with the need to ensure that sub- contractors have similar adequate resources
available to their organisations.

•	

	

	

	

	

	


Management of Health and Safety
In addition to the risk assessment and accident prevention issues mentioned above,
senior managers should have a firm understanding of the way in which accident
prevention and the avoidance of occupational ill-health can be managed. Training should
cover the clear allocation of responsibilities at each level of management and the
establishment of effective communication channels to allow concerns to be raised
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Young Persons
The law sets out special requirements relating to the employment of young persons, principally the
need to carry out a specific risk assessment covering all the activities they may undertake. This
should clearly identify training needs additional to the usual induction etc. The assessment should
also consider whether more frequent refresher training is necessary and whether any particular
method of delivery of the training is necessary.

Cleaners
Cleaners will require training in the use of electrical and other work equipment and be fully
conversant with the precautions to be taken during the use, handling and storage of hazardous
substances.
Non Role-Specific Training
Certain additional skills are required in an office environment, but they need not necessarily be
specific to a particular job title or grade. This type of training may include the following (although
the last three skills could be obtained from outside contractors):	


•	


First aid training ( First Aider and/or Appointed Person )

	


•	


Fire fighting ( in addition to fire safety )

	


•	


Lone working procedures

	


•	


Display screen equipment (DSE) assessor

	


•	


Portable electrical equipment tester

	


•	


Accident investigation

Requirements for Other Personnel
All Personnel
The following training must be provided to every other employee:
	


•	


Induction training for new starters

	


•	


Location-specific induction training when starting in a new workplace

	


•	


Manual handling

	


•	


Health and safety awareness training ( content dependent on role )

	


•	


PPE requirements

Further training, which will be dependent on the role of the individual within the Company and any
special circumstances which may arise, will usually be provided as follows:Management
In this context, ‘Management’ includes line managers managers, engineers and senior or general
foremen/supervisors. Training for management should include many of the subjects also covered by
office based management, with additional training to cover workplace specific matters. As a
minimum, training should cover:
Accidents and Accident Prevention
Training should provide a comprehensive understanding of the types of accident which can
occur in the workplace. The techniques which can be applied in order to minimise those
risks should be covered in some detail. An understanding of the costs of accidents will also
be of value.
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•	

	

	

	

	


•	

	

	


Health and Safety Planning
Management should have a comprehensive understanding of the concept and practice
of risk assessment as part of the overall health and safety planning of work activities.

• 	

	

	

	

	

	


Legal Obligations & Guidance
An understanding of the general duties under the Health & Safety at Work etc. Act,
together with knowledge of the requirements of the Management of Health and Safety at
Work Regulations and other relevant legislation, are important to managers. Information on
the powers of Inspectors and the penalties which might be imposed for breach of statutory
duty should be included.

•	

	

	

	

	


Safety Management
Training should include effective methods of implementing measures aimed to ensure
the health and safety of workers and others. This will include the management of 	

sub-contractors and their interface with others in the workplace and establishing
lines of communication so that matters of important can be effectively addressed.

	

	

	


Workplace inspection skills should be imparted so that effective monitoring of health
and safety provisions can be undertaken and effective methods of rectification can be
understood.

	

	


Management will require a comprehensive understanding of the skills and training
required by all personnel, whether directly employed or sub-contracted.

Operatives
Much of the training for operatives will be given on-site, rather than in classrooms. Exceptions to
this will be for one day safety awareness training and for certain types of specialist plant operator
training. Generally, operatives should receive training in the following :	

•	

Site Induction Training
	

In addition to the general health and safety induction given to all new starters, site
	

operatives (employees and sub-contractors) must receive a specific induction before
	

they start work in a new location. The training should address the following issues:	

	

-	

Nature of the work
	

	

-	

General arrangements (welfare, working hours etc.)
	

	

-	

Emergency arrangements (first aid, fire etc.)
	

	

-	

Specific risks likely to be encountered
	

	

-	

Communication and co-operation
	

	

-	

Management chain & reporting procedures
	

	

-	

Interface with other employees and/or Client’s operations
•	

	

	

	

	

	


Toolbox Talks (Short Training Courses)
An additional means of providing training and information is by way of Toolbox Talks. These
are designed to be given to operatives by line managers or supervisory personnel and will
usually be of around 10 to 15 minutes. They will cover a single subject, usually connected
with the current workplace activity. Even though the training is relatively informal, records
must be kept and the details added to each 	

operatives training record.
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•	

	

	

	

	

	

	

	

	


Specialist Training
Many operatives will require specific training geared towards their trade. Examples
include:	

-	

Electricians
	

-	

Machine operators
	

-	

Plant operators
	

-	

Fork Lift Truck drivers
	

-	

Carpenters
	

-	

etc. etc.

Young Persons
The law sets out special requirements relating to the employment of young persons, principally the
need to carry out a specific risk assessment covering all the activities they may undertake. This
should clearly identify training needs additional to the usual induction etc. The assessment should
also consider whether more frequent refresher training is necessary and whether any particular
method of delivery of the training is necessary. Given the high risks present in many workplaces,
special consideration will usually be given to levels of supervision etc.
Non Role-Specific Training
Certain additional skills are required in a site environment, many of which will be required by
different trades and occupations. These may include:	


•	


First aid training ( First Aider and/or Appointed Person )

	


•	


Fire fighting ( in addition to fire safety )

	


•	


Asbestos awareness

	


•	


Driving (vans, lorries, crew buses etc.)

	


•	


Confined space working

	


•	


Working with electricity
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CONSULTATION & COMMUNICATION WITH EMPLOYEES
It is essential for all employers to consult with their employees on matters that may affect their
health and safety at work. Not only is it a legal requirement, but it is also an effective health and
safety management tool which can assist in reducing accidents, incidents and employee ill-health,
thus increasing efficiency and improving industrial relations.
Consultation is a two-way process; it involves giving information to employees, but also listening to
what they say and taking their views into account before making decisions.
This organisation recognises the importance of effective consultation and will ensure that officers
of the company and all other supervisory personnel regularly engage with the workforce, both
formally and informally, to promote a safe and healthy working environment.
We will use a combination of the following formal and informal methods to ensure that
consultation is effective:-	

	


maintaining an “open door” policy, whereby no unreasonable request by an employee to
discuss health and safety matters with a senior member of staff will be refused.

-	

	


engaging with workforce representatives (e.g. trade union appointees or members of the
workforce elected by their colleagues).	


-	

	


holding consultation meetings, particularly where significant changes to work practices or
processes are planned.

-	

	


consultation during inductions, daily briefings, short training courses (sometimes called
toolbox talks), site-wide briefings etc.

-	

	


informal consultations during management inspections and other times of interaction
between management and the workforce.

-	


providing encouragement to workers to report defects, damage, near misses.

-	

	


encouraging employees to suggest improvements and innovations which will assist with our
duties and responsibilities for health and safety.

There is no single correct way to consult with employees, and different individuals and groups will
naturally be more receptive to the different types of consultation processes. The important things
to remember is that any consultation is better than none, and the more that the workforce is
consulted, the better it will be for all concerned.
In addition to the above consultation methods, periodic safety review meetings should be held with
senior management, line managers and worker representatives.
The meetings should have clear objectives, primarily to ensure that the workplace is as safe as
possible. Frank and open discussion should be encouraged. All participants should understand that
safety meetings are not intended to be opportunities to apportion blame or to ‘whinge’, but are a
real opportunity to work together towards mutually beneficial objectives.
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It is usually beneficial to work to a set agenda at safety meetings and taking minutes is also a good
idea, although it is important to bear in mind that assurances of confidentiality may be necessary
before full disclosures can take place (e.g. where a colleague may be acting in an unsafe manner and
the person revealing the information does not wish his/her identity to be known).

The following agenda will be adopted or modified to suit specific needs:	


•	


Review of safety inspection reports

	


•	


Summary of reported accidents and incidents

	


•	


Summary of accident and sickness statistics

	


•	


Visits and communications with enforcing authorities

	


•	


Training issues

	


•	


Sub-contractors

	


•	


Any other business

	


•	


Next meeting

Should it be deemed necessary or helpful, our external advisors may be requested to attend the
safety meeting, to offer expert advice and guidance as appropriate.
Managers and supervisors must actively encourage consultation, particularly with regard to the
following issues:-	


The contents of this policy manual

-	


Site & job specific rules and regulations

-	


Changes to legislation, guidance and best practice

-	


Requirements for health and safety training

-	


The introduction of new work equipment and other technological advances
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EMERGENCY PROCEDURES
In the event of an emergency the appointed person (usually the senior manager or telephonist/
receptionist) will immediately sound the appropriate alarm, telephone 999 and state the service
required. The person making the call must stay on the line until the operator has confirmed that all
necessary information has been recorded and it is okay to end the call.
No alterations to the situation or conditions should take place (unless in the interests of health
and safety) until authorised by HM Inspector of Health and Safety (HSE), Environmental Health
Officer or other responsible person (e.g. Health and Safety Adviser, Fire Officer, Director). If it
becomes necessary to make changes, efforts must be made to record the situation using
photographs.
All premises must have emergency procedure notices prominently displayed throughout. Users of
the premises are under a duty to read these notices and make themselves aware of the
information provided.
All employees must ensure that they are aware of the following information for each of the
buildings they may use during their work:	


i).	


	


The position of alarm call points

	


ii).	


	


The names and usual locations of fire marshals

	


iii).	

 	


The location and operation of fire extinguishers

	


iv).	

 	


The sound of the alarm bells (e.g. fire, intruder, personal attack)

	


v).	


Fire exit routes

	


vi).	

 	


The assembly point

	


vii).	

 	


Any special instructions

	


Any person making a call to the emergency services must inform the senior manager and Fire
Marshall that the call has been made and acknowledged.
Fire doors must not be propped or wedged in the open position.
Emergency evacuation routes and doors must not be obstructed.
In addition to emergencies caused by fire, other contingencies must also be considered. These
include:	

	

	

	


i).	

	

	

	


Bomb Threats
Upon receiving a bomb threat, the person taking the call should keep the caller online
for as long as possible and alert a colleague, who should use another line to
immediately inform the police.

	


The recipient of the call should then note as much as possible of the following:-

	

	

	


	

	

	


Clues as to the whereabouts of the bomb
Clues about what the bomb looks like (e.g. in a box, or letter)
The time of the call
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•	

•	

•	


The callers accent and manner
Any clues regarding the location of the caller (background noise etc.)
What time it is set to detonate

	

	


	

	


Immediately the call is finished, the senior manager responsible for the premises must
be informed in order that a decision can be made whether to evacuate.

	

	


	

	


If a search is to be instigated, it should wherever possible, be under the control of a
senior police officer.

	

	

	


ii).	

	

	


Suspect Packages
Any person discovering a suspect package must immediately inform the senior manager
responsible for the premises or site.

	


	


The package must not be moved, opened or handled in any way.

	

	

	

	


	

	

	

	


The senior manager will decide on a suitable course of action and whether the matter
can be dealt with internally. If they is in any doubt whatsoever about the safety of
himself or others, they must evacuate the premises and contact the police before
proceeding.
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WORK EQUIPMENT (PUWER)
Work Equipment
All work equipment and its use is governed by the Provision and Use of Work Equipment
Regulations (PUWER), the main requirements of which are explained below.
Prior to bringing into use any work equipment, the line manager for that work will ensure that the
work equipment is suitable for its intended purpose and for the environment and circumstances of
its use. If in doubt, check with head office or South Wales Safety Consultancy (029 2062 8763)
before commencing.
Any person authorising the use of work equipment must first be satisfied of the following:1.	

	

	


Users have received sufficient training, instruction and information about the use of the
equipment, including the actions to be taken in the event of an emergency or failure of the
equipment;

2.	


All guards and other protective devices are in place and fully operational;

3.	

	


The work equipment has been maintained, inspected and (where appropriate) certificated, in
accordance with the manufacturer’s or statutory requirements.

The Provision and Use of Work Equipment Regulations
The Provision and Use of Work Equipment Regulations (PUWER) place legal duties on employers
regarding the work equipment that they provide for their employees to use, whether it is owned
or hired-in. The Regulations also cover others who have control of work equipment, such as hire
companies.
Allied to the PUWER Regulations are the Lifting Equipment and Lifting Operations Regulations
(LOLER) which deal specifically with one category of work equipment ie. that equipment used in
lifting operations, whether involving the lifting of materials or persons.
The main duties under PUWER for all work equipment are as follows:provide work equipment that is suitable for the job

-	

	


ensure it is maintained in good working order (persons who are responsible for maintenance
must be competent) and, where appropriate, maintenance logs are kept up to date

-	

	


where installation is a factor that affects its use, ensure it is inspected before use and
regularly afterwards. Keep records of inspections

-	

	


ensure that equipment liable to deteriorate in exposed conditions and become dangerous, is
inspected and maintained regularly

-	

	


where the use of work equipment presents a health and safety risk to employees, ensure its
use, repair and installation is restricted to trained and authorised persons

-	


provide suitable & sufficient information, instruction, training and supervision

-	

	


ensure work equipment has been designed, constructed and installed in accordance with all
relevant European Safety Directives

-	


guard dangerous parts of machinery - where practical by the use of fixed guards
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-	


-	

	

	

	

	

	


protect employees from:-	

anything falling or being ejected from work equipment
-	

rupture or disintegration of work equipment parts
-	

the unintended discharge of any article, dust or gas produced by (or stored in) the
	

equipment
-	

work equipment catching fire or overheating

-	

	


protect employees from parts of equipment that expose them to very high or low
temperatures

-	


ensure all work equipment has adequate controls (including emergency controls)

-	

	


ensure that stop controls are able to bring the equipment to a stop safely and to a safe
condition. Stop controls must be easily accessible

-	


all controls must be easily identifiable and safely accessed

-	


all work equipment must be able to be isolated from all sources of energy

-	


all work equipment must be stable in use

-	


ensure sufficient lighting is available to allow the equipment to be used safely

-	

	


servicing, maintenance and cleaning should be carried out whilst the equipment is shut down
or with appropriate other measures in place

-	


ensure suitable warnings are provided (e.g. alarms, beacons, signs etc.)

In addition to the above requirements for all work equipment, the Regulations provide further
conditions that must be applied to mobile and self-propelled work equipment:-	

	


ensure that no person is carried on mobile equipment unless safe provision for passengers
has been made

-	

	


where plant may cause injury by overturning, a roll over protection system (ROPS) must
be provided

-	

	

	

	


ensure equipment has facilities to prevent unauthorised start-up, has appropriate controls,
anti collision measures (for rail mounted equipment) and, if required, suitable lighting and fire
fighting facilities. Operators of this plant must have suitable vision in all directions, either
directly or using visual aids (cameras, mirrors etc.)

-	


Remote control equipment must stop automatically upon leaving its control range

The above general guidance explains the requirements of the Regulations. Additional information
and guidance is given in sections of this manual relating to specific activities or items of work
equipment (e.g. abrasive wheels). Activity risk assessments and job method statements will also
provide a useful source of information regarding suitable controls to be used when operating work
equipment.
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ASBESTOS
General Description
Asbestos has traditionally been used in the construction of buildings for many years. For example,
it may be found:
	

	

	

	

	


i).	

	

	

	

	


As Asbestos insulation or coating used for:a).	

 thermal insulation of boilers, ancillary plant and pipework.
b).	

 fire protection for structural steelwork.
c).	

 thermal and acoustic insulation of buildings
d).	

 coatings (including artex) and paints.

	

	

	

	

	


ii).	

	

	

	

	


As insulating board used in a wide variety of places such as:a).	

 fire protection on doors, protected exits, structural steelwork etc.
b).	

 cladding on walls and ceilings.
c).	

 internal walls and partitions.
d).	

 ceiling tiles (suspended).

	

	

	

	

	

	


iii).	

	

	

	

	

	


As Asbestos Cement which may be found as:a).	

 corrugated sheets and roof tiles.
b).	

 flat sheeting for partitioning, cladding and door facings.
c).	

 rain water goods (gutters, downpipes etc.).
d).	

 Soil stacks.
e).	

 Water Pipes

Management of Asbestos in Non-Domestic Premises
All persons or companies who have maintenance and repair responsibilities for non-domestic
properties are under a duty to manage the risk from asbestos by:
	


•	


finding out if there is asbestos in the premises, its amount and what condition it is in.

	


•	


presuming materials contain asbestos, unless you have strong evidence they do not.

	

	


•	

	


making and keeping an up to date record of the location and condition of the asbestos
containing material (ACM) or presumed ACM in your premises.

	


•	


assessing the risk from the material.

	

	


•	

	


preparing a plan that sets out in detail how you are going to manage the risk from the
material.

	


•	


taking the steps needed to put the plan into action.

	


•	


reviewing and monitoring the plan and the arrangements for its implementation.

	

	


•	

	


providing information on the location and condition of the material to anyone who is
liable to work on or disturb it.

Advanced Carpentry Solutions Ltd
35 Bluebell Drive, Pontyclun, Llanharan, Mid Glamorgan, CF72 9UN

ARR P36

© SWSC Ltd

Should any material be encountered in the workplace which appears to be fibrous asbestos
insulation or coating and it becomes necessary to disturb that material, the asbestos register or
survey must be checked or a sample obtained before any decision is made about what to do with
it.

Asbestos Surveys
There are two types of asbestos survey which can be undertaken, called Management Surveys and
Refurbishment/Demolition Surveys. The way in which these are undertaken is very different, as is
the information they contain and their use must be clearly understood. HSG264 (Asbestos: The
Survey Guide) provides detailed information about surveys and should be consulted if any doubt
exists, but as a general guide the information below will be of assistance.
•	

	

	

	

	


Management Survey
A management survey is the standard survey, designed to locate and identify any ACM in a
building that could be disturbed by the usual activities taking place in the building or by
foreseeable maintenance, light repairs and future installations (e.g. cabling). It must be
checked before any work is undertaken.

	

	

	

	


The survey may be intrusive is some (but not all) areas. It will usually involve sampling and
analysis to confirm the presence or absence of ACM, but can also presume the presence of
ACM. Where ACM is presumed, the material must at all times be treated as if it is asbestos,
until such time as sampling confirms otherwise.

•	

	

	

	

	

	


Refurbishment/Demolition Survey
This type of survey is needed before any refurbishment or demolition works are carried out.
The survey is used to locate and describe all ACM in the area where the refurbishment work
will take place (or in the whole building if demolition is planned). The survey should be fully
intrusive and involve destructive inspection to gain access to all areas, including those that
may be difficult to reach.

	

	

	


If work is to take place in one or more specific areas in a building where a management
survey has been carried out, then a localised refurbishment/demolition survey can be carried
out for those areas, rather than the entire building.

Often, a survey will contain caveats and survey restrictions. In these instances, it is essential to
determine what these are and ensure that they do not result in insufficient information being
available. It may be necessary to seek clarification from the principal contractor, client or surveyor,
arrange for additional surveys to be undertaken or presume that asbestos is present and work
accordingly.
Obviously, an accurate tender price for work cannot be quoted unless all the information which
will affect that price is known. Consequently, a copy of the asbestos survey report must be
obtained before a price is submitted.
Under no circumstances must work commence until a suitable survey report
has been received, studied and understood.
Licensable and Non-Licensable Work
Most asbestos and asbestos containing materials (ACM) will have to be removed by persons in
possession of a valid licence issued by the HSE. However, certain asbestos containing materials
(ACM) can be removed by properly trained, non-licensed persons, but they will nevertheless have
to comply with the relevant sections of the Regulations. Examples of work involving ACM that can,
subject to certain provisos, be carried out by non-licensed persons include:•	


Removal of asbestos cement products, such as roofing and cladding sheets.

	


•	


Removal of decorative textured coatings (such as ‘artex’).
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•	

	


Certain work involving materials such as bitumen, plastic, resin or rubber which
contains asbestos (e.g. electric cables, roofing felt).

	


•	


Removal of vinyl floor tiles.

	


•	


Some short, non-continuous maintenance activities.

	


•	


Encapsulation or sealing of ACM which is in good condition.

	


•	


Air monitoring and control.

	


•	


Activities connected with sampling of possible ACM.

However, it is essential to remember that the above mentioned types of work can only be
undertaken by non-licensed persons after a thorough risk assessment has been carried out and it
has been determined that it is safe (and within the Regulations) to proceed.
The Approved Code of Practice (ACoP) for the Control of Asbestos Regulations sets out in detail
what a risk assessment must contain in order for it to be “suitable and sufficient”. Briefly, this is:A written statement explaining why the work will fulfill the conditions which allow it to be
considered as non-licensable.

b.	


A description of the work and the expected scale and duration.

c.	


The type(s) of asbestos present and the results of any analysis.

d.	


The quantity, form, size, means of attachment and condition of the ACM.

e.	


Details of expected exposures, noting:

	

	


•	

	


whether they are liable to exceed the control limit and the numbers of people likely to
be affected;

	


•	


the level of expected exposure, so that suitable RPE can be selected;

	

	


•	

	


whether anyone other than employees may be exposed (and their expected
exposures);

	

	

	

	

	

	


•	

	

•	

	

	

	


whether intermittent higher exposures may arise and their expected frequency and
duration;
results already available from air monitoring in similar circumstances. This information
can be obtained from previous measurements taken during similar works by the same
organisation, from trade bodies (e.g. NFDC) or information provided by HSE (e.g. in
the publication “Work With Asbestos Cement.”)

f.	

	


The steps to be taken to control exposure to the lowest level reasonably practicable
(e.g. methods for wetting, shadow vacuuming etc.).

g.	


The steps to be taken to control the release of asbestos into the environment.

h.	


Details of decontamination procedures and the use of hygiene units (where appropriate).

i.	


Details of the selection, provision, use and decontamination of PPE and RPE.
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j.	


Procedures for the removal of waste and contaminated tools and equipment.

k.	


Emergency procedures (e.g. rescue from confined spaces).

l.	

	


Any other information relevant to safe working practices, such as other significant 	

non-asbestos hazards, like working at height or in confined spaces.

m.	


Management arrangements ensuring that risks are adequately controlled.

Notification of Non-Licensable Work with Asbestos
Under certain circumstances, it is necessary to notify the HSE about non-licensable work with
materials containing asbestos. Once the decision has been made that the work is non-licensable
(see above), it will nevertheless necessary to notify the HSE, unless the work involves one or more
of the following:i.	


short non-continuous maintenance activities in which only non-friable materials are handled

ii.	

	


removal without deterioration of non-degraded materials in which the asbestos fibres are
firmly linked in a matrix (e.g. removal of complete, good condition asbestos cement sheets)

iii.	


encapsulation or sealing of asbestos-containing materials which are in good condition

iv.	


air monitoring and control, and the collection and analysis of samples of materials

If the work involves anything other than the above, then it is notifiable.
The notification to HSE must be made before the work commences and the notification must
contain the information listed in Schedule 1 of the Regulations. Facilities for making online
notifications will be provided by the HSE (www.hse.gov.uk).
Health Records and Medical Surveillance
Every employer must ensure that persons who carry out notifiable, non-licensable work with
asbestos receive health surveillance at least once every 3 years and also that records are kept. This
requirement came into force 1st May 2015. After this date, all those who undertake NNLW must
have had a medical examination within the previous 3 years
Training
The Control Of Asbestos Regulations set out specific requirements for the training of all persons
liable to be exposed to asbestos. The level of training required will depend on the nature and level
of the exposure. There are three main types of asbestos training for the following classifications of
persons:Asbestos awareness training - for those persons who are liable to disturb asbestos while
carrying out their normal everyday work, or who may influence how work is carried out,
such as:•	

maintenance staff
•	

electricians
•	

plumbers, gas fitters, heating engineers
•	

painters, decorators, carpenters
•	

construction and demolition workers, roofers
•	

Telecom workers, fire and burglar alarm installers
•	

Shop fitters
•	

Architects, surveyors and other such professionals
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-	

	

	

	


Training for non-licensable asbestos work - for those who undertake planned,
non-licensable work with asbestos, such as a roofer or demolition worker removing AC
sheeting. This level of training would also be suitable for analytical staff and asbestos
surveyors.

-	

	

	


Training for licensable work with asbestos - for those undertaking licensable work with
asbestos, such as removing asbestos insulation or insulating board, and those involved in
ancillary works, such as scaffolders and others who may erect enclosures.

It is important to remember that all training for work involving asbestos cement must now follow
the specific mandatory syllabi detailed in the Approved Code of Practice for the Regulations.
Undertaking Maintenance, Repairs, Demolitions & Refurbishments
If intending to work on or in a building that was constructed prior to 2000, proper precautions
must be taken to prevent an accidental release of asbestos fibres that may be present. If the work
being carried out may foreseeably disturb the fabric of the building in any way, even if the
disturbance will be minor (e.g. lifting ceiling tiles or drilling into walls), then there are a number of
steps that must be taken before any work commences:1.	


Decide how, why and where the fabric of the building may be disturbed.

2.	

	

	


Ask to see the Demolition/Refurbishment asbestos survey report. Do not start work until
you have received the survey report. Check the report for each area where work is to be
carried out and obtain the following information:-

	


a.	


Have the specific work areas been surveyed?

	


b.	


Has any asbestos containing material (ACM) been discovered in the work areas?

	

	


c.	

	


If the answer to b. is yes, has the ACM been removed or is some or all of it still
present?

	


d.	


If any ACM remains, what type, amount and condition is it?

3.	

	


Once you have the answers to the above, you can decide whether the work is licensable and,
if not, whether you are suitably trained and experienced to undertake the work.

4.	

	


Before starting, carry out a risk assessment and prepare a plan of work.You should also
ensure you have a copy of HSG210 (Asbestos Essentials Task Manual) available for reference.

Further Guidance
The HSE have published two guidance manuals which provide practical advice about where
asbestos may be found, how to identify it and methods for ensuring that it does not cause harm.
The publications are entitled “Asbestos Essentials” (HSG 213) and “Asbestos Essentials - Task
Manual” (HSG 210) and are available though HMSO or SWSC. Another recommended publication
is “A Short Guide to Managing Asbestos in Premises” (INDG223).
An Approved Code of Practice has been published alongside the Regulations. This contains
essential guidance for any employer whose work may bring them into contact with asbestos
containing material. It is available from HMSO or through SWSC.
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Emergency Procedures
All personnel whose work may foreseeably expose them to asbestos will receive (as a
minimum)asbestos awareness training.
All training must make clear, in addition to all other requirements of the ACoP, the following
straightforward procedure to be adopted in the event of discovering or disturbing any suspected
asbestos containing material in the workplace.
1.	


STOP WORK IMMEDIATELY.

2.	


REMOVE ALL PERSONS FROM THE WORK AREA.

3.	


SHUT DOORS & WINDOWS (if possible to do so without further disturbing the 	

material).

4.	


USE THE FLOW CHART BELOW TO MANAGE THE SITUATION.

© SWSC Ltd
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ASBESTOS ARRANGEMENTS
Maintenance/Refurbishment Pre-Start Flowchart
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USE OF COMPANY & PRIVATE VEHICLES ON COMPANY BUSINESS
General Instructions
Any person who wishes to drive a vehicle on Company business must be in possession of a
current, valid UK driver's licence.
Drivers must check that valid insurance has been arranged.
Wherever possible, park vehicles on firm, level ground and always apply the handbrake.
Never open doors or alight from a moving vehicle.
If reversing a vehicle with restricted vision or manoeuvring in a confined space, seek assistance so
that the operation is carried out safely.
Do not leave a vehicle unattended unless the engine has been turned off, the keys removed and the
vehicle locked.
Never smoke or use a mobile phone during refuelling.
Never attempt to drive a vehicle you feel would be outside your capabilities.
Line managers must be informed of any change in circumstances of any vehicle driver. This could
include physical problems or matters which may result in insurance cover being withheld or
subjected to excess.
It is not permissible to use a hand held mobile phone or microphone whilst driving and safer to
find somewhere to park before using even hands free equipment.
	


If carrying a mobile phone whilst driving, the following procedures should be followed:-

	

	

	


	


Switch off the phone	

 	


or	


Ask a colleague to answer	

 or	


Use call divert

	


or	


Park (safely) and answer	


Ignore the call

or	


or	


Let your message service answer

Always give yourself plenty of time for journeys so as to ensure that it is never necessary to
exceed speed limits.
Do not drive if under the influence of alcohol or drugs. Always check that any medication does not
induce drowsiness and remember that, after a night out, alcohol may still be in your system the
following morning.
If undertaking a long journey, take rest breaks at regular intervals.
Remember to report all accidents and record the circumstances in the first aid book.
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Company Vehicles
Drivers must check over their vehicles before each use, except in the case of regular drivers, in
which case normal inspection and maintenance procedures will apply.
Defects must be reported to the manager responsible for the vehicle in order that remedial works
can be arranged.
All company vehicles must be equipped with a first aid kit. Any person using any of the contents of
a first aid kit must report to their appropriate manager so that replacement first aid materials can
be provided.
Vehicles may only be used for approved purposes.
Users of company vehicles must make regular checks of oil, water, tyres (pressures, wear and
damage), lights etc.
Company vehicles must be kept clean (especially the windows and lights).
Private Vehicles
Due to the changes in taxation for company car users, more employees may be using their own
vehicles on company business and claiming agreed mileage allowances from the Company.
Although the care and upkeep of private vehicles will be solely the owner’s responsibility, whilst it
is used on company business we require that certain minimum standards are maintained. Owners
must therefore ensure the following :	

	


a.	

	


Vehicles are serviced and maintained in accordance with the manufacturer’s
recommendations.

	


b.	


Oil, water and tyres pressures are checked regularly.

	

	


c.	

	


Tyres should also be regularly checked for wear and damage; all lights must be
inspected frequently.

	


d.	


The vehicle is taxed and, where appropriate, has a current M.O.T. certificate.

	

	


e.	

	


The vehicle is insured to cover use in connection with work and for carrying
passengers during work hours.

	


f.	


A well stocked first aid kit is kept in the car.

	


g.	


The car is kept clean, especially windows and lights.

© SWSC Ltd
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PERSONAL PROTECTIVE EQUIPMENT
All persons at work have a legal responsibility to co-operate in using equipment provided to safeguard their health and safety.
The rules and requirements for the use of personal protective equipment is contained in legislation, such as:	

	

	

	

	

	


	

	

	

	

	

	


•	

•	

•	

•	

•	

•	


The Personal Protective Equipment Regulations
The Health & Safety at Work etc. Act
The Construction (Design & Management) Regulations
The Control of Substances Hazardous to Health Regulations
The Control of Asbestos Regulations
The Noise at Work Regulations

As the requirements for wearing PPE are set down by law, it is therefore the duty of the 	

Company
and all employees to comply with the law by ensuring PPE is used correctly on every occasion
when it is needed. The decision as to whether PPE is required will be taken by a company supervisor or manager, not by individual employees. Failure to comply with PPE requirements may be considered as gross misconduct and appropriate disciplinary measures 	

 taken.
Prior to commencing any activity the supervisor/manager will ensure the following:1.	


The correct PPE is available in sufficient quantities;

2.	

	


Employees have received sufficient training and information about the correct selection, use 	

and maintenance of their PPE;

3.	

	


Employees are aware of their duty to use and maintain PPE in good condition and to report 	

any defects to their line supervisor.

Types of PPE
Hearing Protection
This is covered under the NOISE section
Safety Helmets
All persons will use safety helmets in areas where there is a foreseeable risk of head injury
occurring. Examples include during work with mobile tower scaffolding and for certain loading
and unloading operations etc.
Generally speaking, all construction sites are designated as ‘Hard Hat Sites’. Our employees
must therefore wear appropriate safety helmets when on construction sites, even if only making
deliveries or visiting colleagues, customers etc.
Safety Footwear
Safety footwear must be worn by all personnel where there is a foreseeable risk of foot injury
during their work. Any damage or wear so as to make the footwear unusable, must be reported
to management for remedial action to be taken for replacement.
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Safety footwear must be appropriate for its intended use. For example, always consider
whether anti-slip or steel lined soles are required. Steel toe-caps are essential if any work tasks
involve lifting or carrying articles which, if they were dropped, could cause injury.

Eye Protection (Goggles/Visors etc.)
Suitable eye protection must be worn when grinding, chasing, or welding/using burning
equipment, or in any other situation where there is a foreseeable risk of an eye injury occurring.
If in doubt as to the nature of eye protection required (e.g. visor, goggles, spectacles), check
with a manager or the safety department.
Respiratory Protective Equipment (RPE)
Suitable respirators are to be used for a variety of activities, so as to prevent the inhalation of
harmful dust, fibres or toxic fumes. The use of nuisance dust respirators (gauze behind an
aluminium plate) offers little protection from dust normally experienced at work and must not
be used in the workplace.
Information about the selection and use of RPE for other substances is contained elsewhere in
this manual.
Gloves
Gloves must be provided and used when necessary. It is important that gloves are not worn
where there is a risk of them becoming entangled in machinery or if their use restricts grip.
European standards exist for various types of gloves and these must be adhered to at all times.
The safety department will provide information about the correct types of glove to be worn for
various tasks, or check with usual suppliers.
Safety Belts and Safety Harnesses
It is very important to understand the difference between safety belts and safety harnesses. A
safety belt should only be used as a means of preventing a person from getting too close to an
edge from which they could fall. It is NOT intended to be used as a fall arrest system (ie. to
suspend a person in the event of a fall). An example of a suitable use for a safety belt would be
where it is attached to a fixed length lanyard and used by a person when working on a roof. The
length of the lanyard must be such that it is impossible for the wearer to fall from the edge of
the roof whilst the lanyard is attached to the belt.
If in any doubt about the most suitable type of device for a particular job, then a General
Purpose Safety Harness (GPSH) must be worn, except when in confined spaces, when a safety
rescue harness may be more appropriate.
Before a GPSH is used, the wearer must receive instruction in the safe fitting, wearing and
inspection of the equipment. The harness must be correctly adjusted or the wearer may slip
from it in the event of a fall.
Consideration must be given to prevailing weather conditions before any work at height takes
place, particularly operations for which a safety harness is necessary.
In order to limit falls, should they occur, anchorage points should always be as high as possible
above the wearer and as near vertical as is possible, so as to avoid swing. All anchorage points
must be suitably robust so as to withstand shock loadings.
No alterations to the length of lanyards must be made and in all instances the maximum distance
of fall for any person wearing a GPSH must not exceed 2 metres (600 mm for safety rescue
harnesses).
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Inertia reel devices may be appropriate for certain activities, but if any doubt exists about the
use of harnesses and lanyards, additional advice should be obtained from the manufacturer, hirer
or safety department.

Regular inspections of safety belts, harnesses, lanyards and all associated equipment must be
carried out. The following guide will be of assistance.
SAFETY HARNESS VISUAL INSPECTION GUIDE
1. 	

	

	


A Safety Harness and all associated equipment (i.e. lanyard(s), pulley blocks etc.)
must be inspected on a daily basis and examined at least every 7 days. The person(s)
who carry out the inspections must be competent and experienced.

2. 	

	

	


The daily check will include:• 	

Checking for any obvious signs of damage, fraying, contamination with
	

substances (i.e. oil, paints, acid etc.).

	

	


• 	

	


Check that the attachment clips are functioning correctly, in particular spring
loaded catches.

	


• 	


Check that all clips are not cracked or bent.

	

	


• 	

	


Check that the fall arrest device and shock absorber (where fitted) are in good
order.

3. 	

	

	


The 7 day check will include:• 	

Thorough examination of each strap, checking for decay, fraying, discolouring
	

or damage.

	


• 	


Examination of each are of stitching, ensuring that there is no damage

	

	


• 	

	


Thorough examination of each clip, ensuring there is no distortion, cracks or
other damage.

	

	


• 	

	


Examination of the fall-arrest mechanism and shock absorber for any signs of
damage.

4. 	

	


Should any damage be suspected, the Safety Harness must be taken out of service
immediately.

5. 	

	


A record must be maintained of the 7 day examination, and signed by the competent
person. ( a proforma can be found in the ‘Forms’ section of this manual).
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SELECTION & USE OF RESPIRATORY PROTECTIVE EQUIPMENT
The 3 main types of respirators used in industry are:	

	

	

	

	

	


	

	

	

	

	

	


a)	

	

b)	

	

c)	

	


Ori-nasal. Respirators that rely on the wearer breathing air through a filter (e.g.
disposable face mask, rubber-half-mask).
Power-Assisted. Respirators that supply fresh or filtered air under pressure to a
mask or hood (Also known as "Ventilated Visors" or "Air-fed Helmets").
Air Fed. Respirators fed by compressed air, from either a compressor or from a
cylinder.

Each type of respirator provides a varying level of protection against dust and fumes, depending on
the filter media. Employers must ensure that all respirators offer the necessary degree of
protection as required by the minimum standards approved by the Health and Safety Executive.
There are a number of general rules governing the use of respirators and these are summarised as
follows:
	

	

	

	

	


	

	


a)	

	


Employers have a legal requirement to train and instruct their employees on how
to properly use a respirator.

	

	


b)	

	


Employees have a duty to use and to take care of all equipment 	

provided for
their health and safety.

	

	


	

	


c)	

	


Respirators should never be removed in "Respirator Zones" or other places
where dust and/or fume levels are likely to exceed the control 	

 limits.

	

	


	

	


d)	

	


If relief from wearing a respirator is required, the user must go to a "clean area"
outside the "respirator zone".

	

	

	

	


	

	

	

	


e) 	

 Respirators should not be placed in dusty or contaminated areas when 	

not in
	

use, nor should they be allowed to dangle around the user's neck. In both cases
	

dust is likely to collect inside the respirator and then be inhaled when it is
	

re-used.

	

	

	


	

	

	


f)	

	

	


Both employers and employees must ensure that regular cleaning of respirators
takes place and that filters are regularly inspected and changed. The responsible
manager will supervise the procedures for carrying out this duty.

	

	


	

	


g)	

	


Employers are responsible for providing, where necessary, respirators designed to
allow for the wearing of spectacles by users.

General Points Concerning Ori-Nasal Respirators
As the air breathed in enters through a filter it is important that a tight seal exists between the
respirator and the user's face. The user MUST therefore be clean shaven when required to use an
ori-nasal respirator. The following adjustments and tests are required to ensure safe use of these
respirators:
	

	

	


a)	

	

	


Disposable ori-nasal respirators usually have at least 2 straps and a nose clip.
When wearing this type of respirator the straps must be pulled reasonably tight
and the clip should be bent to fit the bridge of the nose.

	

	


	

	


b)	

	


Most "rubber-mask" respirators also have 2 straps. These straps 	

should be
adjusted so that the mask forms a seal around the user's face.
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c)	

	


Some "rubber masks" have an inflatable sealing cushion around edge of 	

the mask.
This cushion should be inflated to form a tight seal around the face.

	

	

	


	

	

	


d)	

	

	


When first using any respirator a "Seal-Test" must be carried out to ensure that
air is not entering other than through the filter. Periodic tests are then necessary,
normally once per day.

To ensure that a proper seal is being obtained between the respirator and face skin, the following
procedure must be carried out:
	


	


a)	


Adjust the respirator as above.

	

	


	

	


b)	

	


Seal the filter so as to prevent air entering. Use cling-film or other impervious
material.

	


	


c)	


Breathe in and hold the breath for a few seconds.

	

	

	


	

	

	


d)	


If the seal is adequate, the respirator should collapse against the face.

e)	


If the seal is inadequate, the respirator will gradually revert to its normal shape.

	


	


f)	


Adjust the straps in the event of a slight leakage and re-test for leakage.

	


	


g)	


If on re-test, the respirator still leaks, inform a supervisor and replace the mask

Where the use of disposable respirators has been sanctioned by the supervisor or safety
department, the following table may be used for guidance as to the correct European Standard for
the mask for various operations :EN149 FFP1S

EN149 FFP2S

EN149 FFP3SL

EN405 FFABE1P1

Inert Dust

General Dust

Fragmented Asbestos

Contaminated Soil

Nuisance Dust

Pigeon Droppings

(Low Level)

Organic Vapours

Fibrogenic Dust

Concrete Dust

Paint Spray

Non-Toxic Ferrous Dust

Metal Dust

Timber Treatments

Welding Fume

Adhesive Vapours

Softwood Dust

Sealant Vapours

Hardwood Dust

Brick Treatments

Silica Clay

Roof Felting

Plaster dust
Loft insulation

Dusts and Fibres

Tile Dust
MDF Dust
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Further assistance with the selection of RPE may be obtained from the manufacturer or supplier.

General Points Concerning Power Assisted Respirators
"Fit" is not so important with this type of respirator because air is fed under pressure into the
mask or hood. Any dust or fume is blown outwards away from the breathing zone.
	

This type of respirator is usually more comfortable to wear because the supply of air makes for
much easier breathing.
"Power Assisted" respirators require the wearing of a power pack which is normally worn around
the back of the waist. Batteries are required for this equipment and must be treated with care.
Arrangements must be made on the site for the easy recharging of the batteries at the end of each
shift.
	

This type of respirator must have a built-in flow gauge to check that the air flow to the breathing
zone is adequate.
General Points Concerning Air Fed Respirators
These respirators are supplied with fresh air either from a compressor unit which has a built-in
filter to remove oil mist or from a cylinder charged with clean air.
It is essential with air from a compressor unit, that the air intake does not suck in exhaust fumes
from its own exhaust or from adjacent plant or other internal combustion engines.
Respirators used with compressed air are comfortable to use, but in cold weather the air may
require warming through a heated coil or manifold.
REMEMBER
TAKE CARE OF THE EQUIPMENT PROVIDED FOR YOUR USE AND REPORT
ANY DEFECT TO YOUR SUPERVISOR.
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Table 1 Controls for common high-risk tasks
Task

Eliminate or limit the dust by:

Control the dust by using:

Cutting concrete kerbs,
blocks and paving with
a cut-off saw

• Limiting the number of cuts during design/
layout
• Using lower energy equipment like block
splitters
• Getting material cut off site and delivered

• Water suppression and
• RPE* with an APF of 20

Chasing concrete and
raking mortar

• Limiting the need for chasing at the
design/layout stage
• Using a work method that limits/does not
need chasing, like over-covering cables

• On-tool extraction using an H or M Class
extraction unit and
• RPE* with an APF of 20 – consider powered
RPE for longer duration work

Cutting roofing tiles
with a cut-off saw

• Hand cutting natural/fibre cement slates
and other tiles where possible
• Using ••• and 1••• tiles
• Correct setting out/design
• Minimising valleys/using dry valleys

• Water suppression and
• A dedicated cutting area with scaffold board
protection and
• RPE* with an APF of 20

Scabbling or grinding
with hand-held tools

• Specifying architectural finishes that do
not need scabbling
• Using (ultra) high-pressure water jetting
• Using chemical retarders and pressure
washing
• Casting in proprietary joint formers, eg
mesh formwork

• Where possible use on-tool extraction using
an H or M Class extraction unit and
• RPE* with an APF of 20

Short-duration drilling
totalling 15–30 minutes
with hand-held rotary
power tools

• Limiting the number of holes during
design/planning
• Using direct fastening or screws

• Where possible use equipment that stops
dust getting into the air. The larger the holes
the better this needs to be. Options range
from:
- drilling through a dust ‘collector’ or using
cordless extraction attached to the drill (for
smaller drill bits) or
- on-tool extraction using an H or M Class
extraction unit
• Otherwise use RPE* with an APF of 20

Drilling holes with
hand-held rotary power
tools as a ‘main activity’

• Limiting the number of holes during
design/planning
• Using direct fastening or screws

• Where possible on-tool extraction using an H
or M Class extraction unit and
• RPE* with an APF of 20

Dry coring

• Limiting the number of holes during
design/planning

• On-tool extraction using an H or M Class
extraction unit
• Longer duration work (ie over 15–30 minutes
accumulated time over the day) will also
need RPE.* Use an APF of 20

Wet coring

• Limiting the number of holes during
design/planning

• Water suppression
• Long periods of wet coring in enclosed
spaces will also need RPE.* Use an APF of
20

Using a hand-held
breaker in enclosed
spaces with limited
ventilation

• Limiting the amount of breaking during
design/planning stage
• Bursting, crushing, cutting, sawing or
other techniques
• Remote controlled demolition
• Hydrodemolition

• On-tool extraction using an H or M Class
extraction unit and
• RPE* with an APF of 20
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Task

Eliminate or limit the dust by:

Control the dust by using:

Abrasive pressure
blasting

• Using a different method of work like
(ultra) high-pressure water jetting
• Using ‘silica free’ abrasive material

• Wet or vacuum blasting and
• RPE* will depend on silica content of building materials, blasting equipment and length
of work:
- In most instances use RPE with an APF of
40
- Use RPE with an APF of 20 for lower risk
work (including the ‘potman’ nearby)
• Shrouds or screens to contain the flying
abrasive
• Certain restricted/enclosed working places
may also need general mechanical ventilation

Soft strip demolition

• Carefully planning the work
• Limiting the number of people that need to
be in the work area
• Screening off areas to prevent dust
spreading

• Use water suppression or on-tool extraction
for those tasks where it is possible and
• RPE* with an APF of 20 – consider powered
RPE for longer duration work
• Enclosed spaces may also need general
mechanical ventilation to remove dusty air

Removing small rubble, dust and debris

• Limiting waste materials during design/
• Damping down and using a brush, shovel
planning
and bucket for minor/small ‘one-off’ amounts
• Considering where waste material is cre- Or for regular removal/site cleaning:
ated and how frequently it needs remov• Water spray for damping down
ing
• Rake, shovel and bucket/wheelbarrow to
• Using the correct dust controls when makremove larger pieces
ing rubble/debris
• Covered chutes and skips where needed
• Vacuum attachments fitted to an H or M
Class extraction unit
• RPE* with an APF of 20 depending upon
location, duration and type of work

Cutting wood with
power tools

• Using a less toxic wood1
• Ordering pre-cut materials
• Using dedicated cutting areas to minimise
spread

• On-tool extraction using an H or M Class
extraction unit
• Longer duration work (ie over 15–30 minutes
accumulated time over the day) will also
need RPE† suitable for the wood dust
-particularly in enclosed spaces

Sanding wood with
power tools

• Using a less toxic wood1
• Using ‘pre-finished’ materials

• On-tool extraction using an H or M Class
extraction unit and
• RPE† suitable for the wood dust in most
situations

Sanding plasterboard
jointing

• Using other finishes/systems

• On-tool extraction using an H, M, or L Class
extraction unit

* Table 2 Common RPE types for construction dust
APF

Common RPE types for construction dust

10

• FFP2 disposable mask or half mask with P2
filter

20

• FFP3 disposable mask or half mask with P3
filter
Or for longer duration work:
• Powered RPE such as a TH2 powered
hood/helmet

40

• Abrasive blasting helmet with constant flow
airline

† RPE for wood dust
The risk from wood dust is specific to different
types (species) of wood. Knowing the species is
important in establishing the right RPE to use. In
general RPE with an APF of 20 is appropriate;
particularly for higher residual dust levels, such
as when sanding, and for all work with more
toxic woods such as hardwoods, western red
cedar and MDF. RPE with an APF of 10 is suitable for work with less residual dust and when
the wood is lower risk (eg pine).
1
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FACE FIT TESTING
The COSHH Regulations place the duty on the employer to prevent employees being exposed to
hazardous substances. If you do not first consider this, you will be failing to comply with the fundamental requirements of the Regulations. Where prevention of exposure is not possible or practicable, you should consider whether it is possible to significantly reduce inhalation exposure by
means other than RPE. RPE should only be used if no other method can be used or other methods
do not completely control inhalation exposure. The reason for using RPE and its suitability for the
purpose needs to be documented in your risk assessment.
The main purpose of a face fit test, is to provide a report which will state whether the face fit test
was a pass or a fail. Some service providers may call this a ‘certificate’. The report may also include
other details such as the condition of the facepiece used by the wearer, their knowledge about
correct wearing and use of RPE.
Facepiece fit testing will result in a personalised fit test report and this report should be available
to the employee and accessible to others such as enforcement authorities. Collective reports
should be available to safety representatives. The employer will have to keep the record of facepiece fit testing for at least five years from the date of testing.
RPE you provide must be suitable to make sure that your employees can receive adequate protection. For RPE to be suitable it must be matched to the job, the environment, the anticipated exposure level and the employee. As people come in all sorts of shapes and sizes it is unlikely that one
particular type, or size of RPE facepiece, will fit everyone. RPE manufacturers produce facepieces
that are different in shape and size. It is important that the employee is involved in the selection
process. This will help to identify facepieces that are suitable for the employee. Employees are
more likely to wear RPE, and wear it correctly if they have been involved in the selection process.
Precautions
The wearer should not eat, drink (except plain water), smoke, or chew gum for at least 15 minutes
before the test.
Before carrying out a qualitative fit test using a distinctive taste or smell, the taste or smell threshold of the wearer must be established. This is often referred to as a ‘sensitivity test’. This screening
test is carried out to check that the wearer can detect the taste of the test aerosol or detect the
banana like smell employed in the odour test. If the wearer cannot detect the taste or smell during
the screening test then the fit test method cannot be used and a different method should be chosen. The fit test should be carried out in accordance with the manufacturer’s instructions.
Ensure that the sensitivity solution is used during the sensitivity test and that the more concentrated fit test solution is used during the actual fit test.
The nebuliser may clog during use and stop delivering the test aerosol; the test operator should
make periodic checks of the nebuliser to ensure that it is not clogged. If clogging is found at the
end of the test session, the test is invalid. Regular cleaning of the nebuliser should help to prevent
clogging.
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Who can conduct respirator fit testing?
RPE fit testing should be conducted by a competent person. To be competent the person should
have adequate knowledge, and have received adequate instruction and training in the following areas:
1)	


selection of adequate and suitable RPE;

2) 	


examination of RPE and the ability to identify poorly maintained facepieces;

3) 	


ability to correctly fit a facepiece and perform pre-use fit checks;

4) 	


ability to recognise a poor fitting facepiece;

5) 	

	


the purpose and applicability of fit testing; the differences between, and the appropriate use 	

of, quantitative and qualitative fit testing methods;

6) 	


the purpose of the fit test exercises;

7) 	


preparation of facepieces for fit testing;

8) 	


how to carry out diagnostic checks on the facepiece and the fit test equipment;

9) 	


capabilities and limitations of the fit test equipment;

10) 	


how to perform a correct fit test with the chosen method;

11) 	


be aware of and know how to prevent and correct problems during fit testing;

12) 	


interpretation of fit test results;

13) 	

	


an understanding of the differences between fit factor, workplace protection factor, assigned
protection factor and nominal protection factors; and

14) 	


HSE Regulations and the Approved Codes of Practice relating to fit testing.
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PORTABLE ELECTRICAL APPLIANCE TESTING
Section 2 of the Health & Safety at Work etc. Act 1974 requires employers to provide and maintain
plant that is, so far as is reasonably practicable, safe and without risks to health. The Electricity at
Work Regulations impose more explicit duties in this respect and has resulted in the need for the
employers to carry out regular inspections and testing of equipment. These guidelines are intended
to explain the requirements WITH regard to portable appliances.
The term 'portable' is used in its broadest sense and encompasses equipment, apparatus and
appliances which are essentially movable or transportable and which are connected to an electrical
supply by way of a flexible cable. Examples of such equipment are:
	

	

Drills	

	

	

Kettles	

	

Microwave Ovens	

Lighting Towers
	

Heaters	

 	

Fans	

 	

	

Typewriters	

	

Computers
	

Photocopiers	

 Fax machines	

 Radios	

	

	

Grinders
	

Televisions	

	

Saws	

	

	

Extension leads	

 	

Lead lamps
	

etc.	

 	

	

etc.
The table below shows typical periods for checking, inspecting and testing of portable electrical
appliances, but should only be used as a minimum standard. Where harsh working conditions are
present it may be necessary to introduce a more rigourous programme.
Suggested initial maintenance intervals
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Contains public sector information published by the Health and Safety Executive and licensed under the Open
Government Licence v1.0’.
REF: Table 1 HSG107

Cables, leads and plugs connected to Class II equipment should be maintained as part of that
equipment. Cables leads and plugs not dedicated to an item of equipment should be maintained as
individual items as appropriate.
Over time, when you look at the results of user checks, formal visual inspections and portable appliance tests you will notice trends. These may tell you that you need to look at or test electrical
equipment more or less often, depending on the number of problems being found.
If electrical equipment is grouped together for testing at the same time, you should use the shortest testing interval in the group rather than the longest. Alternatively, it may be appropriate to
group your electrical equipment by testing interval.
The IET Code of Practice has a similar table but with the information presented in a slightly different manner. In some instances with more detail and specifics, however, the two sets of information
are considered to be consistent with each other.
Visual inspections should be carried out by a competent person as follows:	

	


i).	

	


Visually check the equipment for signs of damage to the appliance, its connecting
lead and the plug (including the security of the cable cord grip).

	

	


ii).	

	


If the check reveals damage or inadequate temporary repairs to the lead or plug,
the equipment must be taken out of use until repaired by a competent person.
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A full inspection and test must be carried out by an electrically skilled, trained and competent
person with a knowledge of the function and safety requirements of the article under inspection.

Further information can be obtained from the HSE publication HSG107 entitled ‘Maintaining
Portable & Electrical Equipment
All portable electrical appliances must be identified, marked and logged in a register. The log should
contain information of the appliance characteristics (name, model, date of purchase, serial no. etc.),
inspection and test results, details of repairs and date of next inspection and test.
A test label may then be applied with a date for next inspection and test.
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FIRST AID
First aid provision will be made at all workplaces in accordance with the Guidance on Regulations
(L74) published by HSE Books and accompanying the Health and Safety (First Aid) Regulations
1981 (as amended).
The provision will be determined by a First Aid Needs Assessment which must identify the most
suitable level of training for the workplace first-aiders, from one of the following:First Aid at Work (FAW) - requiring a three day course and certification from a competent
provider. The certificate will be valid for three years from the date of issue, although annual
refreshers are recommended. For workplaces where more than 25 persons are employed, a First
Aid at Work certificated first-aider will always be required.
On completion of FAW training (or a refresher) candidates should be able to:understand the role of the first-aider, including reference to:
•
the importance of preventing cross-infection;
•
the need for recording incidents and actions;
•
use of available equipment.
•
assess the situation and circumstances in order to act safely, promptly and effectively in an
•
emergency;
administer first aid to a casualty who is unconscious (including seizure);
•
administer cardiopulmonary resuscitation;
•
administer first aid to a casualty who is choking;
•
administer first aid to a casualty who is wounded and bleeding;
•
administer first aid to a casualty who is suffering from shock;
•
provide appropriate first aid for minor injuries, including small cuts, grazes and bruises, minor
•
burns and scalds, small splinters etc.
administer first aid to a casualty with:
•
injuries to bones, muscles and joints, including suspected spinal injuries;
•
chest injuries;
•
burns and scalds;
•
eye injuries;
•
sudden poisoning;
•
anaphylactic shock;
•
recognise the presence of major illness (including heart attack, stroke, epilepsy, asthma,
•
diabetes etc.) and provide appropriate first aid.
Emergency First Aid at Work - requiring a one day course and certification from a competent
body. The certificate will be valid for three years from the date of issue, although annual refreshers
are recommended.
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On completion of FAW training (or a refresher) candidates should be able to:understand the role of the first-aider, including reference to:
•
the importance of preventing cross-infection;
•
the need for recording incidents and actions;
•
use of available equipment.
•
assess the situation and circumstances in order to act safely, promptly and effectively in an
•
emergency;
administer first aid to a casualty who is unconscious (including seizure);
•
administer cardiopulmonary resuscitation;
•
administer first aid to a casualty who is choking;
•
administer first aid to a casualty who is wounded and bleeding;
•
administer first aid to a casualty who is suffering from shock;
•

•

provide appropriate first aid for minor injuries, including small cuts, grazes and bruises, minor
burns and scalds, small splinters etc.

Appointed Persons - this is the minimum requirement, where the first aid needs assessment
identifies that neither of the above categories are necessary. Their role includes looking after first
aid facilities and equipment and calling the emergency services when required. Appointed Persons
do not need first aid training, although it is recommended they do receive some emergency first
aid training.
Where it is considered that provision other than an Appointed Person may be necessary, a first aid
risk assessment must be carried out. The following factors must be considered:	

	

	

	

	

	

	

	

	


Hazards:
•	

Low-level hazards? (e.g. offices and shops)
•	

More dangerous hazards? (e.g. construction or dangerous machinery)
•	

Special hazards? (e.g. confined spaces or hazardous substances)

	

	


Records:
•	

Previous first aid records for the workplace (to identify trends or possible injury types)

	

	

	

	

	

	

	

	

	

	


Working Arrangements:
•	

Are there any lone or remote workers?
•	

Do any workers travel a lot?
•	

Is shift work undertaken?
•	

What cover is available for on-call workers?
•	

Is the workplace spread out over a large area? (e.g. over several floors or in different
	

buildings)
•	

What is the potential reaction time from the emergency services?
•	

Do employees work at sites managed by other employers?
•	

Is there cover for the absence (authorised or not) of first aiders?

	

	


Non Employees:
•	

What provision is made for non-employees and members of the public?

Employees:
•	

The numbers employed at the workplace?
•	

Whether any of the workforce have disabilities or particular health problems?
•	

The presence of inexperienced workers or trainees?

For further guidance on the selection of appropriate first aid cover, please see the flowchart in this
manual, the ACoP (L 74) or contact South Wales Safety Consultancy.
A proforma is contained in the ‘Forms’ section of the manual.
First aid kits will usually be located in the kitchen/rest room or reception area of each building. On
transient sites the kit should be located in the site office. The appointed person will ensure that the
kit contains the following suggested contents:•	

•	

	

•	

•	

•	


a leaflet giving general first aid guidance
20 individually wrapped adhesive plasters of assorted sizes and, where appropriate, of a
visible colour
2 sterile eye pads
2 triangular bandages
6 safety pins
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•	

•	

•	


2 large sterile individually wrapped unmedicated wound dressings
6 medium sized sterile individually wrapped unmedicated wound dressings
at least 3 pairs of disposable gloves (but see HSE Leaflet entitled “Latex and You”)

First aid kits for vehicles should contain as a minimum:	

	

	

	

	

	

	


•	

•	

•	

•	

•	

•	

•	


a leaflet giving general first aid guidance
6 individually wrapped adhesive plasters of assorted sizes	

2 triangular bandages
2 safety pins
1 large unmedicated wound dressing 	

at least 2 pairs of disposable gloves (but see HSE Leaflet entitled “Latex and You”)
individually wrapped moist cleansing wipes
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SHARPS (NEEDLESTICK INJURY) POLICY AND PROCEDURES
The main risks are from the Hepatitis B & C and Human Immunodeficiency (HIV) viruses. The
hepatitis viruses are more infectious than HIV although both are potentially fatal. The actual risk of
infection depends on:
	

	

	

	

	

	


•	

•	

•	

	

•	

•	


Whether the needle was used by an infected person
How much material enters the bloodstream
How long since the needle was discarded - hepatitis B and HIV can survive for weeks
or months, particularly if not dried out
In the case of hepatitis B, whether or not the injured person is immune
There may also be a risk of tetanus if the needle has been contaminated by soil.

Dedicated disposal facilities are provided in hostels, although it should not be assumed that they
will be used on every occasion. Needles may be discarded almost anywhere, but they will be more
likely to be found in the following locations :
Litter Bins

Toilets

Refuse Sacks

Chair cushions

Inside mattresses

Waste Bins

Post boxes

Public Transport

Alleys, Lanes etc

Gardens

Derelict Buildings

Parks

Lift Shafts

Verges

Temporary Buildings

Sewers

Gullies

Stolen Cars

Schools

Beaches

Playgrounds

Car Parks

Alleys, Lanes

Vacated Buildings

etc.

Report the discovery of all syringes, needles and other drug paraphernalia to your line manager or
health and safety adviser.
Always use tongs, stout rubber gloves and a sharps box for disposals.
Never use bare hands to clear rubbish or unblock toilets.
Remember that needles may be placed so as to deliberately cause injury.
Should any person receive a puncture injury, the following treatment must be given immediately :	

	

	

	

	

	

	

	


•	

•	

•	

•	

•	

	

•	

	


Encourage the puncture injury to bleed
Wash well under cold running water without soap and cover with a dry dressing
Seek medical advice as soon as possible
Record the incident and the action taken	

	

Retain the needle in a clear sealed bag and hand to your Section Manager or health
and safety adviser
A protective injection against hepatitis B (but not HIV) can be given, but must be
done within 48 hours

All employees working in areas where they may reasonably be expected to come into contact with
drug paraphernalia should receive inoculations against hepatitis. The health and safety adviser can
provide information and guidance in respect of vaccination.
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HAZARDOUS SUBSTANCES AND THE COSHH REGULATIONS
The Control of Substances Hazardous to Health Regulations (COSHH) require that any
substances likely to create a hazard to health must be assessed to determine the degree of hazard
and the precautions which must be taken to prevent health risks must be established and
implemented. The Regulations, which were originally introduced in 1988 Regulations and
periodically amended, lay down statutory requirements designed to control the use and storage of
certain substances which may be hazardous to health, although work involving asbestos and lead is
governed by other, more specific legislation.
COSHH requires employers to make suitable and sufficient assessments of the risks from work
with hazardous substances. To this end, all substances have to be identified so far as is reasonably
practicable, to establish the degree of risk associated with their use or manipulation.
Manufacturers and suppliers are legally required to supply information to recipients and users of
hazardous substances provided. In addition, all labels should be examined for information on health
risks (e.g. skin irritant, harmful by inhalation etc.) and also any limitation on use, (e.g. ‘Do Not Use
In Unventilated Areas’ or ‘Use Protective Overalls’). Information is also available from the Health
and Safety Executive, Trade Associations and the publication ‘EH40 - Workplace Exposure Limits’.
Where a hazard assessment identifies the need for health surveillance, it will require records to be
kept of such surveillance for a period of 40 years. It’s purpose is to detect problems with the
health of employees as early as is practicable, in order that damage to health can be prevented.
Suitable health surveillance will depend on the risk and may require input from a medical
practitioner, occupational nurse or other qualified person. Simple surveillance (such as inspections
for dermatitis of the hands) may be carried out ‘in-house’ by a suitably responsible person.
Schedules contained in the COSHH Regulations detail when and where health surveillance is
required, but if any doubt exists about whether to introduce a programme of health surveillance,
the Employment Medical Advisory Service (EMAS) must be contacted. The number of the local
offices can be obtained from the local HSE office or via the HSE Infoline (08701 545500).
Where contractors are engaged to work on or in premises controlled by the Company
(permanently or temporarily), it will usually be the responsibility of the senior manager of those
premises or site to ensure that any hazardous material brought onto the site has been properly
assessed by the contractor and that the relevant control measures are being effected.
If any control measures require the use of exhaust ventilation, the plant must be thoroughly
examined every 14 months. If the control measures require the use of respiratory protective
equipment, this must be regularly inspected (excluding disposable respirators). Records of all such
inspections must be kept for at least FIVE YEARS.
Schedules of Hazardous Substances are appended to this document and should be displayed in
each workplace as appropriate. The full assessment records can be made available on request.
For the majority of most substances used in connection with our activities, it is possible to
produce an assessment from the manufacturer's product data sheets. If there is any doubt about
the potential hazard from any substance brought into the workplace, assistance should be sought
from a reliable source such as the health and safety adviser.
At the planning stage of any operation/process, the following must be considered :i).	

	

	


Does the substance have to be used at all?
(sometimes a process/substance can be eliminated altogether by doing the job in a
different way or perhaps with a different sequence of operations)
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ii).	

	


Can a less hazardous substance be used ?
(e.g. water based products tend to be less hazardous than solvent based)

	

	

	


iii).	

 Can a less hazardous method of use be utilised ?
	

(e.g. brush application of solvent based products usually results in the generation
	

of less fumes than by spraying)

Once the above questions have been addressed, the assessment should be carried out using a
proforma. Although much of the information required will be provided in the manufacturer's or
supplier's safety data sheet, the use of this sheet in lieu of carrying out an assessment is not
permissible. The reason for this is that the assessment must take account of the location and
manner of use of the substance whereas the safety data sheet gives only general information of this
nature.
The standard proforma used by this Organisation, a copy of which can be found in the ‘Forms’
section of this manual, is completed as follows :i).	

	

	


	

	

	


Hazardous Substance - Manufacturer/Trade Name
Insert the name of the substance for which the assessment is intended. If the
substance is obtained in the form of a product, then insert the trade name.

	

	

	


ii).	

	

	


	

	

	


Persons Exposed
Identify the groups of persons exposed - operatives, supervisors or others
(members of public, adjacent workers etc.)

	

	

	


iii).	

 	

	

	

	

	


Hazardous Nature of Substance
Indicate whether the substance is flammable, irritant, toxic, harmful and/or
corrosive and/or has environmental impact.

	

	

	


iv).	

 	

	

	

	

	


Locations and Procedures Where Exposure May Arise
Indicate in which work areas exposure may occur and the operations or
processes involved

	

	

	

	

	

	

	

	

	

	


v).	

	

	

	

	

	

	

	

	

	


Control Measures Required
This allows the assessor to specify the control measures required to eliminate
exposure or reduce it to an acceptable and harmless level.
	

Measures which may be taken include :	

Exhaust ventilation
	

Local ventilation
	

Use of personal protective equipment
	

Use of other agents (barrier creams etc.)
N.B. 	

 Personal protective equipment may only be used as a ‘last line of defence’,
	

after all other controls have been considered.

	

	

	

	

	

	

	

	

	

	


vi).	

 	

	

	


Exposure Duration
Enter here the likely time of exposure to the substance.

vii).	

	

	

	

	

	

	


Health Risk
This entry is used to identify how the hazard presents itself, ie:	

Inhalation
	

Ingestion
	

Skin absorption
	

Skin contact
	

Eye contact
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viii).	

	

	

	

	

	


	

	

	

	

	

	


	

	

	


ix).	

 	

	

	

	

	


Additional Measures Required
This section is used to detail such required measures as :	

The need for total enclosure of work areas
	

Requirements for notification of enforcing authorities
	

Health surveillance details
	

etc.
Special Precautions
Enter details of any special precautions to be taken in respect of storage, handling,
spillage and disposal etc.

	

x).	

 	

Emergency Procedures Required
	

	

	

Clear and concise information about necessary emergency procedures 	

must be
	

	

	

entered here (e.g. in case of fire, gas escape etc.).
	

As our organisation uses many substances on a regular basis, it is convenient to produce a schedule
of the findings for reference at the workplace. The main assessments are held in the safety
department and the assessment schedule is used as a reference guide by those concerned with a
particular process or activity. By condensing the information contained in the full assessment, the
salient points are readily available in chart form.
Purchasing Hazardous Substances
When purchasing hazardous substances, consideration should be given to all available options and
the least hazardous substance obtained (e.g. can you use water based paints instead of solvent
based?). You should also be careful not to over-order hazardous substances, as it may result in
materials having to be stored for longer periods than is absolutely necessary.
When placing an order, always ask the supplier for the safety data sheet as, without it, you will be
unable to implement the proper control measures or be able to carry out the COSHH assessment
before using the substance.
Storage of Hazardous Substances
When hazardous substances need to be stored prior to use, always ensure that proper storage
facilities are available. Check the safety data sheet and read the packaging to determine if special
measures are needed. Examples of special storage requirements include:storing in well ventilated areas

-	


keeping the substance cool and/or dry

-	


storing in flameproof containers

-	


storing outside and away from buildings

-	


keeping away from direct sunlight and/or other heat sources

-	


storing away from certain other substances

-	


restrictions on the length of time substances can be stored (ie. “use by” dates)

-	


storing in lockable containers to restrict access to authorised personnel only

-	


storing in bunded areas

-	


etc.
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If, when a substance has been ordered and delivered and it is not possible to comply with the
storage instructions, contact the safety department immediately for advice.
Spillages
If a spillage occurs or a container leaks, then check the COSHH assessment and/or safety data
sheet for instructions on the correct way to deal with the spillage. For certain products it may be
necessary to obtain spill kits or sorbent materials to contain the spillage. If these are required, then
obtain the necessary items before or at the same time as the hazardous substance, not after the
spillage has occurred!
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ACCIDENT AND INCIDENT REPORTING
An accident may be defined in many ways, but perhaps the clearest definition is "....an unintentional
and unexpected occurrence which produces error or loss".
Accidents are normally segregated into four different classes:	


i).	


Those which cause no damage to property or injury to people.

	

	


ii).	

	


Those which cause damage to material, plant or equipment but do not injure
personnel.

	


iii).	

 Those which cause injury to personnel but do not damage property.

	


iv).	

 Those which cause both injury to people and damage to material, plant and equipment.

Although all of the above are accidents, we usually refer to numbers i) and ii) as incidents.
The term ‘incident’ (when used in this context) can therefore be defined as ‘... an accident which
does not produce injury, but possesses the capability to do so in certain circumstances’.
Accidents must be reported for many reasons, not least of which is the legal duty under The
Reporting of Injuries, Diseases and Dangerous Occurrence Regulations (RIDDOR). However, in
addition to statutory requirements, it is important to remember the primary reasons for reporting
accidents - namely:	


•	


The more accidents and incidents that are reported, the more that can be investigated.

	

	


•	

	


The more accidents and incidents that are investigated, the more that can be prevented
from 	

recurring.

	

	


•	

	


The more accidents and incidents that can be prevented from recurring, the safer and
more efficient the workforce.

All accidents/incidents must be reported as soon as possible after they occur. This will ensure that
the investigation can take place :	


•	


Whilst the events are still clear in everybody's mind

	


•	


Whilst the conditions at the time of the event are still prevailing

	


•	


Before machinery, equipment, conditions etc. can be changed or tampered with

	


•	


Before a recurrence of the event

The initial report will be made by any person who witnesses the accident/incident. In the case of
an unobserved event, the report will be by the first person who discovers the problem.
In the case of the initial report being made by any non-supervisory personnel, the report will be
verbally made to that person's immediate supervisor.
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The verbal report must be passed on as necessary until it is given to the manager responsible for
the area where the event occurred or the health and safety officer. It will then be his or her
responsibility to fill in the internal Report Form.

The manager must also decide whether an immediate report must be passed further up the
management chain.
In the ‘Forms’ section of this manual are copies of the following forms:	


•	


Personal Accident Report Form

	


•	


Damage (Incident) Report Form

Initially, it will be sufficient to fill in only the basic, factual information. The majority of the
information will be entered at the investigation stage. Head Office will be responsible for any
notifications to HSE under RIDDOR.
A further decision is required at the initial report stage - whether it is necessary to
immediately inform the Health & Safety Executive. The central telephone number must be
called - 0845 300 99 23. There is an online reporting facility available through the HSE’s web site
at www.hse.gov.uk.
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations, impose duties on
employers to notify the enforcing authority immediately (normally by telephone or online) in
certain circumstances. These include :i).	

	


Any fatal injuries to employees or other people in an accident connected with the
business.

	


ii).	


Any of the following major injuries:-

	


	


•	


Fracture of bones (except in fingers, thumbs or toes);

	


	


•	


Amputation of an arm, hand, finger, thumb, leg, foot or toe;

	

	


	

	


•	

	


Injury likely to cause permanent blinding or reduction in sight in one or both
eyes;

	

	


	

	


•	

	


Crush injuries to the head or torso causing damage to the brain or internal
organs in the chest or abdomen

	

	

	


	

	

	


•	

	

	


Any burn injury (including scalding) which :- covers more than 10% of the whole body’s surface area, or
- causes significant damage to the eyes, respiratory system or other vital organs;

	


	


•	


Any degree of scalping requiring hospital treatment;

	


	


•	


loss of consciousness caused by head injury or asphyxia;

	

	

	


	

	

	


•	

	

	


Any injury arising from working in an enclosed space which - leads to hypothermia or heat-induced illness, or
- requires resuscitation or admittance to hospital for more than 24 hours.

	

	

	


iii).	

 In addition to the above circumstances, a report must be made within fifteen days of
	

the accident occurring, by the submission of an online form, of any other injury to an
	

employee which results in their absence from work or being unable to do their normal
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work for more than seven days (including days which would not normally be working
days).

	

	


iv).	

 Non-fatal injuries suffered by non-workers must be reported if the injured person is
	

taken from the site of the accident to a hospital for treatment.

	

	


v).	

	


In certain circumstances, the diagnosis of a worker with any of the following
occupational diseases must also be reported:-

	


	


•	


Carpal Tunnel Syndrome

	


	


•	


Cramp in the hand or forearm

	


	


•	


Occupational dermatitis

	


	


•	


Hand Arm Vibration Syndrome

	


	


•	


Occupational asthma

	


	


•	


Tendonitis or tenosynovitis in the hand or forearm

In addition to the above mentioned procedures, an accident book must be provided in each
workplace. Entries must be made for all work related accidents. Usually, the injured person or their
line manager will make the entry.
The books will be periodically inspected by the health and safety adviser and any appropriate
action required will be taken.
Dangerous Occurrences
Schedule 2 (Part 1) of the Regulations lists Dangerous Occurrences which must be reported in line
with the Reporting Procedure given in Schedule 1 (Parts 1 & 2) of the Regulations. The
occurrences that must be reported can be summarised as follows:Failure, overturning or collapse of lifting equipment.
Failure of pressure systems.
Contact with overhead electric lines (or ‘flash-over’).
Electrical incidents causing explosion or fire.
Incidents involving explosives.
Release or escape of certain biological agents.	

Malfunction of radiation equipment.
Malfunction of breathing apparatus.
Incidents involving diving operations.
Certain collapses of scaffolding.
Train collisions.
Incidents involving wells, pipelines and pipeline works.
Structural collapses (including falsework).
Explosions and fires.
Releases of flammable liquids and gases.
Hazardous escapes of substances.
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14.	

15.	

16.	
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Additional Dangerous Occurrences are specified for mines, quarries, certain transport systems and
offshore workplaces.
Penalties for failing to report injuries and dangerous occurrences can be severe, so it is always best
to err on the side of caution and report accidents and incidents even if unsure whether or not
they are reportable.
South Wales Safety Consultancy Limited can also be contacted (029 2062 8763) for further advice
about reporting accidents and incidents.
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Accident Report & Investigation Procedure
Accident Occurs on
Site

Ensure area is safe &
render first aid if required

Operative or Supervisor
to notify relevant parties
immediately & ensure
incident reported in site
Accident Book

Operative or Supervisor
to notify head office. Accident to be registered in
Accident Book.

Specified
major
injury or 7
day reportable

Copy to H&S File

Non reportable

Office sends
“Internal
Accident
Report” form
to Supervisor

Head Office notify SWSCIndependent H&S consultant

Head Office notify H.S.E. copy to SWSC

If deemed necessary
SWSC to visit site, investigate accident and forward
report to Head Office

Recommendations to
prevent recurrence, agree
& implement

Head Office forward report to insurance provider
& other relevant parties

Provide Supervisors and
workforce with relevant
information

Supervisor
completes
form and
return to
head office

Head Office notify insurance providers if relevant
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Near Miss Report Procedure

Near Miss occurs on site

Our Site Manager/ Supervisor to
commence with investigate, completing internal report form (master
copy in safety manual)

Determine whether it is a reportable occurrence and if so instigate
reporting procedure (See safety
manual)

Copy to H&S File

SWSC to visit site if so required, investigate circumstances and review
Manager/Supervisors report. If so
required, a more comprehensive report will be compiled

Our Manager/Supervisor and/or
SWSC to review our Risk Assessment and if necessary, Method
Statement

If Risk Assessment or Method
Statement is revised, information to
be conveyed to the workforce. Signatures to be obtained. Revisions to
be issued to all concerned parties
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ACCIDENT AND INCIDENT INVESTIGATION
Although accident investigations have legal and moral significance, their PRIMARY function is to
discover what went wrong, with a view to making recommendations which will prevent a
recurrence. Despite preventive measures which may already be in place, some hazards will remain
overlooked and not safeguarded. Additionally, some behavioural faults will also occur - it is
impossible to supervise and control all activities at all times.
	


Effective investigations can perform a number of useful functions. They can:-

	

	

	


•	

•	

•	


Describe what happened	

Evaluate the risks	

	

Define trends	

 	

	


	

	

	


•	

•	

•	


Determine the real causes
Develop controls
Demonstrate concern

Initial Actions
The success of an investigation often depends on the correct action being taken as soon as
possible. For this reason, some or all of the following steps should be taken (according to the
particular circumstances):Take control at the scene
This is the responsibility of the most senior member of staff who is at the scene. who must decide
on what actions are to be taken and who is to take them. All decisions must be approved by them.
Ensure first-aid and call for emergency services
People's lives and well-being are the main priority. If necessary, carry out emergency first-aid and
arrange for the emergency services to be called. No person(s) must place themselves in any danger
whilst attending to the victim.
It is preferable for the manager to remain at the scene, so if other persons are present, one of
them should be dispatched to call for help.
All instructions must be clear and specific. People may be in shock or be in a state of confusion and
panic. Tell them where the nearest phone is and tell them exactly what to say.
Control potential secondary accidents
It is essential that the area in which an accident occurs is checked thoroughly immediately after the
event, so as to ensure that no further unacceptable risks are present. Examples of these dangers
may be where an electrical accident has occurred (isolate all circuits) or where there has been a
sudden release of flammable substances (mop-up or evacuate the area).
Identify sources of evidence at the scene
Where the environment is under constant change, it is important to note the prevailing conditions
at the time of the accident.
Witnesses should be instructed to remain at the scene for questioning unless suffering from shock
and/or requiring other medical treatment.
Preserve evidence from alteration or removal
It will often be decided, especially in more serious cases, that investigation is more important than
the continuation of work.
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Employees must be instructed not to move any evidence or tamper with any machinery etc.
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Where an accident results in the necessity to immediately report to an enforcing authority,
permission must be gained before anything at the scene may be moved - in certain circumstances,
the enforcement officer may wish to attend at the scene to see for himself.
Recognise the loss potential
Even in the case of a minor accident, the loss potential may be much greater than the actual loss.
The scene should therefore be studied to determine how serious the accident could have been.
We have all heard people say "Someone could have been killed".
Notify
According to the severity of the accident, it may be necessary to notify senior management. This
may involve a courtesy call to a supervisor, or a formal report to Head Office.
If in doubt whether an accident justifies notification, it is best to do so.
Investigators
There are several persons who may carry out the investigation. They include supervisors,
managers, staff and health and safety advisers. Listed below are their respective merits:Supervisors / Line Managers
Supervisors are often best placed to carry out investigations for the following reasons:	

	


•	

	


They have a personal interest.
Accidents affect work output, quality, profitability and every other aspect of the job.

	

	

	


•	

	

	


They know the people and conditions.
Their decisions may affect selection, training, standards and schedules. They already
know much of the information that an outside investigator may have to seek.

	

	

	


•	

	

	


They know where to get the necessary information.
They know 'who knows what'. They already have lines of communications with other
work groups.

	

	

	


•	

	

	


They will take the remedial action.
Line supervisors will know what will work and will not work. If they are directly
involved in deciding the remedial action, they are more likely to see it through.

	

	

	

	


•	

	

	

	


They benefit from investigating.
When a supervisor takes control of an investigation, it demonstrates to other
employees that they are concerned and conscientious. It also shows that supervisors
have a certain amount of control over their workplace.

Managers
Middle or higher-level managers may need to take control of investigations in certain
circumstances. These include :•	


Where there is a major loss or a high potential incident.

	

	


•	

	


Where the circumstances of the accident cross into areas covered by more than
one supervisor.

	


•	


Where the remedial actions may have a broad scope or significant costs.
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Staff
Occasionally, specialist knowledge is needed in an investigation. This could be of a new process,
suspected equipment failure, use of hazardous materials or a complex situation.
If technical expertise is required, it is usual for the specialist or staff member to become an advisor
to the investigator, rather than taking over the entire investigation.
Health and Safety Adviser
The safety practitioner is usually consulted to provide expert advice and is therefore considered as
an adviser, although there may be circumstances where they will carry out the entire investigation.
The Investigation
	

Timing
The best time to start an investigation is as soon as possible after the event. The less time between
the accident and the investigation, the better and more reliable will be the information available.
Facts will be easier to determine and more details will be remembered by those involved, while the
conditions are more likely to be closest to those pertaining immediately before the accident.
Ideally, the victim should be the first person to be interviewed as they were most directly involved.
However, their injuries may be serious or they may be suffering from shock. In such circumstances
they should not be pressed for an explanation until they have recovered.
In cases of less serious accidents or where there are no injuries or shock, then the worker directly
involved should be questioned at the earliest opportunity.
Fire
In the case of fire investigation, although not essential it is helpful if the investigator can be present
during the fire or as soon as possible after it occurred. The exact area in which the fire started may
be more readily apparent, although it may be obscured by smoke and heat may prevent close
access. In such cases, they may also be able to gain useful information by watching the firemen at
work. If they can photograph the course of the fire it may prove useful to the investigation.
Evidence
Depending on the severity of any injuries or damage the investigator should be present during
cleaning-up operations and reinstatement, as valuable clues may otherwise be missed.
If possible and permissible, the investigator should collect any necessary evidence.
Equipment
There are a number of items which may be required for an investigation, including :•	


Photographic equipment (Black & White and colour)

	


•	


Portable lights

	


•	


Sketchpad, pencils and measuring equipment

	


•	


Notebook (and possibly a portable tape recorder)

	


•	


Sample collection equipment (bags, jars, envelopes etc.)

	


•	


Tools for cleaning debris or spillages
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Investigation Procedure
Accident investigation involves three complementary actions :i).	

	


Inspection of the scene of the accident to collect any information relating to physical
conditions relating to plant, equipment and the building.

ii).	

	


Interviewing witnesses and any others likely to give information concerning any unsafe acts
or practices which may have contributed to the accident.

iii).	

 Summary of all available evidence and recommendations for future action to prevent a
	

recurrence.
Inspection of the Scene
a).	

	


Take a careful but detailed look at the scene of the accident from a distance, preferably
from all sides, evaluating and noting the following points:-

	


	


i).	


Extent and severity of the damage

	


	


ii).	


Damage to surrounding property

	


	


iii).	

 Environmental conditions (temperature, humidity etc.)

b).	

 Discuss the accident with those present. It is easy to upset people when asking questions
	

about what has been done or not been done. However, casual remarks made during the
	

initial inspection may be quite revealing.
c).	

	

	


The investigator should talk to any personnel involved near the scene of the accident.
This would also serve as an ideal opportunity to explain that the object of the exercise is
to prevent recurrences, not to apportion blame or criticise.

d).	

	

	

	

	

	

	


Take plenty of photographs. Take general views showing as much as possible from different
vantage points and close-ups of any irregularities which may have contributed to the
accident.
Black & white film is better for definitive photography, especially after fires and colour
photography is better for general delineation of the area. If only one camera is available, it is
best to use black & white film.

Types of Witnesses
Witnesses can be defined into three different categories :	

	

	


i).	

	

	


Primary Witnesses
The victim. Only they will know exactly what the events were which led to
the accident and they should be able to give a full account of their actions.

	

	

	


	

	

	


ii).	

	

	


Secondary Witnesses
The eyewitness. These are, in practice, quite rare. Usually, the eyewitness's
observations begin immediately or soon after the accident has occurred.

	


	


iii).	

 Tertiary Witness
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These are people who can offer a variety of corroborative statements regarding
the acts of people or environmental information relevant to the circumstances
surrounding the accident.

Putting Witnesses at Ease
The primary consideration is to put the witness at ease, which can be best done by fully explaining
the purpose of the investigation.
Witnesses can be further relaxed by encouraging their participation and involvement in the
exercise. Ask their opinion and show interest in any ideas they may have about the possible causes.
Interview Location
If possible, interview at the scene of the accident as the witness may then use 'props' to illustrate
points. It is usually much easier to clearly explain what happened if witnesses are able to point out
specific things and recall their actions related to specific locations.
Question Phrasing
A good principle to adopt during questioning is to ask :	

	

	

	

• WHAT	

 • WHERE	

 • WHEN	

 • HOW	

 • WHO
Questions starting with WHY will only put witnesses on the defensive and may even antagonise
them. Typical questions might be :	

	

	


•	

•	

•	


WHAT happened ?
WHAT did you see ? 	

WHAT time was it ?

	

	

	


•	

•	

•	


WHERE were you at the time ?
WHERE was the victim ?
WHEN did you realise something was wrong ?

	

	

	


•	

•	

•	


HOW did it happen ?
HOW were you involved ?
HOW could it have been prevented ?

	

	

	


•	

•	

•	


WHO else was involved ?
WHO else saw it ?
WHO reported it ?

Attitude
The question "What happened ?" will often promote the fullest response. It is important that the
interviewer listens carefully and without interruption.
If necessary, ask questions after the witness has finished his or her account.
Do not disagree with any statement or judgement made by the witness.
Remember that what a witness believes to have happened will depend on how they perceived the
situation, even though this may conflict with the actual facts.
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Ensure that all relevant facts are covered.
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It is also important to establish the level of experience and training of all witnesses, as this will add
credence to their statement.
Conclusion of Interview
When the interview has been completed :	


•	


Read the statement back and make any additions or alterations.

	


•	


Try and finish on an up-beat note.

	


•	


Thank the witness for their assistance and ask for ideas and views.

Conclusions of Investigation
Your conclusions should point to unsafe acts and/or conditions which had a direct cause. It is
possible that there will be more than one causal factor and all possibilities should be considered
for inclusion in the final report.
All considerations should be included, no matter how minor.
For more serious accidents and incidents it is often worth including and opinion as to whether any
statutory duties have been breached, although care should be taken regarding distribution of such
matters.
Recommendations
This is the most important part of the investigation and the result of all previous endeavours.
Without sensible, workable recommendations, the entire investigation process will have been a
waste of time.
Consider all the causal factors identified in the Conclusions and recommend the necessary action
to be taken to remove or reduce those factors.
Bear in mind that all recommendations must be reasonably practicable. It is unreasonable to expect
an organisation to spend £100,000 to prevent a minor cut, but it is entirely reasonable to
recommend a course of action costing this much if it saves a life.
With the recommendations, a programme of implementation should also be presented. Suggest a
time scale for remedies to be carried out and designate a person (usually the person making the
recommendations) to make arrangements for the changes.
After the allocated time has passed, ensure that checks are made as to the suitability of the
solutions.
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PROTECTING THE PUBLIC
Introduction
It is of the utmost importance that we do not place members of the public at risk from our work
activities. Management of risks, which may affect or impact upon members of the public is to be
carried out in accordance with the document 'Protecting the Public - Your Next Move'. The
process of managing public risk is to be applied at each stage of our projects i.e., design, preconstruction, construction and handover.
If there is an interface with the public where the nature of our work may create a
significant hazard i.e vehicle movement, excavations, plant, overhead work, then a site
specific Risk Assessment and Method Statement (for both direct and subcontracted
works) must be produced, as should a Procedure detailing the controls which are to
be applied to ensure the safety of the public.
Particular attention must be paid to the following:•
•
•
•
•
•
•
•
•
•
•
•
•
•

Perimeter fencing or hoarding ( including design review prior to erection)
Security arrangements.
Controlling access
Scaffolding
Excavations
Tripping hazards
Plant and machinery
Vehicle movement including site access, egress and pedestrian segregation
Use of hazardous substances
Storing and stacking of materials
Electricity
Dust, noise and sparks
Falling objects
Roadworks

Special attention may be required in relation to children, the disabled, refurbishment
of occupied residential, commercial or industrial premises, health care premises.
Remember that the temporary works (such as site hoarding) must be properly planned and
managed. A temporary works coordinator must be appointed for all sites
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FIRE SAFETY - (Offices)
1. Introduction:
The Regulatory Reform (Fire Safety) Order 2005 [FSO 2005] was laid before Parliament on 10th
May 2004. The Order came into effect on 1st October 2006 and is supported by Approved Codes
of Practice [ACoPs] for different uses of buildings.
The main objective of the Fire Safety Order is to simplify and rationalise existing fire safety
legislation and to introduce a risk assessment based regime based upon the principles of the Fire
Precautions (Workplace) Regulations 1997 [FPWR 1997]. The Fire Safety Order has replaced the
Fire Precautions Act 1971 and the fire certification process in addition to the FPWR 1997. This
has shifted the balance of fire safety responsibility onto owners and occupiers whilst strengthening
the fire service role as the main fire safety enforcer.
2. Definitions:
Responsible person:
The FSO has expanded the class of people who can be responsible for fire safety to;
•	

the employer in relation to any work place under his control;
•	

the person who has control of the premises (as occupier or otherwise) for carrying on by
	

him of trade, business or other undertaking the owner, where the person in control of the
	

premises does not have control.
Relevant persons:
The responsible person has fire safety responsibilities not only to employees but also to anyone
who is lawfully on the premises who might be affected by fire. These are referred to as relevant
persons.
General Fire Precautions:
The term general fire precautions is used to describe the measures
•	

to reduce the risk of fire or spread of fire on premises
•	

relating to means of escape
•	

for securing at all time the means of escape can be safely and effectively used
•	

relating to means of fighting fire
•	

relating to means of detecting and warning of fire
•	

relating to action to be taken in the event of fire [includes measures for training of
	

employees and measures to prevent fire]
3. Duties under the FSO 2005:
The responsible person/s have a responsibility under the Order to comply with the duties imposed
by articles 8 to 22 or by regulations made under article 24 (at the time of preparing this document
no regulations had been made). A summary of articles 8 to 22 is listed below;
Article 8 ~ Duty to take general fire precautions:
Requires the responsible person to take such general fire precautions that will ensure, so far as is
reasonably practical, the safety of his employees and relevant persons.

Advanced Carpentry Solutions Ltd
35 Bluebell Drive, Pontyclun, Llanharan, Mid Glamorgan, CF72 9UN

ARR P81

© SWSC Ltd

Article 9 ~ Risk assessment:
The responsible person must make a suitable and sufficient assessment of the risks to ensure that
appropriate measures can be implemented to protect occupants and their means of escape, and to
prevent fire occurring or spreading. The risk assessment must recognise that the use and
occupancy of the building is rarely static. Assessments must become part of the day-to-day
operations and not a one off burden carried out and then left on the shelf to gather dust!

Special consideration must be given to persons under the age of 18 and work activities involving a
dangerous substance.
The details of the assessment will need to be recorded if;
•	

there are more than 5 people employed
•	

a licence under an enactment is in force for the premises
•	

an ‘Alterations Notice’ has been served
Article 10 ~ Principles of prevention to be applied
Preventative and protective measures implemented by the responsible person must be done in
accordance with the principles contained within the FSO 2005.
Article 11 ~Fire Safety Arrangements:
The responsible person must make appropriate arrangements for effective planning, organisation,
control, monitoring and review of preventative and protective measures.
Arrangements must be documented if;
•	

there are more than 5 people employed
•	

a licence under an enactment is in force for the premises
•	

an ‘Alterations Notice’ has been served
Article 12 ~ Elimination or reduction of risks from dangerous substances
If a dangerous substance is present in or on the premises the responsible person must ensure that
the risks to relevant persons relating to the presence of the substance is either eliminated or
reduced so far as is reasonably practicable.
Article 13 ~ Fire fighting and Fire detection
The responsible person taking into account;
•	

the size and use of the premises,
•	

the equipment on the premises,
•	

physical and chemical properties of the substances likely to be on the site
•	

the maximum number of persons who may be present at one time
must ensure that;
•	

the premises are fitted with appropriate fire fighting equipment and with fire detectors and
	

alarms.
•	

any non-automatic fire fighting equipment is easily accessible, simple to use and indicated by a
	

sign.
and where necessary
•	

take measures for fire fighting in the premises
•	

nominate competent persons to implement those measures, ensuring that there are a
	

suitable number of persons and that the training and equipment given to them is adequate
•	

arrange any necessary contact with external emergency services
Article 14 ~ Emergency routes and exits:
Responsible person must ensure that routes to emergency exits and the emergency exits are kept
clear at all times
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The following requirements must be complied with;
•	

emergency routes and exits must lead directly to place of safety
•	

in the event of danger persons must be able to evacuate premises as quickly and safely as
	

possible.
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•	

	

	

•	

•	

	

•	

	

•	

•	

	


number, distribution and dimensions of emergency exits must be adequate, taking into
account the use, equipment and dimensions of the premises and maximum number of
people who may be present
emergency doors must open in the direction of escape
sliding and revolving doors must not be used for door specifically intended as emergency
exits.
emergency doors must not be locked or fastened and should be easily opened by any
person in the event of an emergency.
emergency routes and exits must be indicated by a sign
emergency routes and exits that require illumination must be provided with emergency
lighting in case of failure of normal lighting.

Article 15 ~ Procedures for serious and imminent danger and for danger areas:
The responsible person must
•	

establish and where necessary give effect to appropriate procedures, including safety
	

drills, to be followed in the event of serious or imminent danger to relevant persons.
•	

Nominate sufficient number of competent persons to implement those procedures
•	

Ensure that no relevant persons has access to any area to which it is necessary to restrict
	

on the grounds of safety, unless the person concerned has received adequate instruction.
Competent person ~ where they have had sufficient training and experience or knowledge [of fire
safety] and other qualities to enable them to implement the evacuation procedures.
Article 16 ~ Additional emergency measures in respect of dangerous substances:
This places specific conditions to safeguard the safety of relevant persons arising from an accident,
incident or emergency related to the presence of dangerous substances in or on the premises.
Article 17 ~ Maintenance:
The responsible person must ensure that premises, and any facilities, equipment and devices
required by the FSO or under any other enactment are maintained in an efficient state, in efficient
working order and in good repair.
Article 18 ~ Safety assistance:
The responsible person must appoint one or more competent person to assist in undertaking the
preventative and protective measures and must make arrangements for ensuring adequate cooperation between them. A competent person is somebody with sufficient training and experience
or knowledge [of fire safety] and other qualities to enable him to properly assist in undertaking the
preventative and protective measures.
The responsible person must ensure that the number of persons appointed, the time available for
them to fulfil their responsibility and the means at their disposal are adequate taking into account
the size of the premises, the risks to which persons are exposed and the distribution of those risk
through the premises.
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Article 19 ~ Provision of information to employees:
The responsible person must provide his employees with comprehensible and relevant information
on;
•	

the risks identified by the risk assessment
•	

preventative and protective measures
•	

emergency procedures
•	

the appointed competent person/s (Fire Wardens)
•	

the risk notified by any other responsible person

The responsible person must, before employing a child, provide a parent of the child with
comprehensible and relevant information on;
•	

the risks to that child identified by the risk assessment
•	

the preventative and protective measures
•	

the risk notified by any other responsible person
Where a dangerous substance is present in or on the premises, the responsible person must
provide his employees with the details of any such substance including;
•	

the name of the substance and the risk which it presents
•	

access to any relevant safety data sheet
•	

legislative provisions which apply to the substance
•	

the significant findings of the risk assessment
Article 20 ~ Provision of information to employers and the self employed from outside
undertakings:
The responsible person must ensure that the employers of any employees from outside
undertakings who are working in or on the premises are provided with comprehensible and
relevant information on;
•	

the risk to those employees and the preventative and protective measures taken by the
	

responsible person.
•	

persons nominated by the responsible person who will implement the emergency
	

procedures in the areas affecting the outside undertaking employee.
Article 21 ~ Training:
The responsible person must ensure that his employees are provided with adequate safety training
•	

on their first day of employment
•	

when they are exposed to new or increased risks because of;
	

	

~ being transferred or given a change of responsibility
	

	

~ new equipment or a change in the equipment already in use
	

	

~ the introduction of new technology
	

	

~ new systems of work or changes to a system of work already in use
The training must;
•	

include instructions and training on the precautions and actions to be taken by employees
	

to safeguard themselves and others on the premises.
•	

repeated periodically as appropriate
•	

adapted to take account of new or changed risks
•	

provided in a manner appropriate to the risks identified
•	

take place during working hours
Article 22 ~ Co-operation and co-ordination:
If two or more responsible persons share, or have duties in respect of a premises [whether
temporary or permanent basis] each person must;
•	

co-operate with the other responsible person to enable them to comply with the FSO 2005
•	

co-ordinate the measures taken by him to comply with the FSO 2005 with the measures
	

taken by any other responsible persons.
•	

inform any other responsible person of the risks to any relevant person because of the
	

work undertaken or any actions.
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Article 23 ~ General Duties on Employees at Work:
Every employee whilst at work must;
•	

take reasonable care for their own safety and the safety of their colleagues / visitors who
	

could be affected by their acts or omissions at work.
•	

co-operate with the measures taken by the employer to comply with the FSO 2005.
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•	

	

	

	

	

	


inform his employer or other employee with specific responsibility for the safety of
other employees of;
o 	

 Any work situation that could be considered a serious and imminent danger to the
	

safety of persons in the event of fire.
o 	

 Any situation that represents a shortcoming for the employers protection
	

arrangements for the safety of persons in the event of fire.

Article 38 ~ Maintenance of measures provided for protection of fire-fighters
Where necessary in order to safeguard the safety of fire-fighters in the event of fire, the
responsible person must ensure that the premises and any facilities, equipment and devices
provided for use by or protection of fire-fighters are subject to a suitable system of maintenance
and are maintained in an efficient state, in efficient working order and in good repair.
4. Enforcement:
Depending on the type and use of the building the enforcing authorities can be:
•	

Fire authority for the area in which the premises are, or are to be, situated.
•	

Health and Safety Executive
•	

Fire Service maintained by the Secretary of State for Defence
•	

Relevant Local Authority
Powers of inspectors:
An inspector carrying out his duties under the FSO 2005 has the power to do at any reasonable
time the following
•	

Enter any premises and inspect the whole or part of the premises and anything in them
•	

Make such inquiry as may be necessary to
	

o 	

 Determine whether the provisions of the FSO 2005 or any regulations made under it
	

	

that apply or are being complied with.
	

o 	

 To identify the responsible person in relation to the premises.
•	

To require the production of, or where the information is recorded in computerised form,
	

the furnishing or extracts from any records (including plans) which are
	

o 	

 Required by the provision of the FSO 2005 or any regulations made under it
	

o 	

 That are necessary for him to see for the purposes of undertaking an inspection
	

	

or examination
	

 the inspector may inspect and take copies of any entries in the records
•	

	

	

•	

	

•	

	

	

	


Require persons having responsibility in relation to any premises (whether or not the
responsible persons) to give him assistance for the purpose of enabling the inspector to
carry out his duties under the FSO 2005.
Take samples of any articles or substances found in any premise which he has a power to
enter for the purposes of ascertaining their fire resistance or flammability
In case of article or substance found in any premises which he has a power to enter, if it
appears to him to have caused or to be likely to cause danger to the safety of relevant
persons he can request for it to be dismantled or subjected to any process or test (but
not so far as to damage or destroy it unless this is, in the circumstances necessary)

The occupier of any premises visited by an Inspector can request him to provide evidence of his
authority
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Alterations Notice:
[NB only applicable to specific premises and requires owner to notify Fire Authority in advance of
alterations]
An alterations notice applies to any premises which
•	

is a serious risk to relevant persons [due to the features of the premises, their use, any
	

hazards present or any other circumstance] or
•	

if any changes are made to them or the use to which they are put
For a premises that has an alterations notice served the responsible person must before making
any of the alterations described below which may result in a significant increase in the risk, notify
the relevant authority of the proposed change.
The changes referred to above are;
•	

a change to the premises
•	

a change to service, fittings or equipment in or on the premises
•	

an increase in the quantities of dangerous substances that are present on the premises
•	

a change to the use of the premises
Alterations notices that are served can be withdrawn at any time, the notice is considered to be in
force until it is withdrawn or cancelled by the courts.
Nothing in the alterations notice prevents an enforcing authority from serving a enforcement
notice or prohibition notice.
Enforcement Notice:
If the enforcing authority considers that the responsible person has failed to comply with any of
the requirements of the FSO 2005 or any regulations made under it then it may serve a notice on
that person.
The enforcement notice must;
•	

state that in the opinion of the enforcing authority the responsible person is not complying
	

with the requirements of the FSO 2005 and why.
•	

specify the provisions that have not been complied with.
•	

require the responsible person to take steps to remedy the failure within a time specified in
	

the notice, commencing from the date of the notice being served and not being less than
	

28days.
The enforcement notice may include the measure the enforcing authority deems are necessary to
remedy the failures. Such measure may be specified that give the responsible person on whom the
notice is served a choice of measures required to remedy the contravention.
An enforcement notice can be withdrawn by the enforcing authority before the end of the period
specified in the notice.
If there is no pending appeal against the notice the enforcing authority can extend and further
extend the period specified in the notice.
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Prohibition Notice:
If the enforcing authority considers that the risk to the relevant persons is so serious that the use
of the premises should be prohibited or restricted then a prohibition notice can be served on the
responsible person. The risk to the relevant person includes anything affecting their escape from
the premises.

A prohibition notice must;
•	

state that the enforcing authority is of the opinion that the risk to the relevant persons is
	

so serious that the use of the premises should be prohibited or restricted.
•	

specify the issues that they consider as the cause or will give rise to that risk
•	

state that the use to which the prohibition relates to is prohibited or restricted to the extent
	

specified in the notice until the issues have been remedied.
The prohibition notice may include the measure that will have to be taken to remedy the matters
referred to in the prohibition notice. Such measure may be specified that give the responsible
person on whom the notice is served a choice of measures required to remedy the contravention.
If the enforcing authority is of the opinion that the risk of serious personal injury is or, as the case
may be, will be imminent a prohibition may take effect from the time that it is served and in any
other case take effect at the end of the period specified in the prohibition notice
Where a prohibition notice has been served the enforcing authority may withdraw the notice at
any time.
5. Offences:
Article 32
It is an offence for any responsible person, or any person who has control of a premises, to;
•	

fail to comply with any requirement or prohibition imposed by articles 8 to 22 and 38
	

(fire safety duties) where that failure places one or more relevant persons at risk of
	

death or serious injury in case of fire.
It is an offence for any person to;
•	

fail to comply with article 23 (general duties of employees at work) where that failure
	

places one or more relevant persons at risk of death or serious injury in case of fire
•	

make a false entry in any document required under this order
Any person guilty of an offence under paragraph (1) (a) to (d) and (2) (h) of article 32 [e.g. failure
to comply with articles 8 to 22] is liable
•	

on summary conviction to a fine not exceeding the statutory maximum [£20,000] or
•	

on conviction on indictment, to a fine, or to imprisonment for a term not exceeding two
	

years, or both.
Any person guilty of an offence under paragraph (2) (a) [an employee] is liable
•	

on summary conviction to a fine not exceeding the statutory maximum [£20,000] or
•	

on conviction on indictment, to a fine.
Any person guilty of an offence under paragraph (2) (b), (c), (d) or (g) [e.g. making a false entry] is
liable on summary conviction to a fine not exceeding level 5 on the standard scale [£5,000].
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CONTROL OF NOISE AT WORK
The Control of Noise at Work Regulations 2005 replace the Noise at Work Regulations, which
were introduced in 1989. The new legislation has the same general aim, which is to reduce the
number of persons who, whilst at work, are exposed to harmful noise levels.
The main changes to the legislation will be the reduction in the action levels, with corresponding
changes to the limits for impulsive noise. Although the general principles regarding action levels
remains the same, new phraseology is used, the most relevant of which is as follows:
	

	

	

	


Exposure Limit Value (ELV)	

 	

	

meaning the level of daily or weekly personal noise exposure or of peak sound pressure
[87dB(A) of noise exposure and 140dB(C) of peak sound pressure] which must not be
exceeded.

	

	

	

	


Lower Exposure Action Value (LEAV)	

meaning the lower of the two levels of daily or weekly personal noise exposure or of
peak sound pressure [80dB(A) of noise exposure and 135dB(C) of peak sound pressure]
which, if exceeded, require an assessment to be made.

	

	

	

	

	


Upper Exposure Action Value (UEAV)	

meaning the higher of the two levels of daily or weekly personal noise exposure or of
peak sound pressure [85dB(A) of noise exposure and 137dB(C) of peak sound pressure]
which, if exceeded, require an employer to reduce exposure to as low as is reasonably
practicable.

Where a work activity may expose an employee to noise above the LEAV, an assessment must first
be carried out.
N.B.	

When measuring whether employees are at or above the ELV, the protection provided by personal
protective equipment (PPE) can be taken into account. The use of hearing protection must not be
considered when applying the LEAV and UEAV.
The legislation also requires employers to carry out health surveillance (ie. hearing tests) where a
risk is indicated.
Risk Assessment
Although requirements for carrying out assessments are contained in several different pieces of
legislation, the basic philosophy is the same. The HSE states that “a risk assessment is nothing more
than a careful examination of what in the workplace can cause harm to people, so that an
employer can weigh up whether he has taken enough precautions, or should do more to prevent
harm.”
	


HAZARD means anything that can cause harm.

	


RISK is the chance that somebody will be harmed by the hazard.

Employers must decide whether a hazard is significant and whether it has been controlled by
satisfactory precautions so that the risk is small.
To be considered suitable and sufficient, the risk assessment must include consideration of:
a.	

	


the level, type and duration of exposure, including any exposure to peak sound
pressure.
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b.	

	


the effects of exposure to noise on employees or groups of employees whose health is
at particular risk from such exposure.

	

	

	

	


c.	

	

	

	


any effects on the health and safety of employees resulting from the interaction
between noise and the use of ototoxic substances (ie. substances which have a toxic
effect on the structures of the ear, especially the nerves) at work, or between noise and
vibration.

	

	

	


d.	

	

	


any indirect effects on the health and safety of employees resulting from the interaction
between noise and audible warning signals or other sounds that need to be audible in
order to reduce risk at work.

	


e.	


any information provided by the manufacturers of work equipment.

	


f.	


the availability of alternative equipment designed to reduce the emission of noise.

	

	


g.	

	


any extension of exposure to noise at the workplace beyond normal working hours,
including exposure in rest facilities supervised by the employer.

	

	


h.	

	


appropriate information obtained following health surveillance, including, where
possible, published information.

	

	


i.	

	


the availability of personal hearing protectors with adequate attenuation characteristics.
(ie. the ability to reduce the effects of noise at the ear).

Where the nature of the work undertaken by individual employees will not change significantly on
a day-to-day basis, daily exposures should be calculated. For activities where the exposure may
vary, measurement over a week may be more appropriate.
Incorrect estimates of periods of usage of various machinery will have significant impact on Lep,d
figures (daily personal exposure level) and regular reviews of these estimates will therefore be
required.
Control Measures
Control measures for reducing exposure should follow the general principles of prevention set out
in the Management of Health & Safety at Work Regulations 1999 (see the “Risk Assessment”
section of this Manual) and must include consideration of :i.	


other working methods which reduce exposure to noise;

	

	


ii.	

	


the choice of appropriate work equipment emitting the least possible noise, taking
account of the work to be done;

	


iii.	


the design and layout of workplaces, work stations and rest facilities;

	

	


iv.	

	


suitable and sufficient information and training for employees in order that work
equipment is used correctly so as to minimise their exposure;

	


v.	


reduction of noise by technical means;

	

	


vi.	

	


appropriate maintenance programmes for work equipment, the workplace and
workplace systems;

	


vii.	

 limitations of the duration and intensity of exposure to noise;
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viii.	

 appropriate work schedules with adequate rest periods.

It is sometimes not reasonably practicable to provide engineering solutions to reduce noise in
certain areas. However, enquiries can be made of manufacturers of work equipment to check
whether any improvements have been made since the equipment was originally purchased
Other engineering controls (ie. not those directly associated with the machinery) should also be
considered. Examples include the use of full or partial enclosures, vibration damping on metal
panels etc.
Consideration may also be given to solutions such as job-rotation. For example, if a person
working in a noisy area were to split his shift with an operative from a quieter location, his likely
daily exposure would be reduced.
Where the assessments identify a need for hearing protection, it must be carefully selected. It must
offer a simplified noise reduction (snr) sufficient to ensure that noise levels at the ear are not
hazardous. A selection of different types of protection should be offered (e.g. ear muffs or plugs) in
order that the user can select the most appropriate for their circumstances.
Hearing protection should be for single person use and not shared amongst the workforce.
Designation of Hearing Protection Zones
Any area where a person may be exposed to noise at or above the UEAV [85dB(A)] must be
designated as a Hearing Protection Zone. The area must be demarcated and identified with signs
which indicate that hearing protection must be worn.
Access to the area should be restricted so far as is reasonably practicable.
Health Surveillance
If the risk assessment indicates that there is a risk to employees from excessive noise then health
surveillance (including hearing tests) must be provided.
Records of the surveillance must be kept and made available on request to the employee.
Health surveillance must be carried out during normal working hours and employees must cooperate with the testing process.
Training and Information
All employees who may be exposed to noise levels exceeding the LEAV must be provided with
suitable and sufficient information, instruction & training, to include the following:
a.	


the nature of risks from exposure to noise;

	

	


b.	

	


the organisational and technical measures taken to minimise noise levels in the
workplace;

	


c.	


the ELV, the LEAV and the UEAV;

	


d.	


the significant findings of the risk assessment, together with an explanation of them;

	


e.	


the availability, provision and correct use of hearing protection;

	


f.	


why and how to detect and report signs of hearing damage;
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g.	


the entitlement to, and purpose of, health surveillance;

	


h.	


safe working practices to minimise exposure to noise;

	

	


i.	

	


the results of any relevant health surveillance carried out (but not in a form which
allows the subject of the surveillance to be identified.
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NOISE SCHEDULE
	

	


	

	


LEVELS 80 - 85 	

dB(A) - HEARING PROTECTION ADVISED
LEVEL 85 + 	

 	

dB(A) - HEARING PROTECTION MUST BE USED
AVERAGE NOISE EXPOSURES - dB(A)
PLANT (TRACKED)

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	

	

	

	

	

	

	

	

	

	

	

	

	

	


	

	

	


CRAWLER TRACTOR	

	

EXCAVATOR	

 	

	

LOADER	

 	

	

	


	

	

	


	

	

	


	

	

	


	

	

	

	

	

	

	

	

	

	

	


PLANT (WHEELED)
DUMPER	

 	

	

	

	

	

	

CONCRETE / MORTAR MIXER	

 	

	

GENERATOR (LISTER)	

	

	

	

GRADER	

 	

	

	

	

	

	

LOADER	

 	

	

	

	

	

	

PECKER (ON JCB)	

 	

	

	

	

PILING RIG	

	

	

	

	

	

ROCK DRILLS	

 	

	

	

	

	

TARMAC CHIPPING SPREADER	

 	

	

TARMAC LAYER (BLAW KNOX)	

	

	

VIBRO ROLLERS	

	

	

	

	

	


	

	

	

	

	

	

	

	

	

	

	

	

	

	


85+
<85
85+
85+
85+
90+
<85
86+
93+
92
110+
98
94
96

MECHANICAL EQUIPMENT
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


12"	

 ANGLE GRINDER	

 	

	

	

9" 	

 ANGLE GRINDER	

 	

	

	

4"	

 	

GRINDETTE	

 	

	

	

CLIPPER SAW (DIAMOND)	

	

	

CIRCULAR SAW BENCH (DIESEL)	

 	

CONCRETE VIBRATOR	

 	

	

	

DRILLING (DIAMOND)	

 	

	

	

DRILLING (HAMMER)	

	

	

	

ELECTRIC HAND PLANER	

	

	

	

ELECTRIC SAW	

	

	

	

	

	

HAMMERING (JACK)	

	

	

	

	

FLOOR SAW (DIAMOND)	

	

	

	

FLOOR GRINDER (TERRAZZO)	

	

HILTI FIXING (STEEL TO STEEL)	

	

	

HILTI FIXING (WOOD TO CONCRETE)	

JIG SAW (ROOF SHEETS)	

 	

	

	

KANGO 637	

 	

	

	

	

	

KANGO 900	

 	

	

	

	

	

KANGO 950	

 	

	

	

	

	

KANGO 2500	

 	

	

	

	

	

PILING RIG	

	

	

	

	

	

POWER FLOAT (RAZOR BACK)	

	

SCABBLER	

	

	

	

	

	

	


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


102
95
88
106
100
88
98
98
105
98
102+
112
96
116
100
106
99
106
106
114
>92
100
100
© SWSC Ltd

Advanced Carpentry Solutions Ltd
35 Bluebell Drive, Pontyclun, Llanharan, Mid Glamorgan, CF72 9UN

ARR P92

Managing Noise Risks
Assess the risks
Identify noise hazards
Estimate likely exposure to noise
Identify measures required to eliminate or reduce risks, control exposures and protect employees
Make a record of what you will do in an action plan

Protect your employees

Worker information and training

Eliminate or control noise risks

Consult workers and allow their participation

Eliminate or reduce risks using good practice and known control
and management solutions

Give employees information, instruction
and training about the risks, control measures, hearing protection and safe working
practices

For the higher-risk cases, plan and put in place technical and
organisational noise-control measures
Make sure the legal limits on noise exposure are not exceeded
And provide hearing protection

Health Surveillance

Protect your ears with hearing protection

Provide health surveillance (hearing
checks) for those at risk

Make its use mandatory for the high risk cases (keep working
on technical and organisational control measures)
Manage the use of hearing protection with zones, instruction
and supervision

Use the results to review controls and
further protect individuals
Employees co-operate and attend for hearing checks

Maintain and use the equipment
Maintain any noise-control equipment and hearing protection
Ensure that anything supplied is fully and properly used
Maintain any noise-control equipment and hearing protection
Ensure that anything supplied is fully and properly used

Review what you are doing
Review as things change
!

Changes in work practices

!

Changes in noise exposures

!

New ways to reduce risks

Ref: HSE publication INDG 362 (REV1)

Employer Actions
Employee Actions
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HAND/ARM VIBRATION
What is “hand arm vibration”?
Hand Arm Vibration Syndrome, also known as “vibration white finger”, is a condition that affects
people who regularly use high vibration equipment such as power tools.
Vibration from the equipment can damage to blood vessels in the fingers, reducing the supply of
blood. It can also damage nerves leading to a loss of feeling in the fingers and hands - especially
when they become cold. Muscles and bones may also be affected.
Sufferers find it hard to move their fingers and lose their ability to grip things properly. Work with
hand-held tools can become difficult and picking up small items - such as nails - can be almost
impossible. The condition can become very painful.
What leads to hand arm vibration?
Vibration is transmitted straight into your hands through the handles of tools such as:
	

•	

mechanical breakers
	

•	

angle grinders/disc cutters
	

•	

hammer drills
	

•	

Whacker plate
Symptoms
At first, hand-arm vibration syndrome can cause a tingling sensation, or “pins and needles” in the
fingers, maybe with some numbness. This will usually happen at the end of a day working with
vibrating equipment.
As the condition gets worse, symptoms may be triggered by cold weather, even without using
vibrating equipment. The fingers will become white and numb, initially just the tips, but the area can
get larger if you continue to work with high-vibration equipment.
As blood circulation returns, the fingers may get a red flush and become painful. In worse cases,
pain, stiffness and difficulty in handling small items can last for up to an hour, and be triggered by
any exposure to mild cold.
REDUCING THE RISK
Before the start of work
See if you can use another tool with lower vibration levels.
In cold conditions, make sure that you are warm before you start work - and that you will be able
to keep warm and dry through the day.
It is especially important to think about keeping your hands warm. Wearing gloves can help.
Check that you have the right tool for the job. If you have to force the tool, the tool may cause
more vibration, you may have to grip it tighter, and the job will take longer.
Make sure that the tool is in good condition: for example that the cutting edges are sharp, and that
handles are secure. Check to see if the hire company or manufacturer has fixed a label
on the equipment, giving information about the levels of vibration to expect in normal use.
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While you’re working
Keep warm - especially your hands. Cold hands are more likely to be affected by vibration from
tools, as the blood supply is already reduced.
Check that the tool is not becoming blunt - this makes for more hard work.
Gripping too tightly onto the tool can lead to more vibration being transmitted to your hands.
Take short breaks regularly. Exercise your hands and fingers to keep them warm and flexible.
If you have no information about vibration levels, then you should monitor the effect of any
vibration on your fingers. Anything which causes numbness or tingling in your fingers during or
after use should be considered “high vibration risk”, until you can find out more about the
vibration risk from the tool.
At the end of the day
If you have any persistent tingling or numbness in your fingers and hands - tell your supervisor. If
you are self-employed, you should consider seeing your G.P.
Even equipment which is causing low vibration risk can cause a problem if it is badly maintained.
Worn tools must be taken out of service immediately.
If you can, store the tools so that the handles will not get too cold overnight. Hired equipment
should always be locked away to keep it safe from theft.
General advice
Cutting down on smoking can help improve poor blood circulation - even if it is only just before
work, and during work.
Don’t ignore the early signs of vibration white finger - it can become a serious condition which can
affect your work, your capacity for work, and your leisure time.
Make sure that suitable gloves and warm clothing are available for anybody who would benefit
from them.
Check that you are providing the best tool for the job in hand - talk to a reputable hire company
to see what alternatives they have available.
Keep tools sharp and well maintained. If you get a report from a user that a tool needs attention,
then attend to it immediately.
Make sure that all users are aware of the hazards which can arise from work with high-vibration
tools, and the simple precautions that they can take.
Make facilities for rest periods in warm, dry shelter with hot drinks.
If a “user” reports signs of vibration white finger, move them away from work with high vibration
tools if you can, and take steps to have them checked by their G.P. or an occupational health and
safety advisor.
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The Health and Safety Executive (HSE) recommend a programme of preventive measures and
health surveillance when workers’ exposure regularly exceeds 2.5m/s2 A(8). This will apply to most
tools classed as high or medium risk and to some that classed as low risk if they are regularly used
for long periods.

Organise patterns of work where you can to avoid lengthy and continuous use of high and medium
vibration tools – refer to the risk assessment which must be carried out for each work
activity.
Record all user times so as to prevent exceeding the permitted vibration level.
A NEW SOLUTION
The Construction Confederation and Hire Association Europe, in partnership with the HSE have
developed a simple ‘traffic light’ indicator system of colour coding to show the vibration risks
associated with the use of power tools.
The system features a red/amber/green colour-coding scheme that will allow better tool selection
at a glance, without recourse in many cases to complex vibration data.
Using the new package the following stickers will be displayed on vibrating hand tools for your
guidance.
High Vibration Risk Equipment (RED)
The red range covers anything over 10 m/s2 and specific assessment will be required
High vibration risk equipment could cause vibration injury even when used for a short time each
day - this could vary from as short a period as a few minutes, to a few hours.You will need
adequate precautions or control if you use this equipment regularly. Find out how long you can use
the tool safely.
Medium Vibration Risk Equipment (AMBER)
The amber range has been set at 5 to 10 m/s2 allowing for two hours maximum daily use without
further assessment as required under legislation.
Some of the products at the lower end of the amber vibration range may be used for longer
periods but this must be justified by a risk assessment based on the actual vibration levels the
tool will produce under normal working conditions. Consult your supervisor if you are
not sure how to do this risk assessment. Find out how long you can use the tool safely.
High vibration risk or medium vibration risk equipment should not be used
throughout the day. If you need to use the equipment for long periods each day,
ask the hire company if they can provide a vibration-reduced version of the tool.
This could increase the amount of time that you could use the tool without risk of
injury. Alternatively, they may suggest a different tool or different method of
doing the job, which could also be more efficient.
Low Vibration Risk Equipment (GREEN)
The green range has been set at 0 to 2.5 m/s2 encompassing all tools
Low vibration risk equipment can usually be used regularly throughout an eight-hour working day
with low likelihood of vibration injury.
Note: Information source: Hire Association Europe.
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FOR MORE INFORMATION
	

•	

Any reputable hire company will provide more information about the right tool for the
	

	

job, and vibration reduced tools.
	

•	

The HAV Training Package, which includes training materials for operatives
	

	

and supervisors available in PowerPoint, flip-chart and CD-Rom
	

	

versions, is available from Construction Industry Publications on 0121 722 8200.
	

•	

HS(G) 170 Vibrating Solutions is available from SWSC or HSE Books.
	

•	

Contact South Wales Safety Consultancy to obtain further information & assistance
	

	

with risk assessment	

Manufacturers who quote single, dominant axis figures will be required to supply new tri-axial
measurements. If this cannot be achieved within the required timescale then single axis figures may be
used as a basis provided these figures are multiplied by a factor of 1.4.
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HIGH VIBRATION EQUIPMENT
SCHEDULE OF TYPICAL EXPOSURE
(FOR GUIDANCE ONLY)

Equipment Usage	

 	

	


	


	


	


Typical Vibration Level	

 	


	


Max Daily Usage

(Good Tools)(Poor Tools)	


	


(Good Tools)

Stone Working Hammer	


	


11	


	


25	


	


	


	


Scaling Hammer	

 	

	

Hammer Drill	

 	


	


	


22	


	


22	


	


	


	


	


5	


	


20	


	


Riveting Hammer or Dolly	

 	


2	


	


10	


(Poor Tools)

31m	

	


6m

	


8m	

 	


8m

	


	


3h	

 	


10m

	


	


	


16h	

 	


37m

	


-----	

	


1h

Impact Wrench	

 	


	


	


1	


	


8	


	


	


Chain Saw	

 	


	


	


	


3	


	


26	


	


	


	


7h	

 	


5m

Pedestal Grinder	

	


	


	


4	


	


40	


	


	


	


4h	

 	


2m

Hand Held Portable Grinder	

	


2	


	


12	


	


	


16h	

 	


26m

4	


	


15	


	


	


	


4h	

 	


16m

4	


	


4	


	


	


	


4h	

 	


4h

4	


	


4	


	


	


	


4h	

 	


4h

Strimmer	

 	


	


Impact Screwdriver	


	


	


	


	

	


	


Jig Saw	

	

	

	

	

Concrete Vibrothickener	


	


3	


	


5	


	


	


	


7h	

 	


3h

Hand Held Sander	


	


	


4	


	


7	


	


	


	


4h	

 	


75m

Disc Cutter	


	


	


	


3	


	


5	


	


	


	


7h	

 	


3h

Metal Saw	

 	


	


	


5	


	


5	


	


	


	


3h	

 	


3h

Circular Saw	


	


	


2	


	


2	


	


	


16h	

 	


16h

Metal Drill	

	


	


	


3	


	


3	


	


	


7h	

 	


7h
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MANUAL HANDLING OPERATIONS
The Manual Handling Operations Regulations require that every employer shall, so far as is
reasonably practicable, avoid the need for employees to undertake any manual handling operations
which involve a risk of their being injured. Only if this cannot be achieved may manual handling be
considered, subject to a suitable and sufficient assessment being carried out.
Where there is a foreseeable risk of any injury to employees from carrying out manual handling
activities, the responsible manager/supervisor must carry out an assessment of any risk on the
form provided in the ‘Forms’ section of this manual. Employees involved in the manual handling
operation must be informed of the risk and of the control measures required to be taken by them.
Except under special circumstances, no manual handling assessment will generally be required for
loads of 20kg (44lbs) or under for men and 15.0kg (33lbs) for women.
For work activities with variable weights, such as the unloading of vehicles, employees may be
trained to assess the manual handling risks involved and the control measures to be adopted.
When carrying out any manual handling, consider whether any special PPE may be required (e.g.
gloves, aprons, safety shoes etc.) and whether any mechanical devices can be utilised (e.g. trolleys,
hoists, lifting tongs, vacuum handles etc.)
The following list of weights gives the suggested action required to enable manual handling
operations to be carried out safely by fit, trained men.
N.B.	

Mechanical handling must be considered BEFORE carrying out any manual handling operation.
	

	

	


	

	

	


LOAD
<20kg
	

	


	


	

	


	

	


20 - 25kg (56lbs)
	

	

	

	


	

	

	

	

	


	

	

	

	

	


25 - 35kg (56-75lbs) 	

	

	

	

	

	


	

	


Specific training required to be able to overcome
lifting problems.

35-50kg
	

	


	

	


Within the capability of 2 well trained persons in an
ideal environment.

	


	


>50kg

	


Mechanical handling required.

	


(44lbs)	

	


	

	


	

	

	


	


	

 	

	


(75-112lbs) 	

	

	

	

(112lbs)

ACTION
For Repetitive lifting - usually within the capability of
persons with no known medical conditions
For Occasional lifting - usually within the capability
of persons with no known medical condition.

When carrying out manual handling assessments, the criteria shown below must be considered:	


	

	

	


THE TASKS
	

holding loads away from the trunk?

THE LOADS
heavy?

	


	


twisting?

	

 	


bulky/unwieldy?

	


	


stooping?

	

 	


difficult to grasp?

	


	


large vertical movements?

	


	


strenuous pushing or pulling?
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long distances?

	


	


unpredictable movement of loads?

	


	


repetitive handling?

	


	


insufficient rest or recovery?

	


	


a work rate imposed by an activity?

It is also important to consider the working environment, individual capability and other factors.
For example, are there:-	

	

	

	

	


	


constraints on posture?

	

 poor floors/ground conditions?

	


	


variations in levels?

	


	


strong air movements?	

	


	


	


unusual capability requirements?	

 	


	


	

	


hot/cold/humid conditions?

	


poor visibility conditions?
any health conditions to be considered?

When carrying out any manual handling activity, no person must risk injury through attempting to
lift heavy loads. Always seek assistance.
The following precautions should be taken when lifting:	

	


•	

	


Stand firmly, close to load, feet about 304mm (12") apart, one foot slightly ahead of the
other.

	


•	


With back straight, bend the knees. Keep chin tucked in.

	


•	


Obtain a firm, diagonal grip. Keep load close to body.

	


•	


Lift up by straightening legs and move off.

	


•	


When lowering load, keep the back straight, bend legs.

	


•	


Avoid trapping fingers by placing the load askew on suitable packing.

MAC - Manual Handling Assessment Charts
HSE, in conjunction with the Health & Safety Laboratory, have devised the MAC system to assist
health and safety inspectors to assess the most common risk factors in lifting and lowering,
carrying and team handling operations. Employers may also find the MAC useful to identify highrisk manual handling operations and help them complete their risk assessments.
The MAC is not appropriate for some manual handling operations, such as those involving pushing
and pulling. Although its use does not comprise a full manual handling risk assessment, it can be a
valuable aid.
Copies of the MAC booklet (INDG383) can be obtained from HSE Books (01787 881165).
© SWSC Ltd
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DISPLAY SCREEN EQUIPMENT
Display screen equipment (DSE) and visual display units (VDU) are one and the same thing - a
display screen, usually forming part of a computer and showing text, numbers or graphics.
The most common complaints from VDU users are tiredness, eye strain or irritation of the eyes
and difficulty in focusing. These symptoms are often no different from those experienced in any
demanding clerical task. Such complaints can often be overcome by better seating and display
lighting.
	

During spells of concentrated work, the blink rate may decrease which may lead to discomfort,
particularly if the user is wearing contact lenses.
The Health and Safety (Display Screen Equipment) Regulations apply to all work with such
equipment. They require employers to:	

	

	


•	


Identify users of DSE

•	


Assess workstations

	


•	


Reduce risks

	


•	


Arrange eye and eyesight tests

	


•	


Provide information

VDU Users
A VDU user is identified as someone who uses the equipment:	


•	


On most working days

	


•	


Usually for continuous periods of more than one hour

	


•	


in a manner which involves the transfer of information to and from the screen

Users should carry out their own assessment and pass the completed form to the health and
safety department where it will be checked and any problems noted, investigated and resolved.
Follow up assessments and checks will also be made.
	


An assessment will cover:-

	


•	


the whole workstation, including equipment, furniture and the working environment

	


•	


the job being done

	


•	


any special needs of individual users

Risk Reduction
Risks can be effectively reduced in many ways, such as ensuring good seating, heating, ventilation
etc. The need for such changes will be made evident by the assessment
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Planning the work correctly will also have major benefits. The working day should be structured so
as to introduce frequent breaks and activity changes.

Additional items may be used to help with risk reduction. Footstools may be required for shorter
persons, glare reducing filters for others.
Eyesight Tests
There is no evidence that using DSE causes eye damage but because of the demanding visual task,
poor vision becomes more apparent. Those persons wearing spectacles should experience no
particular problems and the use of tinted lenses is not considered necessary. Complaints of glare
can usually be resolved by improving lighting conditions.
The majority of bifocal wearers can operate DSE but repeated tilting of the head backwards to
bring the screen into the appropriate field of view can cause discomfort.
The possibility of eye damage, such as the forming of cataracts, has not been borne out by
experience. The minimal radiation emitted by DSE is insufficient to cause any damage. The colour
of the DSE display also appears to be irrelevant in determining symptoms.
Users may request an eye and eyesight test. If the test indicates a need for glasses specifically for
their VDU work, then they must be supplied. The employer is required to meet all such costs,
although the employer need not pay for special frames or lenses.
	

Information to Users
Users must be provided with information about:	


•	


health and safety relating to their workstations

	


•	


risk assessment and steps taken to reduce risks

	


•	


breaks and changes of activity

	


•	


eye and eyesight tests

This information is best provided by issuing each user with a handbook or leaflet, such as HSE
publication INDG36 and by providing feedback from submitted assessment checklists.
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RULES COVERING GROSS MISCONDUCT
The Company's disciplinary procedures are as follows:In the event of :	

	


•	

	


A serious or wilful breach of Company Safety Rules, Company Policy or an instruction
from the Supervisor/Manager.

	


•	


Unauthorised use of machinery or plant.

	


•	


Unauthorised removal or interference with any guard or device.

	

	


•	

	


Wilful damage to, or misuse of or interference with any item provided in the 	

interests
of health and safety.

	


•	


Horseplay or practical jokes that could have caused an accident or near miss.

	


•	


A Breach of Duty Under Health & Safety Law

The person(s) concerned may receive a verbal or written (or both) warning, or may be liable for
immediate dismissal.
	

The degree of action to be taken will be at the discretion of the relevant officer of the Company
will normally be as follows:	

	

1.	

 A Formal Warning as to future conduct
	

	


2.	

	


A first written warning, to remain on the employee’s file for a minimum period of six
months

	


3.	


A second written Warning

	


4.	


Dismissal

Any of the above sanctions may be applied, depending upon the seriousness of the misconduct. If
an employee is dissatisfied with the disciplinary action imposed, he or she may appeal to the
Managing Director.
	

In all cases, our grievance procedure requires the subject to receive the following:	


1.	


A written statement of the circumstances involved.

	


2.	


An opportunity to meet the Director responsible

	


3.	


The right to appeal against any decision
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WORKING IN THE SUN
The hazards caused by working in the sun are the Ultraviolet - UV - rays in strong sunlight.
Who is at risk?
	

	

	

	


People with pale skin are at serious risk of burning and skin damage.
Those with fair/ red hair with a large amount of freckles or with a family history of skin
cancer.
People with a large number of moles.

The dangers
	


Short term - sun exposure to pale skin can cause burns leading to blistering.

	

	


Long term - increased risk of developing skin cancer in later life. Too much sun will also
prematurely age skin making it leathery, mottled and wrinkled.

	

	

	


Abnormal Reactions to Sunlight - Certain medicines, contact with plants and contact with
some chemicals used at work (coal-tar and pitch products, wood preservatives, dyes etc.) can
make your skin more sensitive to sunlight. Consult your physician for further advice.

Protection from the sun
	

	


Avoid reddening of the skin. Reddening of the skin is a sign of skin damage as well as an early
sign of burning.

	

	


Take your breaks in the shade when possible. This will keep you cool and reduce the chances
of burning and skin damage.

	


Don’t try to tan. Tanned skin is a sign that the skin has already been damaged.

	


Cover up. Ordinary clothing will stop most UV effects.

	

	


Wearing a hat with a wide-brim will shade your face and head, the areas which suffer most
from sunlight. A hanging flap can protect the back of your neck whilst wearing a hard hat.

	

	


Keep your top on. Working in the sun is particularly harmful around midday and wearing a
shirt or t-shirt is vital to reduce risk of skin damage

	

	

	


Headwear and clothing are the best forms of protection but sunscreens are useful for parts
of the body not easily protected by clothing. Use a sunscreen cream or lotion with a sun
protection factor (SPF) of 15 or more for protection against UVA and UVB.

How to Check Your Skin
It's important to check your own skin, preferably once a month. A self exam is best done in a welllit room in front of a full-length mirror. A hand-held mirror can be used for areas that are hard to
see. A spouse or close friend or family member may be able to help you with these exams,
especially for those hard-to-see areas like the lower back or the back of your thighs.
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The first time you inspect your skin, spend a fair amount of time carefully going over the entire
surface of your skin. Learn the pattern of moles, blemishes, freckles, and other marks on your skin
so that you'll notice any changes next time. Any trouble spots should be seen by a doctor.

It's important to know the difference between melanoma and a harmless mole. A normal mole is
most often an evenly colored brown, tan, or black spot on the skin. It can be either flat or raised. It
can be round or oval. Moles are usually less than 1/4 inch in diameter, or about the width of a
pencil eraser. Moles can be present at birth or they can appear later. Several moles can appear at
the same time.
Once a mole has developed, it will usually stay the same size, shape, and color for many years.
Moles may fade away in older people.
Most people have moles, and almost all moles are harmless. But it is important to recognize
changes in a mole – such as its size, shape, or color – that suggest a melanoma may be developing.
Be sure to show your doctor any area that concerns you. A qualified doctor should be able to
identify any suspicious areas you may have.

KEEP YOUR TOP ON !
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CHILDREN & YOUNG PERSONS AT WORK
Definitions
Heath and safety law gives particular definitions of people at work according to their age :	

	

	

	


•	

•	

	

•	


A young person is anyone under the age of 18
A child is anyone under compulsory school age (just before or after their 16th
birthday)
A young worker is below 18 and above the minimum school leaving age [MSLA]

General Duties
Before allowing a young person to start work an employer must, in addition to all other
requirements under health and safety law, make a specific assessment of the risks to which that
person may be exposed. The assessment must take into account their psychological or physical
immaturity, inexperience and lack of awareness of existing or potential risks and identify control
measures that can be introduced to eliminate or minimise those risks.
If the young person is below the MSLA, a parent or guardian must be informed, before the work
commences, of the key findings of the risk assessment and the control measures that have been
introduced.
Children below the MSLA must not be employed in factories, construction sites and other
industrial environments except when on approved work experience schemes.
Students and trainees on work experience are regarded in health and safety law as employees and
are therefore entitled to the same standards of protection and care.
Children between 13 and the MSLA are subject to local authority bylaws and these should be
checked in every instance. Children under 13 are generally prohibited from any form of
employment.
Risk Assessment
In addition to the normal requirements for risk assessments as described elsewhere in the
Arrangements section of this document, the assessment for young persons must take the following
specific factors into account:	

	

	

	

	

	

	

	


•	

the fitting-out and layout of the workplace and the particular site where they will work
•	

the nature of any physical, biological and chemical agents they will be exposed to, for
	

how long and to what extent
•	

what types of work equipment will be used and how this will be handled
•	

how the work and processes involved are organised
•	

the need to assess and provide health and safety training
•	

risks from particular specified agents, processes and work listed in the Annex to the
Young Workers' Directive (more information is available from the safety department)

There is not necessarily a need to carry out a new risk assessment each time you employ a young
person, provided that your current assessment takes account of the factors described above.
However, you will need to review the assessment if the nature of work changes or you have reason
to believe that it is no longer valid.
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The following list identifies types of work which young persons cannot undertake, unless they are
over the MSLA and undergoing necessary training supervised by a competent person. The work is
that which:	

	

•	

is beyond their physical or psychological capacity
	

	

	


•	

	

	


exposes them to substances chronically harmful to human health (e.g. toxic or
carcinogenic) or with effects likely to be passed on genetically or cause harm to the
unborn child

	


•	


exposes them to radiation

	

	


•	

	


involves a risk of accidents which they are unlikely to recognise because of their lack of
experience, or training or knowledge of workplace health and safety

	


•	


involves a risk to their health from extreme heat, noise or vibration
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NEW AND EXPECTANT MOTHERS
When carrying out risk assessments according to general legal requirements (see the 'Risk
Assessment' section of this document), consideration must be given to any special risks to new or
expectant mothers.
If the assessment identifies any special risks which will not be avoided by the control measures
which apply to other employees, then the employer must take one of the following courses of
action:	

	


i).	

	


Alter her working conditions or hours of work if it is reasonable to do so and would
avoid the risks

	


	


or if these conditions cannot be met

	


ii).	


Identify and offer her suitable alternative, available work

	


	


or if that is not feasible

	


iii).	

 suspend her from work on full pay and in compliance with the Employment Rights Act.

Although all risk assessments should take account of the risks to new or expectant mothers, the
above mentioned additional steps need only be taken after the employer has been informed in
writing that an employee is a new or expectant mother. The employer may also request
confirmation of the pregnancy by means of a certificate from a registered medical practitioner or a
registered midwife.
Where a new or expectant mother works at night and has produced a certificate to the effect that
she should not do so, then the above hierarchy of controls should be introduced.
Additional information and guidance on new and expectant mothers is contained in publication
number HSG 122, "New and Expectant Mothers at Work: A Guide for Employees. ISBN:0 7176
0826 3.
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LONE WORKING
Definition
Lone workers are defined as those who work by themselves and without close or direct
supervision. They are found in a wide range of situations, such as:	


People in fixed establishments where:

	


•	


only one person works on the premises (e.g. small workshops, petrol stations or shops)

	


•	


Homeworkers

	

	


•	

	


people work separately from others in places such as factories, warehouses, leisure
centres etc.

	

	


•	

	


people work outside normal hours, such as cleaners, security personnel, maintenance
staff etc.

	


Mobile workers working away from their fixed base:

	


•	


on construction, plant installation, lift repairs, vehicle recovery etc.

	


•	


agricultural and forestry workers

	

	


•	

	


service workers, such as rent collectors, postal staff, drivers, estate agents, sales
representatives etc.

Risk Assessment
All lone working operations must be assessed and appropriate control measures introduced. The
assessment must cover all eventualities and it is often useful to talk to lone workers, who will
usually be able to provide valuable information about their work.
Control measures will include instruction, training, supervision, protective equipment and
communication procedures. All control measures must be checked for their effectiveness and to
ensure that they are being properly implemented. The amount of monitoring required will usually
depend on the level of risk being encountered by the lone worker.
In certain instances, the assessment will establish that it is not possible for the work to be done
safely by a lone worker. Clear and effective arrangements must then be made for providing help or
back-up.
Lone workers should not be placed at more risk than other employees. This may require extra
control measures. Precautions should take account of normal work and foreseeable emergencies,
such as fire, equipment failure, illness and accidents. When planning work activities which may
involve lone working, the following questions may be considered :•	


Can the risks of the job be adequately controlled by one person?

	


•	


Does the workplace present a special risk to lone workers?

	


•	


Is there safe access and egress?

	

	


•	

	


If access equipment is needed (e.g. ladders or trestles), can it be safely handled and used
by one person?
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•	

	


Can all the plant, substances and goods involved in the work be safely handled by one
person?

	


•	


Does the work involve lifting objects too large or heavy for one person?

	


•	


Is more than one person required to operate essential equipment?

	


•	


Is there a risk of violence against the lone worker?

	


•	


Are women especially at risk?

	


•	


Are young persons especially at risk?

	


•	


Is the individual medically fit and suitable to work alone?

	


•	


What training is required for the lone worker?

	


•	


How will the lone worker be monitored and supervised?

	

•	

What arrangements will be necessary should the lone person become ill, have an
	

	

accident or if there is another type of emergency?
	

Control Measures
In addition to the control measures which would be required whether or not lone working was
involved, the following procedures should be considered and implemented as necessary:
	


-	


Supervisors periodically visiting and observing lone workers

	

	


-	

	


Regular contact between the lone worker and their supervisor, using telephones
or radios

	

	


-	

	


Use of automatic warning devices which operate if specific signals are not received
from the lone worker (e.g. systems for security staff)

	


-	


Alarms which are activated automatically by the absence of activity

	


-	


Permits to Work

	


-	


Access to fire fighting and first aid equipment
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CLEANING OPERATIONS
There are a variety of hazards associated with cleaning operations that present significant risk to
the employees carrying out the work. Consideration should also be given to the variety of
working environments that the cleaners may be employed in. In addition, the cleaners’ operations
may also result in significant risk to others who may be affected by the work operations, for
example other employees within the workplace, visitors or guests, etc.
Employees involved in cleaning operations must adhere to the following rules as they relate to safe
systems of work. This section of the safety manual must not be considered in isolation, but only as
part of the overall health and safety arrangements for the organisation.
Manual Handling
The following section is supplementary to the main manual handling section within this safety
manual. In addition, specific reference should be made to the HSE publication entitled “Caring for
Cleaners” (HSG234), from which some of this guidance has been taken.
Cleaning work is traditionally demanding and labour intensive. Many tasks involve heavy manual
work and cleaners are often required to work in awkward postures for long periods of time which
can result in long term damage. In addition to using cleaning machines there is a lot of hard manual
work such as mopping, wiping surfaces, moving rubbish bags, furniture and equipment.
There are three main factors that could result in hazards associated with manual handling during
cleaning operations:Physical Factors – e.g. unsuitable workplaces and equipment, exposure to vibration, constrained
postures, repetitive movements, etc.
Psychosocial Factors – e.g. work organisation, lack of breaks, interpersonal relationships, short
cycle tasks, etc.
Personal Factors – e.g. gender, age, exercise habits, capabilities, etc.
All work with a risk of musculoskeletal injury must be properly assessed. Refer to the main
manual handling section within this policy for further guidance on manual handling assessments.
Manual handling assessments for cleaners should take into account all cleaning tasks, the loads
handled, the work environment and the individual capability of the cleaner. The task of assessment
should normally be undertaken in the workplace, using the knowledge and experience of
adequately trained members of staff. The assessments will enable decisions to be made as to
control measures that can be implemented to reduce the risks of the hazards identified. This may
include changes in equipment and the workplace, organisation of work, provision of training, etc.
Examples:Would alternative equipment be more suitable for the cleaner and work environment
and make the task easier and safer? For example, does it reduce amount of bending or
reaching? Could mechanical equipment reduce risks associated with the manual handling?
The use of equipment with extendable or adjustable handles could suit all persons.

	

	

	

	


Wheels on equipment can reduce the amount of carrying and lifting the cleaners will have to
do, e.g. on vacuum cleaners. Also consider the use of stair-climbing wheels where equipment
has to be moved up and down floors. Would the use of a trolley reduce the need for
carrying and lifting?.
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Have all persons been trained in manual handling, including how they should use the
equipment provided to reduce the risks associated with the manual handling operations?

	

	

	

	


Can the workplace be modified to assist during the cleaners’ tasks? For example, the
installation of lifts or ramps will assist the movement of equipment. Could cleaning
store rooms and equipment be provided on each floor or area to avoid the need to
transport equipment between various locations?

	

	

	

	

	


Is all work equipment safe to use? Has it been subject to regular inspection and
maintenance? The implementation of a maintenance programme of all work equipment
will ensure that all equipment is maintained safe for use. Well maintained equipment works
more efficiently and is less likely to cause problems in terms of control, operation and
vibration.

	

	


Are cleaning products supplied in large commercial size containers? Can smaller units be
provided to minimise the weight of the products?

	

	

	

	


Consider how different work techniques, although with the same equipment, may affect
the risk associated with a particular task. For example, in comparison to a ‘figure of eight’, a
‘push and pull’ mopping method may involve less twisting action. However, different methods
may suit different individuals or work environments.

	

	

	

	

	

	

	


A low level cleaner’s sink will reduce the lifting distance during filling and emptying of
buckets. Would smaller buckets be easier to manage? Could a hose be fitted to avoid the
need to lift the filled bucket?
Could the workload be reorganised to reduce monotony of repeat tasks? Teamwork can
improve morale and ensure that individuals are not required to carry out tasks beyond their
capability, i.e. utilising two person lifts, etc., in addition to avoiding lone working.

Control of Substances Hazardous to Health (COSHH)
Employees involved in cleaning operations are likely to use a variety of substances that may be
considered to be hazardous to health, including detergents, bleach, draining cleaning products,
disinfectants, toilet cleaners, etc. This section should be read in conjunction with the main COSHH
section within this policy manual.
Many cleaning chemical are hazardous because they are corrosive and can cause burns if splashed
onto the skin or eyes. Without proper controls, some can cause dermatitis, or other skin
irritations, asthma and breathing problems.
Ensure that that work areas are adequately ventilated during the use of hazardous cleaning
materials.
All cleaning products should be stored in their original containers – not decanted in to unmarked
bottles etc. Obtain the material safety data sheets from suppliers as this information is required to
carry out COSHH Assessments.
There can be adverse chemical reactions when certain hazardous substances are mixed, for
example cleaning products containing bleach mixed with acidic toilet cleaners or ammonia will give
off harmful gases.
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Touching the face or eyes after using chemical cleaners can cause irritation, inflammation and
chemical burns. Use suitable PPE such as gloves, aprons and protective glasses (where there is a
risk of splashing), as appropriate and wash hands immediately after use.

Other risks arise from accidental splashes to the skin or eyes whilst pouring chemicals from one
container to another or from spillages whilst carrying in open containers.
Cleaners must thoroughly wash their hands after using chemicals and always before eating, drinking
or smoking.
Do not consume food or drink where cleaning chemicals are stored.
Personal Protective Equipment (PPE)
The correct PPE must be worn at all times. Examples of the type of PPE and its use include:
	


Eye protection to guard against splashes from cleaning chemicals, etc.

	


All cleaners should wear appropriate enclosed footwear with non slip soles.

	

	


Gloves to guard against extremes in temperature, cuts and abrasions, hazardous substances,
etc. Always ensure that the correct gloves are selected.

	


Overalls or aprons to prevent skin contact with hazardous substances.

Other specific items of PPE will be detailed in Risk Assessments, including manual handling and
COSHH assessments.
PPE must be maintained in good condition and used correctly. All defects must be reported to
management for repair / replacement.
Vacuum Cleaners, Buffers, and other machines
No persons must operate equipment unless properly trained and authorised.
110 volt equipment should be used where available.
Check over equipment before use so as to ensure that all guards are in place, secure and there are
no visual defects with the cable or plug. Report any defects to management and do not use the
equipment until repaired or replaced. Always check the work area for obstructions or foreign
objects.
Do not make any mechanical adjustments whilst equipment is connected to the power unless such
adjustments are necessary for the proper functioning of the equipment and you and trained and
authorised to do so.
Ensure risks associated with trailing cables are minimised. Where possible use cordless equipment.
Ensure cables are clearly visible and are not positioned where they may form a tripping hazard, in
particular on pedestrian routes and stairs. Always be alert to the presence of others, including
children and members of the public, and erect warning signs and barriers if necessary should be
used where available.
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