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INTRODUCTION
This health and safety management system (the policy) is divided into two sections –
Part 1 - Policy and Part 2 - Arrangements.
The ‘policy’ section contains the company’s policy statement together with the
health and safety organisation and the responsibilities allocated to individuals.
The arrangements for putting the goals of the policy statement into practice are
contained in more specific form in the ‘arrangements’ section, which includes
guidance on procedures (including assessment and documentation procedures) to be
observed and adhered to in the course of company operations. Such guidance would
be applied in conjunction with task and site specific health and safety instructions
and documentation pertinent to individual work activities and environments.
Compliance review
The Health and Safety policy shall be formally reviewed annually by our MD Matthew
Dennis with assistance by the SHEQ Department. This review shall cover all sections
of the policy and shall ensure that:
 The responsibilities reflect the current staffing of the company.


The arrangements remain unchanged.



The guidance is still applicable.



Additionally, the policy shall be reviewed as necessary to reflect any changes
in legislation, appointments or working methods and materials used.

Safety programme
The Directors shall undertake an annual review of the company’s safety programme
to ensure that the company is in compliance with the policy. This review shall check
that:
 All the responsibilities allocated in the policy are understood and are being
performed.


The arrangements set up in the policy are being complied with and remain
effective.



Records, as required in the policy, are being adequately compiled and
retained.



All the necessary reports are being prepared and forwarded to the relevant
persons within the company and the relevant enforcing authorities.



Any additional training needs are identified at all levels as appropriate.



Accident and incidents records are being monitored in order to identify
trends.

The results of the review shall be compiled into a report for management and shall
include recommendations of the actions to be taken in order to rectify any noncompliance and improve overall health and safety performance.
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HEALTH & SAFETY POLICY STATEMENT
In accordance with its duty under Section 2(3) of the Health and Safety at Work etc.
Act 1974 and in fulfilling its obligations to both employees and the public who may
be affected by its activities; the Directors of Environtec Ltd have produced the
following statement of policy in respect of health and safety.
It is our aim to achieve a working environment which is free of work-related
accidents and ill-health and to this end we will pursue continuing improvements from
year to year.
We undertake to discharge our statutory duties by:


Identifying hazards in the workplace, assessing the risks related to them and
implementing appropriate preventative and protective measures



Providing and maintaining safe work equipment



Establishing and enforcing safe methods of work



Recruiting and appointing personnel who have the skills, abilities and
competence commensurate with their role and level of responsibility



Ensuring that tasks given to employees are within their skills, knowledge and
ability to perform



Ensuring that technical competence is maintained through the provision of
refresher training and continued professional development as appropriate



Promoting awareness of health and safety and of good practice through the
effective communication of relevant information



Consult with our staff on matters connected with health and safety and prior to
the introduction of new technologies or processes which may impact on their
health, safety and wellbeing



Where necessary provide staff with occupational health screening and
surveillance



Furnishing sufficient funds needed to meet these objectives



Provide the highest level of RPE and PPE protection available to undertake the role



Have a proactive culture for Health and Safety change with an open door policy
for staff to communicate any concerns or ideas for improvement

All employees are actively encouraged to contribute actively towards achieving a
work environment that is free of accidents and ill health and report any deficiency in
this respect to their line manager or a Director.
Our health and safety policy will be reviewed at least annually to monitor its
effectiveness and to ensure that it reflects changing needs and circumstances.
This statement is to be read in conjunction with the responsibilities, arrangements,
procedures and guidance that together form the health and safety manual for
Environtec Limited.
Signed:
Mathew Dennis- Managing Director
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HEALTH & SAFETY MANAGEMENT STRUCTURE
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Managers
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Associate Directors
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Manager

Project Managers /
Supervisors
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Department
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RESPONSIBILITIES
Matthew Dennis – Managing Director responsible for Health and Safety
The Non Executive Director responsible for health and safety will ensure that:
1. The policy is effectively implemented, monitored, developed and communicated to all staff and
that necessary alterations are made to the policy to reflect changes in legislation or company
development.
2. Suitable and sufficient funds, people and equipment are made available to meet the health and
safety requirements of the policy.
3. The appropriate insurance cover is provided and maintained.
4. Procedures are put in place to ensure that all equipment is in good condition, adequately
maintained and guarded, is suitable for the purpose for which it is used and has any required
certificates of inspection or examination.
5. All levels of management and employees understand their responsibilities for health and safety
placed upon them by this policy.
6. An effective training programme is established to ensure that all levels of employees are trained
and competent to carry out their duties.
7. The board recognises its role in providing health and safety leadership in the company and to
engage the active participation of workers in improving health and safety through continuous
improvement.
8. Procedures are put in place to ensure that planning and control measures are provided to
establish safe working methods for situations involving potential hazards.
9. Procedures are put in place to ensure that adequate welfare facilities are provided for employees.
10. Procedures are established to ensure staff are provided with occupational health screening and
surveillance
11. Health and safety objectives are set and their achievement is measured and reported in the
annual report.
12. Where necessary, health and safety rules are developed.
13. The policy is effectively administered and monitored, and that necessary alterations are made to
the policy to reflect changes in legislation or company development.
14. Management are advised of relevant changes in health and safety legislation, codes of practice
and recognised industry standards.
15. Regular meetings are held at which issues of health and safety can be discussed, objectives and
plans reviewed and actions for continual improvement developed.
16. Health and safety assessment requirements are identified and advised to management.
17. Reports all accidents, incidents and dangerous occurrences as described within RIDDOR 2013
18. Regular health and safety site inspections/audits are carried out to ensure that all staff and
working conditions are in compliance with all mandatory legislation and site rules.
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Directors & Associate Directors
All Directors and Associate Directors are to ensure that:
1. They Support the Health and Safety Policy
2. The necessary finance is allocated for the development and maintenance of safe systems of work
which shall include the provision of adequate funds for equipment, training, and monitoring the
effectiveness of the policy and for the provision of adequate welfare facilities for employees
3. They generally review the Company's health and safety activities and to include a statement
regarding health and safety in the Company's annual report.
Regional & Departmental Managers
There Health and Safety responsibilities are to ensure that:
1. They understand the company's health and safety policy and understand their responsibilities.
2. They actively lead the implementation of the health and safety policy.
3. Adequate welfare facilities are provided and maintained in a satisfactory condition.
4. They communicate and consult with staff on issues of health and safety and encourage staff to
report hazards and raise health and safety concerns.
5. Provide written instructions are provided through risk assessment and safe systems of work to
establish working methods, to explain the sequence of operations, to outline the potential
hazards and implementation of suitable risk controls.
6. All health and safety site rules are followed by all.
7. All plant and work equipment within the workplace is maintained in a safe condition in
accordance with the relevant legislation and has the statutory certificates of inspection or
examination.
8. Adequate supervision of staff is provided to ensure that they are working safely, including the
provision of increased supervision for new employees and young persons (under the age of 18
years).
9. All reportable injuries, diseases and dangerous occurrences are reported to a Director by the
quickest possible means.
10. All accidents, incidents, ill health, dangerous occurrences and other issues concerning safety
raised by anyone at work are recorded, reported to HR & SHEQ Departments and investigated
such that effective controls can be implemented to help prevent recurrence.
11. Safety training requirements are identified for all members of staff under their control to ensure
that those members of staff are competent to undertake their work in a safe manner.
12. They set a good personal example by using the appropriate protective equipment whilst on site.

13. Their line manager is informed of any change to the state of health, either temporary or
permanent, which might affect their working ability or their suitability to carry out any particular
task or tasks.
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All Staff
All staff are required to;
1. Ensure they understand the company's health and safety policy and understand their
responsibilities.
2. Follow all verbal and written communications that may affect their health, safety and wellbeing
3. Use and conduct all necessary inspections on equipment provided to them
4. Report all accidents, incidents and near miss accidents to their immediate line manager or other
member of the site SHEQ Department, HR or Director
5. Follow all establish safe system of work and provide suggestions where you think improvements
can be made
6. Not to intentionally or recklessly interfere with or misuse anything provided in the interests of
health, safety or welfare
7. Set a good personal example at all times
8. Inform their line manager of any change to their state of health, either temporary or permanent,
which might affect their working ability or their suitability to carry out any particular task or
tasks.
9. Ensure all RPE and PPE are checked before use and worn correctly where required.
10. Where required to wear RPE, that staff are clean shaven.
11. All staff are to follow control measures highlighted in Risk Assessments and conduct any
dynamic Risk Assessments where required.
Sub-Contractors
The Sub-Contractors' health and safety responsibilities are to ensure that they:
1. Provide copies of their Health and Safety Policy and any other documentation appertaining to
health and safety that may be requested by the Company;
2. Comply with all the requirements of this Company’s Health and Safety Policy;
3. Undertake work in accordance with the relevant statutory provisions and taking into account the
safety of others on the site and the general public;
4. Ensure that all plant or equipment brought on to site is safe and in good working condition,
fitted with any necessary guards and safety devices and with any necessary certificates available
for checking;
5. Ensure that any injury sustained or damage caused by their employees is reported immediately
to this Company’s site representative;
6. Follow this Company’s site safety rules and comply with any safety instructions given by this
Company’s site representative;
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7. Ensure that any materials or substances brought on site which has health, fire or explosion risks
are used and stored in accordance with Regulations and current recommendations and that
information is provided to any other person who may be affected on site. Assessment of risk
associated with any substance or process hazardous to health that will be used on the site must
be presented to this Company’s site representative before work commences;
8. Ensure that workplaces are kept tidy and all debris, waste materials, etc are cleared as work
proceeds;
9. Provide written instructions through risk assessment and safe systems of work, to establish safe
working methods, to explain the sequence of operations, to outline the potential hazards and
implementation of suitable risk controls;
10. Attend safety meetings as requested; these meetings shall be the principal point for the transfer
of information.
Health & Safety Consultants (Derisk (H&S) LLP
Derisk (H&S) LLP have been retained as the Company’s Health and Safety advisors and shall;
1. Ensure that the Health and Safety policy and supporting documentation that is prepared by them
is reviewed and updated as required.
2. Provide the Directors and Senior Management Team with a telephone advisory service relating to
all aspects of Health and Safety at work.
3. Undertake site inspections when requested by the Company and provide written reports and
appraisals of these inspections for the Company
4. By arrangement provide an accident investigation service and liaise with enforcing authorities
5. If requested assess risk assessment and method statement packages.
6. If requested attend meetings related to Health and Safety on behalf of the Company
7. If requested provide training to both the Management and Staff
8. Ensure that Derisk act responsibly and act where imminent danger is identified
SHEQ Department
1. Maintain Health and Safety values throughout the organisation through regular inspections and
auditing of procedures.
2. Undertake head office and regional office Health and Safety audits.
3. Undertake induction of all new staff.
4. Provide relevant H&S training to new and existing staff.
5. Conduct site Health & Safety audits of operatives procedures.
6. Investigate all internals accidents, incidents, near misses or dangerous occurrences.
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7. Provide Health & Safety reports and accident statistics.
8. Arrange, attend regular Health & Safety committee meetings.
9. Undertake PAT testing of all necessary equipment.
10. Continually request worker involvement in Health and Safety matters so that the Company can
continually strive for improvement.
11. Provide Health and Safety updates for all staff.
12. Undertake monthly checks of RPE.
13. Undertake ladder checks for safety.
14. Keep up to date the equipment and calibration register.
15. Keep up to date the skills and training matrix to ensure all staff has current training for their
tasks.
16. Have a proactive attitude to ensure all Health and Safety deficiencies that are highlighted are
remediated in the shortest time frame.

THE SAFETY, HEALTH & ENVIRONMENTAL QUALITY (SHEQ) MANAGEMENT SYSTEM
Health & Safety Management Process
The general approach to a good SHEQ management system is illustrated below and this is the
approach adopted by the Environtec Group. Within this system, the key general elements are:
• Policy: a statement of the key objectives of the organisation signed by its most senior
officer (Part 1 of this document).
• Organisation: identification of the management structure for the delivery of good SHEQ
performance. This will also identify the specific responsibilities/accountabilities of key post
holders and (in more general terms) all employees, contractors and other non-employees.
• Planning & Implementation (The Arrangements): a series of policies and procedures
regarding how the organisation will deliver particular aspects of health & safety management.
Typically this will include the processes for undertaking risk assessments (generally and for
specific issues such as COSHH, DSE, Manual Handling etc), learning from accidents, training
requirements etc.
• Measuring & Reviewing Performance: how well is the organisation doing. This aspect is key
to ensuring continuous improvement. It should include routine workplace inspections and
feedback, the actual measures to be used and the setting of improvement targets, objectives
and Key Performance Indicator’s (the Arrangements can be found in Part 5 of this document).
• Audit: should be a continuing theme – from regular local audits through to full Companywide
reviews at an agreed timescale.
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ARRANGEMENT 1
Arrangements for Communication and Consultation
1. General Statement of Policy and Objectives
It is Environtec Policy to promote a health and safety culture. These related issues are seen as the single
most important area requiring improvement.
Effective communication about health and safety relies on information:


Coming into the organisation



Flowing within the organisation



Going out from the organisation

Good communication requires the right information to be given to the right person in a manner that can be
easily understood by the intended receiver. There are many ways in which we communicate with one another
ranging from the spoken or written word to audible signals and signs.
Consultation requires the active involvement of those with whom we are consulting. It is about soliciting
ideas and suggestions for proposed changes before decisions are made. It relies on the commitment of
senior management to listen and consider the views and opinions of others. A good consultation process will
allow everyone to participate in the direction and success of an organisation and is a very powerful tool in
promoting a positive culture.
2. Specific Requirements
Environtec Ltd’s positive health and safety culture is that employees at all levels are actively engaged in the
health and safety management of the company’s activities. Employees who are involved with health and
safety tasks are more likely to demonstrate good behaviour and develop ideas for improvement than those
who are merely instructed to “do as they are told”.
Environtec Ltd believes a senior management commitment to improving safety cultures is vital. Employees
who observe managers flouting the rules because “they think they don’t apply to us” will quickly start to
think that maybe the rules were wrong in the first place and not bother to comply themselves.
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3. Outline Guidance
Consulting on Health & Safety
Effective consultation is essential if Environtec Ltd is to satisfy its commitment to promote a collaborative
approach to health and safety.
Environtec Ltd will consult on the introduction and modification of policies and procedures in respect of
health and safety. The consultation will take place through dedicated task groups and, if required, through
our health and safety advisors.
Arrangements for Consultation with Employees
Consultation shall be carried out on all matters to do with the health and safety of our employees at work
including:






Any proposed change which may substantially affect their health and safety at work, e.g.
changing a work procedure.
Appointing a competent person to help Environtec Ltd to comply with health and safety laws.
When introducing new technology, tools or working processes.
When planning health and safety training.
Informing employees of the likely risks and dangers arising from their work, measures to
remove or reduce these risks and what they should do if they have to deal with a risk or
danger.

Matthew Dennis will consult the following representative of employee safety who has volunteered to
undertake the role of representing the staff of Environtec Ltd on matters relating to their health, safety and
welfare: SHEQ Manager.
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Procedure for Consultation with Employees

The requirement for consultation with
employees on matters of Health and Safety

Senior management choose to consult
directly with employees or through
representatives of Employee Safety
Committee

Senior Management decide whether
informal discussion or formal meeting is
required

Consult on Health & Safety Issues, such
as:






Changes in procedure, equipment
or working methods
Risk Assessment
Planning Health & Safety training
Introduction of new technology
process
Health & Safety trends

Details of formal
consultation to
be recorded

Senior management to take account of
any response from employees or their
elected representatives

Senior management decisions taken
which may affect the Health & Safety
arrangements of the Company and
ensure all changes are effectively
communicated via established means
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Health & Safety Management Structure

Policies and Procedures
Policy No: ENVMD002
Date of issue: October 2021 –Version 13

Health & Safety - Part 2

Page 8 of 201

Policy & Procedure

Policy No: ENVMD002

Environtec Ltd Health and Safety Committee
This committee has the important role of promoting health, safety and welfare throughout Environtec. It has
full staff side representation and meets at least twice a year.
The following statements reflect the committee’s principal obligations:


Consider and approve policies on health, safety and welfare



Consider the implementation of health and safety legislation and recommend appropriate action



Promote good standards of training in health and safety at all levels within Environtec



Appoint task groups to examine specific health and safety issues



Receive health and safety management audit reports



Receive reports on near misses, work related ill-health, incident and accident reports and
recommend appropriate preventative action



Consider staff key performance indicator audits which cover health and safety aspects

Communicating on Health and Safety
Environtec Ltd will endeavour to provide effective communication channels in respect of health, safety and
welfare. Environtec Ltd accepts that effective communication will combine to form an on-going briefing
which will keep our staff up to date and informed.
Communication will be accomplished by:


Publicising Environtec Ltd’s policy on health and safety



Providing termly updates on health and safety issues through e-mails, face to face meetings and
audits



Producing health and safety briefings on relevant health and safety issues



Providing health and safety posters for display on local notice boards



Undertaking regular health and safety briefings with staff



Utilising Environtec Ltd’s e-mail system to provide information on health and safety issues



Provide feedback on audits relating to health and safety



Retraining on any asbestos or health and safety issues following the issuing of new HSE guidance or
amendments

A Guide to the Health and Safety (Consultation with Employees) Regulations 1996 (ISBN 0 7176 1234 1)
Booklet L95. Leaflet IND(G)232L – Consulting Employees on Health and Safety
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Health & Safety Committee

SHEQ
Manager

Company
Directors

HR Manager
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Arrangement 2

Arrangements for Concern over Health and Safety Issues
If any employee has any concern over health and safety issues they should tell their immediate superior or
health and safety manager / advisor. If neither is available then they should tell the director to whom they
report.

Concerns must be addressed quickly and no employee shall continue work until the working environment is
safe.

Procedure for Concern over Health and Safety Issues
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Guidance on health and safety issues & prevention of accidents in the workplace
All employees are responsible for ensuring that any act or condition identified as unsafe, or any situation
that introduces imminent danger into the workplace, is dealt with in the correct manner.
Imminent danger
Guidance on dealing with outbreaks of fire and other emergency situations can be found in Arrangement 10
of this manual.
Other categories of imminent danger may include:

Development of a fault condition in machinery.

Situations where electrical or mechanical equipment/plant is likely to begin operating without
warning to passers-by. There are two direct causes of accidents - unsafe acts and unsafe
conditions. Unsafe acts may include:

Using defective equipment.

Using equipment incorrectly.

Failing to use or incorrectly using personal protective equipment (PPE).

Leaving equipment in a dangerous state.

Upon identifying an unsafe act it is the duty of every member of the workforce to stop the work being carried
out, warn anyone who may be affected by the unsafe act and report the circumstances of the unsafe act to
their immediate superior for action.

Unsafe conditions include:

Poor underfoot conditions.

Defective equipment.

Excessive noise.

Exposure to radiation or other pollutants.

Fire hazards.

Inadequate fire warning systems.

Lack of or inadequate guarding.

Poor housekeeping.

Poor lighting or ventilation.

These lists are not exhaustive.

Upon identifying an unsafe condition it is the duty of every member of the workforce to stop the work in that
area, warn anyone who may be affected by the unsafe condition and report the circumstances of the unsafe
condition to their immediate superior for action.

Safety in the office requires that each person co-operates and that common sense prevails.
The main categories of serious injury to office workers are:

Falls from a height, e.g. down a staircase or from overreaching.

Contact with electricity, e.g. from damaged cables or badly wired repairs.

Being struck by falling objects, e.g. goods from a shelf.

Repetitive strain injuries.

Contact with moving parts of office machinery, e.g. shredders, guillotines.

Associated forms & Guidance
Near Miss Report Form
HSEQ Suggestion Form
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Arrangement 3
Arrangements for Managing Risks arising from Work Activities

The Directors and Consultants are responsible for ensuring that Risk Assessments are carried out in a proactive manner and prior to the commencement of any task and ensuring that the control measures are
implemented and communicated to employees through their designated line manager.

Risk assessments will be undertaken by the Consultants with any significant findings of risk assessments will
be reported to the Directors.

SHEQ Manager will be responsible for ensuring special risk assessment (see guidance below) is carried out
for works to be undertaken by young persons i.e. those under the age of 18 years or new or expectant
mother. Copies of written risk assessments are to be sent to the parents or guardian of the young person.

The Consultants shall ensure that a regular review of the effectiveness of control measures introduced
through the risk assessment process is carried out. In any case, they shall ensure that all risk assessments
are reviewed at least annually or when the work activity changes, whichever is sooner.

Environtec Ltd carries out a set of tasks which are frequently similar. To help control the risks of these tasks
the company has produced a set of generic risk assessments. These assessments are only to be considered
valid if the information detailing specific site conditions is completed by the Consultants and any significant
changes to the risk control procedure have been implemented and communicated to the employees who will
carry out the task.

For non-routine operations project / task specific assessments shall be conducted collectively by all
operational staff involved in the project / task with all significant findings recorded and suitable control
measures implemented accordingly.
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Procedure for Managing Risks arising from Work Activities
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Guidance for Managing Risks arising from Work Activities
Employers have a duty to assess the risks to the health and safety of their employees at work and of persons
not in their employment who may be affected by their work and to eliminate those risks or control them to a
level that is acceptable.
This duty is qualified by the legal term “so far as is reasonably practicable”, which can be interpreted as
meaning that the cost of measures necessary to avert a risk (whether in time, money or trouble) may be
assessed against the degree of risk. In other words, an employer does not need to take a measure that is
technically impossible or if the time, trouble or cost of the measure would be grossly disproportionate to the
risk.
Risk assessment in itself is not complicated, but must be carried out and recorded to ensure that work being
done does not impose an unacceptable risk. The purpose and function of risk assessment may be expressed
as follows:

To identify operations, tasks and processes which may foreseeably cause harm to employees
or others, including members of the public (hazard);

To identify the potential of the hazard being realised, and the potential consequences which
might then occur (risk);

To enable a risk assessment to be developed which will assist in eliminating or reducing the
exposure of the population to the risk.
When an evaluation of the risk has been considered, the principles of prevention, control and protection
should be applied.
The hierarchy of risk control is as follows:

Elimination of the hazard and associated risk

Substitution (products, substances, processes)

Engineering controls (remote technologies, guarding)

Signage/warnings and/or administrative controls

Personal Protective Equipment
Other considerations should include:

Human behaviour, capabilities and other human factors which may influence the effective
implementation of control measures

The activities of others who may have access to the workplace
The Regulations make the following definitions, which must be clearly understood:
A "Hazard" is defined as something with the potential to cause harm. This includes injury and ill health, loss
of production and damage to plant, goods, property or the environment.
"Risk" is the likelihood that the harm from a particular hazard is realised.
Risk is expressed as: Severity of the Hazard x Likelihood of Occurrence
Ranking risks
In order to ensure that the greatest risks are addressed first it is necessary to be able to rank those risks.
To do this takes a subjective judgement of both the likelihood of damage occurring (the likelihood) and the
potential damage that would occur if the worst were to happen (the severity). By assigning a value to each
task's likelihood and hazard and multiplying those together a risk value for that task is established.
Likelihood

Severity

Risk Ranking

Almost impossible

No Injury

1-8 Low

Unlikely

Minor

Possible

Over
days

Likely

Major

Almost Certain

Fatality

3
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The following issues should be considered in addition to the work activity information:
Number of personnel exposed;

Frequency and duration of exposure to the hazard;

Failure of services, failure of plant and machinery components and safety devices;

Exposure to the elements;

Protection afforded by personal protective equipment;

Unsafe acts (unintended errors or intentional violations of procedures).
These subjective risk estimations should normally take into account all the people exposed to the hazard.
Thus any given hazard is more serious if it affects a greater number of people. But some of the larger risks
may be associated with an occasional task carried out by just one person.

The Risk Assessment Form
There is a need to assemble in one place all the pertinent information regarding the Risks and Hazards of the
task being assessed. The Risk Assessment Form is used so that it can act as an aid to making the
assessment and create a written record of that assessment process. It is largely self-explanatory.
The person carrying out the assessment should complete the various boxes (frequently there may be
nothing to insert in some of them). Do not go into vast detail. Do not be concerned with the trivial. The
whole picture of the real hazards of the task should then be clear.
Each hazard will then require a corresponding control measure that will realistically reduce the likelihood of
that hazard causing harm.
Once each hazard has been controlled and the likelihood reduced, then you may assess that the risk is
acceptable.
Risk Assessment is not an end in itself. It is simply a tool that allows the Company to evaluate dangers to the
work force and consequently take suitable measures to protect them from these hazards.
Because the workplace is constantly moving it will be necessary to reassess whenever there is a change to
any of the significant points of the assessment. This might be a change of personnel, location, equipment,
supervision, weather and so on.
The Risk Assessment forms are a generic assessment of the hazards an Environtec Ltd employee may
encounter as part of a project. In certain circumstances these assessments may change or additional
hazards may be encountered by the site operatives. In these cases all operatives will be expected to conduct
a dynamic Risk Assessment before starting any project.
All operatives will be given basic training in completing these dynamic Risk Assessments via the TEAMs
database. If any dynamic Risk Assessments highlights any unacceptable hazard then operatives must abort
the project until the effective control measures are implemented.
Generic Risk Assessments will be reviewed regularly and re-assessed should there be any changes in the
circumstances.
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The HSE ‘five Steps’ (paraphrased)

Subsidiary steps for completion

Look for hazards

Identify the hazard
Identify the way people coming into contact with
the hazard can suffer harm to their health (if you
are not aware of the harm that may occur seek
advice)

Who might be harmed

Identify who is exposed to the hazard
Are any of them particularly at risk? ( new or
expectant mothers, people under 18, preexisting medical condition, disability or other
impairment, new or inexperienced staff, basic
skills issues etc)

Evaluate the risks & check if more needs
to be done

Use a simple tool to estimate the risk.
Identify what you are presently doing to prevent
or minimise exposure to the hazard.
Identify the way that things could be improved
to further reduce the risk ( including training &
informing people of the residual hazard, risks &
identified control measures to be implemented).
Identify
who
will
be
implementing the changes.

responsible

for

Set the time scale over which the changes will be
made.



Record your findings

Record all this information – This is your risk
assessment.

Review assessment and revisit if necessary

Set a review date for monitoring the effectiveness of
your improvements ( the procedures should also
identify who will be responsible for co-ordinating
the monitoring and evaluation process).

The assessment of risk should be undertaken by the individual who is responsible for managing the work
activity and who has been suitably trained in risk assessment. Copies of the assessment must be made
available to people in the relevant work places who should be asked to sign to say they have received and
understood the assessment.
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Arrangement 4
Arrangements for Induction Training
Environtec Ltd expects its employees to undergo specific induction training (which may be provided by the
company or others) prior to works starting, in order that we may address the health and safety hazards
associated with that particular area.

The HR Manager will ensure that all employees undergo company induction training.

The Consultants shall ensure that any site operatives and sub-contractors under their direct control undergo
site induction training and that records of this training are kept on site, together with any certificates from
off-site courses attended by employees.

Records of company induction training will be held at head office by the HR department
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Procedure for Induction Training

Asbestos Awareness
Training

Working at Heights
Training
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Guidance on Induction Training

All new members of staff should receive health and safety induction training as part of their general
induction to the organisation. This should take place as soon as possible after they start, ideally upon arrival.
The objective of the training is to ensure that new members of staff are familiar with all fundamental aspects
of health and safety which relate to their employment and the contribution that they can make to a safe
working environment.

Scope of training
Areas to be covered:

The individual's reporting lines, job title, duties and responsibilities.


The company's health and safety policy including:
o The organisation's commitment to health and safety in the workplace;
o Legislative background to the health and safety policy;
o The general statement of policy and its importance;
o How to get access to the health and safety policy;
o The organisational structure for managing health and safety;
o The Health & Safety Committee
o The employee consultation process on health and safety issues;
o Management and staff responsibilities and rules;
o Arrangements and procedures;
o Fire safety and emergency evacuation procedures, raising the alarm, escape routes
and assembly points;
o How the accident and incident reporting system works;
o First aid arrangements;
o Disciplinary procedures following breach of staff rules.



Prohibited and hazardous areas and smoking arrangements.



Where to find individuals with special health and safety functions, e.g. health and safety
advisers/coordinators, first aiders, fire wardens and safety and employee representatives.



Location of specific safety issues.



Job-specific safety issues and access to relevant risk assessments, work procedures, control
measures, etc.



Details of any further training to be provided.



The company’s “smoke-free” policy



First aid notices.



Location and job-specific requirements.



Guidance relevant to the individual's work.



Relevant specific/detailed risk assessments.

It can be helpful for any individuals with health and safety responsibilities to be present during induction
training.
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Arrangement 5arrangement 5

Arrangements for Training
SHEQ Department will ensure that all members of staff receive training on health and safety to assist them in

undertaking their tasks safely and efficiently. External courses on specific subjects may be utilised along with
internal training.

Although the Director responsible for Health and Safety has a major role to play within the company’s health
and safety policy, each member of staff in a supervisory role is responsible for ensuring that their
subordinates receive appropriate training and instruction and shall, therefore, liaise with the Director
responsible for Health and Safety regarding training needs.

Copies of all training records will be held at our head office in both electronic and hard copy.
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Procedure for Training

To identify the level of skills,
competence & training by the
training needs analysis for
the activity
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Guidance on Training
Training is about providing employees with the skills, knowledge, attitudes and understanding to carry out
their jobs effectively. Training is an essential part of any safe system of work; control measures will not work
unless employees know how to use them properly and understand the need for them.
Legal requirements
There is a general requirement on all employers under the Health and Safety at Work etc. Act 1974 to
provide employees with adequate information, instruction, training and supervision.
Under the Management of Health and Safety at Work Regulations training must take place during working
hours. If this is not possible, the time taken for training must be regarded as an extension to the employee's
time at work. This means that, if the employee normally gets paid overtime, the time they spend after hours
on training courses for health and safety should be remunerated in the same way as if they were working.
Employee competence

Employers must take account of employees' capabilities, level of training, knowledge and experience when
allocating work.

Competence is a combination of the following:

Training

Knowledge

Experience

Skill

Behaviour
Employers must decide the level of competence, i.e. the combination of these four elements, needed to carry
out a job safely. There are also specific legal requirements for competence in certain areas of work, e.g.
providing health and safety assistance, and working on electrical equipment and systems.
Training needs
Before adequate training can be provided it is necessary to identify individual training needs. General
induction training must be given to all employees but, in addition to this, each new and existing worker is
likely to require more detailed training to meet the specific needs of their job. Training needs should be
identified when a person first begins a job and should be reviewed regularly. In between reviews training
needs may become apparent, e.g. if a manager or supervisor notices an employee using work equipment
incorrectly.
Training needs may be influenced by:

Previous experience and training.

The individual's capability and capacity for learning.

The level of expertise and competence required for the job.
The training requirements of each particular job should be identified by the risk assessment for the
particular activity and should be included in the job specification. Employers must provide employees with
adequate safety training if they change jobs or responsibilities and if new equipment or technology is
introduced or existing equipment is modified significantly.
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Methods of training
There are a variety of different training methods including:






Training courses – used for briefings, technical training, large audiences, covering new subject
areas and general principles.
Demonstrations – used for demonstrating how to carry out specific activities or methods.
Toolbox talks – used for passing on information on working procedures to groups of
employees.
On-the-job training – used for teaching an individual how to carry out the tasks they are
responsible for.
Workshops – used for encouraging participation during training courses.

Training may be given by:




In-house personnel, e.g. line managers or employees with specific competence.
External trainers delivering a tailored in-house course in the workplace.
External trainers at an external venue.

Training requirements
Management and supervisory staff should be trained in:

The requirements of health and safety law in relation to their areas of responsibility.

The health and safety policy.

Safety rules, procedures, control measures, monitoring and checking arrangements, etc.
relevant to their areas of responsibility.

Communication with their staff and their managers.

How to supervise staff in relation to safety procedures, etc.

Incident investigation.

Identification of problems or improvements in health and safety arrangements.

How and when to take disciplinary action against staff breaching safety rules, etc.

Recognition of personal limitations in relation to health and safety knowledge.

How and when to seek specialist advice.
Toolbox talks
Toolbox talks are an effective way of communicating health and safety information to employees on a
regular basis. It is expected that such talks will be presented to employees by company management or their
authorised representatives at a frequency to be determined by this company. An example of the form used
by this company to record toolbox talks is attached.
Refresher training
Refresher training is necessary to help refresh employees' memories on a particular subject area and to
update them on changes in legislation, practice and policy. Competence will generally decline if skills are not
used regularly. Refresher training is usually specific to a topic and is particularly relevant to some groups of
workers, including the following:






Asbestos Surveying & Analytical
Qualified first aiders
PTS
PASMA / IPAF
Management staff

The frequency of refresher training will depend on the complexity of the subject, how rapidly it changes and
the ability of the individual to retain the information. In order to remember when the individual is due for
fixed frequency refresher training, e.g. every 3 years for qualified first aiders, a written reminder should be
included in the individual's training records.
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Arrangement 6

Arrangements for Providing Information, Instruction and Supervision
The health and safety law poster is displayed at all fixed company workplaces and should also be displayed
at each temporary site within the common welfare areas. The health and safety law poster contains the
following information:


Names and locations of the safety representative and groups they represent.



Management of health and safety appointed person(s) health and safety responsibilities.



Name and address of enforcing authority whose health and safety inspectors cover this
workplace (e.g. the HSE or your local authority’s environmental health department).

Associate Directors shall ensure that adequate supervision of trainee workers is provided. Day-to-day
supervision shall be carried out by the relevant workplace manager or supervisor.

Associate Directors shall ensure that adequate measures are implemented to ensure that supervision of
young workers is provided. Day-today supervision shall be carried out by the relevant workplace manager or
supervisor.

Associate Directors and the Consultants are responsible for ensuring that our employees working at
locations under the control of other employers are given relevant health and safety information.
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Procedure for Providing Information, Instruction and Supervision
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Guidance for Providing Information, Instruction and Supervision

Safety signs and signals

The Health and Safety (Safety Signs and Signals) Regulations apply to all work premises and activities
but do not apply to signs relating to the supply of dangerous substances, the transport of dangerous
goods by road or rail, or to signs regulating road or rail traffic.

The regulations cover the provision and use of safety signs and signals which are required to be
displayed or used when a risk assessment shows that, in spite of protective measures, the risk cannot
be eliminated or sufficiently reduced and a significant risk remains.

Safety Signs

Safety signs must conform to the requirements overleaf. Signs should be illuminated where
appropriate and must be kept clean and properly maintained.
Signals
These include:


Acoustic signals and/or verbal communication to signal danger, e.g. to call for emergency
evacuation. Such signals shall be tested at frequent intervals.



Hand-signals or verbal communication to guide persons carrying out hazardous or dangerous
manoeuvres, e.g. reversing vehicles.

Training

Employees shall be given sufficient information, instruction and training about the meaning of safety
signs and signals and on the relevant action that must be taken.

Further Guidance

Further information is given in the HSE booklet L64 “Safety Signs and Signals: Guidance on
Regulations”.
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Safety Signage – Types and Examples
Prohibitory: (e.g. "NO
SMOKING")

Round

Black pictogram on white
background, red edging
and diagonal line

Triangular

Black
pictogram
on
yellow background with
black edging

Mandatory: (e.g. "EAR
PROTECTION MUST BE
WORN")

Round

White pictogram on blue
background

Emergency escape or
first aid:

Rectangular
or square

White pictogram on green
background

Firefighting:
"EMERGENCY
HOSE")

(e.g.
FIRE

Rectangular
or square

White pictogram on red
background

(e.g.
containing

Rectangular
arch

White pictogram on red &
black background

Asbestos:
"Warning
Asbestos")
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Smoke free workplaces

The “smoke free” law applies to virtually all “enclosed” and “substantially-enclosed” public places and
workplaces, including both permanent and temporary structures.

Premises are considered enclosed if they have a ceiling or roof and (except for doors, windows or
passageways) are wholly enclosed either on a permanent or temporary basis. Premises are considered
substantially-enclosed if they have a ceiling or roof but have an opening in the walls which is less than
half the total area of the walls.

Smoke free vehicles

Work vehicles must be smoke free if they are used in the course of paid or voluntary work by more
than one person, regardless of whether they are in the vehicle at the same time.

Smoke free signage

“No smoking” signs need to be displayed in a prominent position at every entrance to smoke free
premises. Signs must meet the following minimum requirements:

At least one must be a minimum of A5 in area (210mm x 148mm) and display the words

“No Smoking - It is against the law to smoke in these premises”.

Each must display the international no smoking symbol at least 70mm in diameter.

Smoke free vehicles need to display a “no smoking” sign in each compartment of the vehicle in
which people can be carried. It must show the international no smoking symbol illustrated
opposite.

Smoke free law enforcement
Failure to comply with the smoke free law is a criminal offence. Local councils are responsible for
enforcing the smoke free law in England and have the legal power to enter premises or board vehicles
to determine if anyone is breaking the law.

Employers who control or manage smoke free premises and vehicles have a legal responsibility to
prevent people from smoking in them and to ensure that the required “no smoking” signs are in place.
Employers should ensure that their employees are aware of the law and that they now work in a smoke
free environment.

Notwithstanding the requirements of the smoke free law, employers retain a general duty of care
under the Health and Safety at Work Act to protect their employees from the effects of second-hand
smoke where exposure to it may be considered unavoidable in their workplace.

For further information on the smoke free law visit the Department of Health website:
www.smokefreeengland.co.uk.
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Workplace documentation
Notices
The following notices will be displayed in a prominent position on site:




Health and safety law placard.
A copy of your company’s employers liability insurance.
Copy of the organisation’s health and safety policy statement.

It is also recommended that the following are displayed:



The Dangerous Substances and Explosive Atmospheres Regulations (DSEAR) - abstract (in
areas where highly flammable liquids or LPG is used).
Any other abstracts of regulations that are relative to works being carried out on site.

Prescribed Registers
Weekly record of inspection as required by the Construction (Design and Management) Regulations
(CDM) for:





Excavations;
Weekly record of inspection as required by the Work at Height Regulations (WAHR) for:
o Scaffolds.
Record of inspection and/or thorough examination as required by The Provision and Use of
Work Equipment Regulations (PUWER) or The Lifting Operations and Lifting Equipment
Regulations (LOLER) for all other equipment.
Accident book – record of injuries incurred on site.

Documents
Method statements for all tasks where there is a foreseeable risk.
Assessments required:
For example:








COSHH;
Environmental;
Noise;
Manual handling;
Confined space;
Specialist, e.g. asbestos, RPE.
Evidence/certificates of competence (including training) for any equipment used/tasks carried
out.

Workplace rules
This section details the rules and standards that relate to all employees at work, contractors and
visitors. It is the responsibility of all to obey these rules and to behave in a safe manner whilst at work.
Deliberate contravention of these rules shall be considered a break in an employee's contract of
employment or a breach of contract from that employee’s employer. It should also be borne in mind
that contravention of health and safety legislation is a criminal offence and that a prosecution can be
taken against an individual by the Health and Safety Executive.
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Working practices

It is the responsibility of all employees, contractors and visitors to ensure that:

No machine or item of plant or equipment is operated by any person unless they have been
trained and are authorised to do so.


All machine guarding is in place and correctly adjusted prior to machinery being used.



Any fault, defect (including damage) or malfunction in any item of machinery, plant,
equipment, tool or guard is reported immediately.



No machine, or item of plant or equipment is left unattended or cleaned whilst in motion,
unless the operator is authorised to do so.



No repairs, maintenance or adjustments to machines, or items of plant or equipment are
carried out, unless the operator is authorised to do so.



All substances are used only in accordance with the written instructions.



All substances are stored in accordance with the written instructions and are returned to
storage after use.



All hazard notices or warning signs displayed on the premises are obeyed.



All notices displayed in the workplace are read and operatives understand their instructions.



All safety equipment and facilities provided are used and are not misused or wilfully damaged.



The work area is kept clean and tidy at all times.



All waste is disposed of in the correct container.



All liquid spills are cleaned up immediately.



All emergency procedures relevant to their work area are obeyed.



Emergency exits and equipment are not obstructed.



Any use of or damage to firefighting equipment is reported immediately.



Prompt medical assistance is sought for any injury received at work and the injury is reported
as soon as possible.

Misconduct

Any person on site found to have acted in any one of the following ways shall be liable to disciplinary
procedures:

Wilfully breaching the company’s safety rules or health and safety policy.


Removing any guard or protective device without permission.



Operating any machine, plant or equipment without authority.



Misusing items provided for first aid.



Recklessly interfering with or misusing anything provided in the interest of health, safety or
welfare at work.



Defacing or removing notices, signs, labels or any other warning device.



Misusing any chemical, flammable substance, toxic material, etc.



Smoking in designated "no smoking" areas or whilst using flammable substances.



Taking part in horseplay or practical jokes.



Making false declarations or interfering with evidence following an accident or dangerous
occurrence.



Misusing compressed-air, electric or pneumatic equipment.



Overloading lifting equipment.

Policies and Procedures
Policy No: ENVMD002
Date of issue: October 2021 –Version 13

Health & Safety - Part 2

Page 37 of 201

Policy & Procedure

Policy No: ENVMD002

Administrative arrangements

Notification

The following written notifications may be required. The responsibility for making these notifications
should be established prior to any notification being given.

To the Health and Safety Executive:

Form OSR1 prior to occupation of offices, which are to be used for more than 6 weeks if fixed
or 6 months if mobile and in which persons are employed for more than 21 man hours per
month.

Form F10 where construction is expected to last more than 30 days and have more than 20
workers simultaneously at any point or involve more than 500 person days.

Where radiography is to be carried out 28 days’ notice may be required. (Where radiography is
carried out the relevant section of the manual shall be provided.)

Where asbestos coatings, insulation and insulation board is being removed a licence may be
necessary and work notified in accordance with that licence or 14 days’ notice given.

Where asbestos non licenced products are being removed such as large scale textured coating
ceilings, the NNLW notification must be completed before work starts.

To the local authority:





Notification of intended demolition.
Application for consent to carry out any activity creating noise under Section 61 of the Control
of Pollution Act.
Notification to dispose of wastes, in particular specified wastes.
Application to erect scaffolding or other structures on the public highway.

To the statutory undertakings:




Requests for the location of underground services.
Request for the isolation of overhead or underground services.
Request for the provision of temporary site services.

Documentation

Arrangements shall be made for the provision of:

Statutory documentation;

Company documentation as required.

Arrangements with other contractors

The principal contractor will normally be responsible for appointing a health and safety coordinator
who will ensure safe co-ordination, co-operation and the exchange of information between all
contractors on site (as is required by the Management of Health and Safety at Work Regulations).

Arrangement 7
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Arrangement 7
Arrangements for Accidents & Incidents
1. General Statement of Policy & Objectives.
It is Environtec policy to ensure that accidents & incidents with a potential to harm people are reduced
and, where possible, eliminated.
2. The Specific Requirements:


All accidents & incidents must be promptly reported by completing the accident as soon as
possible after the accident/incident has occurred. (The accident/incident form can be found on the
network T:\OFFICE FOLDERS\Health & Safety\First Aid Form\Environtec First Aid form.docx



All RIDDOR reportable accidents & incidents are reported within the relevant timescales as outlined
below in the guidance. The person responsible for reporting accidents to the HSE is the Managing
Director, Matthew Dennis.



All accidents & incidents are monitored by the Environtec Health and Safety Committee.



All other cases of accidents, significant illness or absence believed to be work-related are reported
to the Environtec HR Manager.

3. Outline Guidance
a. General Guidance:


The term ‘Accident & Incident’ includes ‘accidents’, ‘injuries’, ‘near misses’ and ‘dangerous
occurrences’ all of which are detailed below.

In the tables below, timescales for the reporting of accidents and incidents are given along with
whom the accident or incident should be reported.
b. Reporting Timescales & Routes:


++All accidents & incidents must be reported as soon as possible after occurrence, and if RIDDOR
reportable in compliance with the timescales set out in the legislation and reiterated below.



All RIDDOR reportable accidents and incidents must be investigated, along with all road traffic
accidents, using the Environtec investigation form. If in doubt, seek advice from the Technical
Director.



RIDDOR reports are to be completed and sent to the HSE by the Managing Director.

4. Detailed requirements:
Four basic types of accidents & incidents require reporting as listed below:

A

Deaths and Injuries

B

Occupational Diseases

C

Dangerous Occurrences

D

Gas Incidents
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a. Physical Injury

Severity

Detail of Accident /
Incident

Reportable to Managing
Director, Technical Director

Reportable to HSE/Police?

Senior Management Team

1

a) Death to employee,
visitor or contractor

Yes/No

Timescale

Who

Yes

Immediate

HSE &

Timescale

Immediate

Police
2

a) Major Injury to
employee, visitor or
contractor

Yes

Immediate

HSE

Immediate

3

a) 7 day Lost Time
Accident to employee
(excluding
day
of
injury)

Yes

Within 15 days

HSE

Within 15 days

4

a) Injury to employee
resulting in absence
in excess of one day
including minor injury
not requiring first aid

No

Quarterly
summary for
Health and Safety
Committee

Neither

-

5

a) Hospital treatment
of
employee
with
absence of less than
one day

No

Quarterly
summary for
Health and Safety
Committee

Neither

-

b) Employee First Aid
case (no absence)

No

Quarterly
summary for
Health and Safety
Committee

Neither

-

c) Near Hit/Miss

Yes

As soon as
practicable

Neither

-
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b. Road Traffic Accident

Severity

Detail of Accident /
Incident

Reportable to Managing
Director, Technical Director

Reportable to HSE/Police?

Senior Management Team

1

2

Yes/No

Timescale

Who

Timescale

a) Death of Employee

Yes

Immediate

Police

Immediate

b) Death
party

Yes

Immediate

Police

Immediate

third

Injury

to

Yes

Immediate

Police

Immediate

b) Major Injury
third party

to

Yes

Immediate

Police

Immediate

3

a) Injury to employee
resulting
in
equivalent of a 7 day
Lost Time Accident

Yes

As soon as
practicable

Police

As soon as
practicable

4

a) Injury to employee
resulting in absence
in excess of one day

Yes

As soon as
practicable

Neither

-

5

a) Hospital treatment
of
employee
with
absence of less than
one day.

Yes

As soon as
practicable

Neither

-

b) Employee First Aid
case (no absence).

Yes

As soon as
practicable

Neither

-

a)
Accident
involving injury

not

No

Quarterly
summary for
Health and Safety
Committee

Neither

-

b) Other accident/
incident which could
have
caused
a
significant RTA (e.g.
involving failure of
braking or steering)

Yes

As soon as
practicable

Neither

-

6

a) Major
employee

of
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c. Abnormal Events

Severity

Detail of Accident /
Incident

Reportable to Managing
Director, Technical Director

Reportable to HSE/Police?

Senior Management Team

1

Yes/No

Timescale

Who

Timescale

a)
Dangerous
Occurrence
(as
defined in the notes
that follow)

Yes

As soon as
practicable

HSE

As soon as
practicable

b) Near Hit/Miss

Yes

As soon as
practicable

Neither

-

fire

Yes

As soon as
practicable

Neither

-

a)
Other
fire
requiring
the
attendance of the
Emergency Services

Yes

As soon as
practicable

Neither

-

b) Malicious damage
to
Environtec
property/site
with
significant health &
safety
implications
(including
arson,
tampering
with
asbestos materials,
tampering
with
machinery or forklift
trucks, etc).

Yes

Immediately

Neither

-

c) Failure
alarm
2

of
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d. Ill Health

Severity

Detail of Accident /
Incident

Reportable to Managing
Director, Technical Director

Reportable to HSE/Police?

Senior Management Team

1

Yes/No

Timescale

Who

Timescale

a) Death resulting
from asphyxiation or
exposure to toxic
substances.

Yes

Immediate

HSE & Police

Immediate

b) Death arising from
a notifiable industrial
disease (as defined in
the notes below and
RIDDOR 2013).

Yes

Immediate

HSE

Immediate

Police

As appropriate

(if necessary)
2

a) Notifiable industrial
disease (as defined in
the notes below and
RIDDOR 2013).

Yes

As soon as
practicable

HSE

As soon as
practicable

3

a) Sickness absence
as a result of work
activity
(e.g.
occupational related
asthma,
dermatitis,
muscular-skeletal,
work related stress
etc).

Yes

Quarterly
summary for
Health and Safety
Committee

Neither

-

4

a)
Exposure
to
asbestos above the
control limit without
respiratory protective
equipment

Yes

As soon as
practicable

HSE

As soon as
practicable

References and Further Guidance
Ref No

Issue

Referenced Source

1

HSE Guidance

HSE: INDG31: RIDDOR explained
‘Reporting of injuries, diseases and dangerous occurrences
regulations’

2

HSE Guidance

HSE: INDG255 Preventing slips and trips at work

3

HSE Guidance

HSE: HSG 245 Investigating Accidents & Incidents
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Definitions of RIDDOR ‘Lost Time Accidents’, ‘Major Injuries’ & ‘Dangerous Occurrences’

Lost Time Accidents:

‘Seven Day Lost Time Accidents’ means any accident/incident which results in an individual being
unable to perform their full range of normal duties for more than 7 days (including any days they
wouldn’t normally be expected to work but not counting the day of the injury itself).

Major Injuries (as defined by the Health & Safety Executive (HSE)):


Fracture other than to fingers, thumbs or toes;



Amputation;



Dislocation of the shoulder, hip, knee or spine;



Loss of sight (temporary or permanent);



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



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



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



Unconsciousness caused by asphyxia or exposure to a harmful substance or biological agent;



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



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

Dangerous Occurrences as defined by HSE:

Those accidents & incidents more likely to be encountered in the work of Environtec:


Collapse, overturning or failure of load-bearing parts of lifts and lifting equipment;



Explosion, collapse or bursting of any closed vessel or associated pipe work;



Failure of any freight container in any of its load bearing parts;



Plant or equipment coming into contact with overhead power lines;



Electrical short circuit or overload causing fire or explosion;



Any unintended explosion, misfire, failure of demolition to cause the intended collapse, projection
of material beyond a site boundary, injury caused by an explosion;



Collapse or partial collapse of a scaffold over five metres high, or erected near water where there
could be a risk of drowning after a fall;



Unintended collapse of: any building or structure under construction, alteration or demolition
where over five tonnes of material falls; a wall or floor in a place of work; any false work;



Explosion or fire causing suspension of normal work for over 24 hours;



Accidental release of any substance which might damage health.
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Reportable Diseases:

Identification of a ‘Reportable Disease’ should only be made after diagnosis by an Occupational Health
Specialist or a Medical Practitioner. It should also be noted that such diseases might arise during
employment with Environtec even though the cause could be connected with past employment. A full
listing is available in a number of HSE publications including their detailed guide to RIDDOR.

The list includes:


certain poisonings;



some skin diseases such as occupational dermatitis, skin cancer, chrome ulcer, oil
folliculitis/acne;



lung diseases including occupational asthma, farmers lung, pneumoconiosis, asbestosis,
mesothelioma;



infections such as leptospirosis, hepatitis, tuberculosis, anthrax, legionellosis & tetanus;



other

conditions

such

as

occupational

cancer,

certain

musculoskeletal

disorders,

decompression illness, and hand-arm vibration syndrome.
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Accident – Incident Reporting Form

This form should be completed by the Manager/Supervisor responsible for the contract/site/office and
sent to the Managing Director within five days of the accident. A copy should be retained at the Site
and or Regional Office and the details entered in the Statutory Accident Report Book.
Note: Please complete in Block Capitals
1.0 Injured Person.
Surname:

Christian Name(s):

N.I. No:

D.O.B:

Occupation:

Full Home Address:

Post Code:

TEL. No:

2.0 Event type (Place X in only one appropriate box)
Near Miss: □

Injury: □

Environmental: □

Occ. Illness: □

Motor Acc. □

3.0 Event Details
Date of Incident:

Time of Incident:

Site/Office Location:

Location of accident/Incident:

Responsible Supervisor/
Manager:

Brief Details of event, (if a fall, state height of fall):

(Continue on a separate sheet if necessary)

Policies and Procedures
Policy No: ENVMD002
Date of issue: October 2021 –Version 13

Health & Safety - Part 2

Page 46 of 201

Policy & Procedure

Policy No: ENVMD002

4.0 Immediate Actions Taken

5.0 Injury Details
Injury Type(s):

Parts of body Injured: *(Circle L or R as
appropriate)
Hand/wrist

L
R

Trunk/Back

□

Abrasion

□

Asphyxiation

□

Arm

L
R

Leg

L
R

Laceration

□

Gassing

□

Shoulder

L
R

Foot

L
R

Puncture

□

Poisoning

□

Head

□

Respiratory

□

Burn

□

Amputation

□

Neck

□

Gastro-intestinal

□

Strain

□

Fracture

□

Eye

L
R

Internal

□

Bruise

□

Multiple

□

Mouth

□

Hearing

□

Irritation

□

Other (Specify)

□

First Aid treatment given (if applicable)

Name of First Aider
6.0 Investigation
Findings/Conclusions:

(Continue on a separate sheet if necessary)
Remedial Action:

(Continue on a separate sheet if necessary)
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7.0 Cause Analysis
Substandard Practices and Conditions
Operating Equipment without
authority

□

Improper Loading

□

Failure to Warn

□

Inadequate Guards or Barriers

□

Improper Placing

□

Failure to Secure

□

Inadequate/Improper PPE

□

Improper Lifting

□

Horseplay

□

Failure to use PPE

□

Improper Position for Task

□

Radiation Exposure

□

Making Safety Devices Inoperable

□

Operating at Improper Speed

□

Temperature Extremes

□

Removing Safety Devices

□

Congestion or Restricted
Action

□

Inadequate Illumination

□

Using Defective Equipment

□

Inadequate Warning System

□

Excess Illumination

□

Defective
Tools/Equipment/Materials

□

Fire and Explosion Hazards

□

Inadequate Ventilation

□

Servicing Equipment

□

Noise Exposure

□

Poor Housekeeping

□

Under Influence of Drugs/Alcohol

□

Dangerous Occurrence: □ Specify:

Inadequate Personal Ability

□

Stress: Physical/Physiological

□

Stress: Mental/Psychological

□

Lack of Knowledge

□

Lack of Skill

□

Improper Attitude/Motivation

□

Inadequate Leadership or
Supervision

□

Inadequate Design/Engineering

□

Inadequate Maintenance

□

Wear and Tear

□

Abuse or Misuse

□

Inadequate Purchasing

□

Inadequate
Tools/Equipment/Materials

□

Other □ Specify:

Basic Causes

8.0 Witnesses
Name:

Name:

Name:

Address:

Address:

Address:

9.0 Reporting the Accident
Date reported

Time
Reported

Accident Type:
Circle as appropriate

LT

LTR*

FA

Person to whom reported:

Major Injury
(HSE Definition)
Circle as appropriate

YES

NO

Date of Accident Book
entry:

HSE/HMRI
Reported

Date
Reported to
HSE / HMRI:

Circle as
appropriate

YES

NO

* = Three Days Lost Time
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Any Other relevant Information

Name:
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11.0 Witness Statement(s)
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Appendix 4a
ENVIRONTEC ADVERSE EVENT REPORT AND
INVESTIGATION FORM

The purpose of this form is to record all adverse events. The term accident is used where injury or ill
health occurs. The term incident includes near-misses and undesired circumstances, where there is
the potential for injury. Part 1 should be filled out immediately by the manager or supervisor for the
work activity involved. Part 2 should be completed by the person responsible for health and safety.
Part 3 should be completed, where appropriate, by the investigation team. Part 4 should be completed
by the investigating team, together with managers who have the authority to take decisions. When
completing Parts 2, 3 and 4 refer to the guidance under ‘A step by step guide to health and safety
investigations’.
PART 1 – OVERVIEW
Reported By:
Incident

Date/time of adverse event:
Ill Health

Minor Injury

Serious Injury

Major Injury

Brief details (What, where, when, who and emergency measures taken)

Forwarded to:

Date:
Time:
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ENVIRONTEC ADVERSE EVENT REPORT AND
INVESTIGATION FORM
PART 2 – INITIAL ASSESSMENT
(To be carried out by the person responsible for health and safety)
Type of event

Actual/potential for harm

Injury

Fatal or major

Ill Health

Serious

Near-miss

Minor

Undesired circumstance

Damage only

RIDDOR Reportable?

Y/N

Date/time reported

Entry in accident book?

Y/N

Date entered / reference

Investigation Level

High Level

Low Level

Medium Level

Basic

Initial assessment carried out by:

Date:

Further investigation required?

Y/N

Priority

For investigation by:
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ENVIRONTEC ADVERSE EVENT REPORT AND
INVESTIGATION FORM
PART 3 – Investigation Information Gathering
1. Where and when did the adverse event happen?

2 Who was injured/suffered ill health or was otherwise involved with the adverse event?

3 How did the adverse event happen? (Note any equipment involved.)

4 What activities were being carried out at the time?

5 Was there anything unusual or different about the working conditions?

6 Were there adequate safe working procedures and were they followed?

7 What injuries or ill health effects, if any, were caused?

8 If there was an injury, how did it occur and what caused it?
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ENVIRONTEC ADVERSE EVENT REPORT AND
INVESTIGATION FORM
PART 3 – Investigation Information Gathering
9 Was the risk known? If so, why wasn’t it controlled? If not, why not?

10 Did the organisation and arrangement of the work influence the adverse event?

11 Was maintenance and cleaning sufficient? If not, explain why not.

12 Were the people involved competent and suitable?

13 Did the workplace layout influence the adverse event?

14 Did the nature or shape of the materials influence the adverse event?
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ENVIRONTEC ADVERSE EVENT REPORT AND
INVESTIGATION FORM
PART 3 – Investigation Information Gathering
15 Did difficulties using the plant and equipment influence the adverse event?

16 Was the safety equipment sufficient?

17 Did other conditions influence the adverse event?

Analysis and further action
18 What were the immediate, underlying and root causes?

Analysis (see ‘Analysis’ under ‘Step Two’)
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ENVIRONTEC ADVERSE EVENT REPORT AND
INVESTIGATION FORM
PART 3 – Investigation Information Gathering
19 What risk control measures are needed / recommended?

1
2
3
4
5
6

20 Do similar risks exist elsewhere? If so, what and where?

21 Have similar adverse events happened before? Give details.
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ENVIRONTEC ADVERSE EVENT REPORT AND
INVESTIGATION FORM
PART 4 – The Risk Control Action Plan

22 Which risk control measures should be implemented in the long and short term?

Control Measures

Completion
Date

Person Responsible

1
2
3
4
5

23 Which risk assessments and safe working procedures heed to be reviewed and updated?

Name of Risk Assessment
Safe Working Procedure

Completion
Date

Person Responsible

1
2
3
4
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ENVIRONTEC ADVERSE EVENT REPORT AND
INVESTIGATION FORM
PART 4 – The Risk Control Action Plan
24 Have the details of the adverse event and the investigation findings been recorded and analysed? Are
there any trends or common causes which suggest the need for further investigation? What did the
adverse event cost?

25 Signed on behalf of the investigation team

Name:

Signature:

26 Members of the investigation team

Name
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ENVIRONTEC ADVERSE EVENT REPORT AND
INVESTIGATION FORM

PART 4 – The Risk Control Action Plan
27 The findings of this investigation need to be communicated to the following managers, union and
employee safety representatives

Person

Signature

Date

Arrangement 8
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Arrangement 8

Arrangements for First Aid, Medical Emergencies.
First aid

SHEQ Manager will ensure that there are sufficient first aiders available both at head office and on all sites.
First aid kits are kept at the following locations:


In the Kitchen or the Site Office (if no site office available, the first aid kit will kept in a location
that is clearly identified during site induction)



The responsibility for ensuring they are kept fully stocked at all times rests with the first
aiders/appointed persons



All peripatetic workers are issued with a first aid kit



Designated first aiders for each regional office are published on the notice board

Medical emergencies

In the event of an injury or sudden illness on site the following action is to be taken:


First aid assistance is to be obtained, if appropriate.



The injured or ill person is to be conveyed to hospital by the quickest possible means, or an
ambulance is to be summoned, ensuring that the address is given accurately.



The full details of the injured or ill person and the details of the injuries or illness are to be
passed to the site foreman and SHEQ Manager as soon as possible.

Accidents/incidents

All accidents and cases of work-related ill-health are to be recorded in the accident book, which is located in
a secure location kept by the HR Department or on-site in a secure location by the Site Manager to ensure
data protection is maintained.

SHEQ Manager is responsible for reporting accidents, diseases and dangerous occurrences to the enforcing
authority if necessary.

SHEQ Manager is responsible for investigating accidents/incidents, ill health and dangerous occurrences.
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Procedure for Assessing First Aid Requirements
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Guidance for Assessing First Aid Requirements
In accordance with the Approved Code of Practice (ACoP) relating to first aid provision, this company
recognises that numbers of first aiders and their skills level will only be adequately addressed if a suitable
assessment is carried out on the first aid requirements of the company.

The ACoP states that if the assessment identifies a need for first aiders then employers should ensure that
they are provided in “sufficient numbers at appropriate locations”. It is recognised by this company that the
assessments carried out need not be recorded but, as employers may have to justify their decisions, it
should look at the following:

Aspects to consider impact of first aid provision

1. What are the risks of injury and ill Health?

2. Are there any specified hazards that must be considered? i.e.

High risk work activities (construction)?

Hazardous substances?

Dangerous tools?

Dangerous machinery?

Dangerous loads

Lifting operations

Confined Space Working

Slips, Trips and Falls

3. Examine records of previous accidents and cases of ill Health and learn the lessons resulting from the
investigation

4. Are there inexperienced workers involved in the task or process or staff with specific health problems or
disabilities?

5. Are the premises spread out, will first aid provision be made in each location or centrally

6. is there shift work or out-of-hours working, and will suitable first aid provision be available at all times?

7. Is the workplace remote from Local medical services?

8. Are special arrangements with the emergency services required?
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Table of suggested numbers of first aid trained persons

CATEGORY OF RISK

NUMBERS EMPLOYED AT ANY
LOCATION

SUGGESTED NUMBER OF FIRST
AID PERSONNEL

Fewer than 50

At least one appointed person

50-100

At least one full first aider

More than 100

One additional first aider for
every 100 employed

Fewer than 20

At least one appointed person

20-100

At least one first aider for every
50 employed (or part thereof)

More than 100

One additional first aider for
every 100 employed

Higher risk e.g. most

Fewer than 5

At least one appointed person

construction work,

5-50

At least one first aider

slaughterhouse, chemical
manufacture, extensive work

More than 50

One additional first aider for
every 50 employed

Where there are hazards for
which additional first aid skills
are necessary

In addition, at least one first
aider trained in the specific
emergency action

Lower risk e.g. shops, offices,
libraries

Medium risk e.g. light
engineering and assembly
work, food processing,
warehousing

with dangerous machinery or
sharp instruments

Where there are special circumstances, such as remoteness from emergency medical services, shift working
or sites with several separate buildings, there may be a need for more trained first aid personnel than set out
below. Increased provision will be necessary to cover for absences.
It must be noted that most construction work is in the high-risk category and that specific hazard training is
no longer approved by the Health and Safety Executive (HSE).

First aid assessment checklist
The minimum first aid provision for each work site is:

A suitably stocked first aid container.

A person to take charge of first aid arrangements.

Information for employees on first aid arrangements.

First aid materials, equipment and facilities
When the assessment of first aid requirements has been completed, this company will provide the materials,
equipment and facilities needed to ensure that the level of first aid cover identified as necessary will be
provided for all staff at all relevant times. This will include ensuring that first aid equipment, suitably marked
and easily accessible, is available in all places where working conditions require it.

First aid containers
The minimum level of first aid equipment is a suitably stocked and properly identified first aid container.
There will be at least one first aid container supplied with a sufficient quantity of first aid materials at each
work site, suitable for the particular circumstances.

It will be ensured that first aid containers are easily accessible and placed, if possible, near to hand washing
facilities. First aid containers should protect first aid items from dust and damp and should only be stocked
with items useful for giving first aid.
*Tablets and other medication should not be kept in the first aid box or administered by a First Aider.
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What should a first-aid box in the workplace contain?
The decision on what to provide will be influenced by the findings of the first-aid needs assessment. As a
guide, where work activities involve low hazards, a minimum stock of first-aid items might be:










a leaflet giving general guidance on first aid (for example, HSE's leaflet Basic
advice on first aid at work);
20 individually wrapped sterile plasters (assorted sizes), appropriate to the type
of work (hypoallergenic plasters can be provided if necessary);
two sterile eye pads;
two individually wrapped triangular bandages, preferably sterile;
six safety pins;
two large sterile individually wrapped un-medicated wound dressings;
six medium-sized sterile individually wrapped un-medicated wound dressings;
at least three pairs of disposable gloves

This is only a suggested contents list.
Employers may wish to refer to British Standard BS 8599 which provides further information on the contents
of workplace first-aid kits.
Whether using a first-aid kit complying with BS 8599 or an alternative kit, the contents should reflect the
outcome of the first-aid needs assessment.

Where mains tap water is not readily available for eye irrigation at least 1 litre of sterile normal saline in
sealed, disposable containers will be provided.

The Technical Director should be informed of action taken in the event of an employee or other person sent
home / to see a GP/ to hospital as soon after the event as possible.
Relevant telephone numbers, GP Surgeries/local hospitals etc., are to be displayed alongside the names of
first-aiders.
Contractors injured on Environtec sites must also be reported to the Technical Director.
References and Further Guidance
Ref No

Issue

Referenced Source

1

HSE Guidance

HSE: INDG347 Basic advice on first-aid at work
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Arrangement 9

Arrangement for Emergencies
It is Environtec policy to ensure that all potential emergencies are identified and procedures
implemented. The objective is to ensure that, in so far as is reasonably practicable, all persons will be
protected from major injury and lost time.
Specific Requirements:


All potential emergencies that pose a risk to safety, health, or the environment must be
identified and appropriate procedures drawn up for dealing with the emergencies.



All evacuation procedures in place are rehearsed regularly.



On client sites, local emergency evacuation procedures must be known and complied with.

General Guidance:


Fire and Asbestos leakages that have been identified as the highest OSHE risk emergencies on
Environtec sites. Bomb threats have been discounted for now due to the location of the sites,
however our emergency procedure for fire will be adapted appropriately should bomb threats be
upgraded as a higher risk.



The risk from fire and asbestos leakages are subject to risk assessment (see Arrangement 10),
although both will be assessed through other risk assessments such as COSHH and Work
Equipment.



Emergency procedures are essential to:
o

Save life and relieve suffering

o

Protect property and resources

o

Prevent the escalation of an incident

o

Ensure business continuity

o

Preserve the scene for enquiries and investigations

o

Safeguard the environment

Evacuation Procedures:


It is essential that all people are adequately instructed in the procedures to be adopted for
evacuation in the event of fire or any other reason. Assembly points must be clearly indicated and
a responsible person or persons delegated to check that all people are accounted for.
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Spill Procedure



Spill procedures are required to prevent substances with the potential to cause environmental
damage entering drains and watercourses.



Site specific procedures are to be developed and employees and others (as necessary) trained in
the procedure. The aim is to prevent spillages of chemicals such as solvent, acid, diesel or other
mobile liquid substances entering drains and watercourses (a sample procedure is included
below).

Appendix 9a
Asbestos Contamination Response Procedure
Objective: - To define a quick and effective method of containing and controlling hazardous asbestos
contamination issues so as to minimise the effect, to limit danger to persons, environmental
contamination and damage to property.
Work as a team to contain and control the leakage quickly and effectively.

1.

Assess the risk: - Stop works in the area immediately, Evacuate non-essential personnel
and inform either the shift supervisor or health & safety officer.

2.

Stop the leak: - If safe to do so and without putting yourself at risk of harm.

3.

Select personal protective equipment: - Personnel entering the contaminated environment
shall have the appropriate training and should don the necessary personal protective
equipment and respiratory protective equipment.

4. Identify the contamination: - Restrict access and evaluate the extent and level of
contamination by visual methods and sampling for asbestos content.
5. Remediation: - Any remedial action shall be undertaken by a licensed asbestos removal
contractor. Any personal effects declared contaminated will be disposed of as waste if
they cannot be cleaned, of which an itinerary of disposed effects and equipment will be
kept on file.
6. Disposal: - Remember asbestos materials are classed as hazardous waste and subject to
specific disposal procedures.
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Appendix 9b
SAMPLE EMERGENCY EVACUATION PROCEDURE
General Procedure
A LIFE COULD DEPEND ON YOUR FAMILIARITY WITH THIS PROCEDURE.
On discovering the need for an emergency evacuation:
A)
B)
C)
D)

Shout ‘Evacuate’ to warn people in the immediate vicinity.
Sound the alarm by the use of the nearest Break Glass Point.
Inform the Fire Brigade by dialling 9-999.
If you have received basic training and you feel confident, you should fight the fire with the
equipment available, but without allowing yourself to become endangered whilst doing so. IF
IN DOUBT, GET OUT.

On Hearing the Alarm:
A) All personnel should leave the building by the nearest escape route. Do not stop to collect
personal belongings.
B) Personnel are to leave the building without running and in an orderly manner by the nearest
exit
C) All personnel are to assemble at the designated assembly point in the car park and a roll call
is then to be carried out by the Technical Director/Fire Marshall.
All personnel must remain in the assembly area until permission to leave is given by the Senior
Emergency Services Personnel or Senior Manager/Supervisor.
Personnel are not allowed to return into the building until permission is given by the Senior
Emergency Services Personnel or Senior Manager/Supervisor.

EMPLOYEE’S STATEMENT: This procedure has been explained to me verbally, and I am signing
below to confirm that I understand it and will use it at all times.

Name:

Signature:

Date:

MANAGER’S STATEMENT: This procedure has been explained verbally to the above signed
employee, and I am satisfied that it has been understood.
Name:
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Appendix 9c
On Site Fire Emergencies
In the event of an On Site FIRE the following actions are required.

a)

Priority is to ensure that all staff can and will evacuate immediately to a safe area. The
Contractors Supervisor will notify the necessary authorities to sound the fire alarm.

b)

All operatives on hearing the alarm are to immediately evacuate the premises by using the
fire exits furthest away from the fire. As the decontamination unit is outside the building,
muster there prior to carrying out decontamination.

c)

The Supervisor will form a roll call at the muster point before addressing emergency
decontamination procedures.

d)

Report to the emergency services when arriving and inform them if anyone is missing and
any other information they may require.
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Appendix 9d
Accidents within an Enclosure
In the event of a casualty being within the enclosure the Project Manager will:

i)

Instruct the external tent Supervisor to get an ambulance informing them of the asbestos
situation.

ii)

Carry out emergency decontamination procedures to get casualty through airlock or if
needed split the enclosure sheeting.

iii)

Subsequently, investigate the incident.

Should the casualty not be movable the Supervisor will administer first aid as appropriate and contact
the emergency services, informing them that the casualty is in a live asbestos enclosure.
Should the emergency take the form of either a fire or an explosion the fire alarms should be sounded
as soon as possible and emergency decontamination routines followed. A roll call will be necessary to
make sure that no personnel are missing. Note that the fire brigade will need to know certain things
when they arrive – what’s on fire, any special hazards, what contractors equipment is available for
their use, etc.

Emergency Decontamination Procedures.

a)

Removal all protective clothing in the dirty chamber.

b)

Under the shower remove RPE bag and seal.

c)

Wash immediately and thoroughly.

d)

Exit.
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Appendix 9e Escape of Asbestos Dust
If there is reported escape of asbestos dust from the enclosure the Supervisor will stop all work and
movement immediately and follow normal decontamination procedures. If an area of the tent has
been damaged the foreman will:

a)

Repair the enclosure.

b)

Determine the extent of any spread of contamination.

c)

Post warning notices.

d)

Clean the surrounding areas with tac rags.

e)

Re smoke the enclosure before starting works again.
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Appendix 9f
Rupture of asbestos waste bag during transit to sealed container
Should an asbestos waste bag become damaged and split during its movement from enclosure to
sealed waste vehicle or container the following actions will be taken:-

a)

The damaged bag will immediately be repaired using 75mm class ‘O’ tape and re-bagged
in new regulation sacks.

b)

The area where the damage took place will be sealed from unauthorised persons using
hazard warning tape, barrier tape and warning signs will be displayed.

c)

A 5 meter radius will be decontaminated using ‘H’ type vacuum equipment, Tac Rags and
had spray units containing water.

d)

During the process the analyst will carry out air monitoring and visually inspect the area
before allowing the exclusion zone to be removed.
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Appendix 9g
Minor Injuries

a)

Casualties sustaining minor injuries – i.e. of a type, which can be adequately attended to by
themselves – would wash the injury and apply a suitable dressing from the ‘First Aid’
container. Each article used/taken from the ‘First Aid’ container should be replaced as soon as
possible/practical.

b)

All accidents must be recorded in the Company’s accident book and relevant forms found
within the Supervisors package.

c)

Nearest Hospital (A&E) – Just dial 999 for an ambulance.
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Arrangement 10
Arrangements for Fire and Emergencies on Company Premises
It is the policy of this company that suitable and sufficient fire and emergency procedures be in place at the
company premises in order to facilitate effective evacuation or other appropriate action, and to ensure that
employees’ personal health and safety is not put at risk unduly during the course of such action.
Matthew Dennis will ensure that the procedures are put in place, implemented and maintained.
Procedure for Fire and Emergencies on Company Premises
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Guidance for Fire and Emergencies on Company Premises
Suitable and sufficient fire and emergency procedures should be in place at the company premises in order
to facilitate effective evacuation or other appropriate action and to ensure that employees’ health and safety
is not put at risk unduly during the course of such action.
Fire precautions
The Fire Marshall for regional offices are displayed on the notice board and are to ensure that:


Sufficient firefighting equipment is available on the premises and that it is serviced/maintained at
least once a year.



Training and instruction are given to staff in respect of means of escape, the use of the firefighting
equipment and the fire drill procedure.



The fire drill procedure is tested periodically. All staff must be able to leave the building within
3 minutes.



Records are kept of items 1 to 3 above.



The following check is made of the premises, either personally or by a designated member of staff,
when work ceases:



Electric, gas and oil equipment not required to operate overnight is switched off;



Equipment in use overnight is safe;



No cigarettes are left smouldering;



Fire doors and smoke stop doors are closed;



Windows are closed, outside doors locked and the premises are secure against intruders.

Fire/emergency action
(To be displayed at all places of work)
The fire alarm device for these premises consists of an Air Horn
The assembly point is located: In the office Car park, each site will have a muster / assembly point identified
during site induction.
Action in the event of a fire or explosion:
The following action is to be taken in the event of a fire or explosion occurring:
Raise the alarm. If you are not near an alarm device shout “FIRE” and give the location.
Inform the Fire Marshalls who will alert the Fire Brigade by telephone and inform anyone else in the building.
Put the fire out if that is possible without putting yourself in danger/report your presence to a Fire Marshall
at the assembly point.
Full details of the incident are to be passed to SHEQ Department as soon as possible.
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Summoning the Fire Brigade:
The information that shall be required is: (Head office)
Southern Office – Head Office
Environtec House
The Street
Hatfield Peverel
Chelmsford
Essex CM3 2EJ
Tel: 0(44)1245 381900
Fax: 0(44)1245 381666
Hamilton Office
Unit 3 Cadzow Park
82 Muir Street
Hamilton
ML3 6BJ
Tel/Fax: 0(44)1698 421898
Welsh Office
5A Turner Street
Newport
Gwent NP19 7BA
Tel:0(44)1633 262922
Fax: 0(44)1633 267098
Northern Office
The Coach House
11 Owler Ings Road
Brighouse
West Yorkshire HD6 1EJ
Tel: 0(44) 1484 711133
Fax: 0(44) 1484 716478
Midlands Office
Construction House
Hermitage Way
Mansfield
Notts NG18 5ES
Tel/Fax: 0(44) 1623 757189
North East Office
Unit H27
Eleventh Avenue North
Team Valley Trading Estate
Gateshead NE11 0NJ
Tel: 0(44) 1912805030
Fax: 0(44) 1912805563
Aberdeen Office
Unit 7 Netherton Business Park
Kemnay
Aberdeenshire
AB51 5LX
01224 608801
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Guidance for Fire and Emergencies on-site premises and vehicles
Peripatetic workers will follow the site premises fire procedures at all times ensuring they take time to read
the buildings evacuation procedures if not included in an induction.
All peripatetic workers vehicles have a fire extinguisher which will only be used in emergencies for minor
issues.
Should a vehicle catch fire, staff must leave it immediately and position themselves a safe distance away
from the vehicle and wait for the emergency services.
PROVIDE BRIEF DETAILS OF THE EMERGENCY, e.g. FIRE IN THE GROUND FLOOR
If calling from site state the site address
Fire/Emergency Action Sign
Fire wardens:


Names of fire wardens and areas they control:



Due to the nature of the premises it will not always be possible to have a designated fire warden in
each area. It is imperative, therefore, that each member of staff ensures that their area is evacuated
and that everyone, including visitors, is alerted and cleared from the premises. That information
should be reported to the senior person in charge at the fire assembly point.

Associated Forms
Fire Risk Assessment Form
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Arrangement 11

Arrangements for Asbestos
It is Environtec policy to ensure that all issues relating to the sampling, surveying, testing, analysis and
removal of asbestos containing materials will be managed responsibly and in compliance with all
legislative requirements. The objective is to ensure that, in so far as is reasonably practicable, all
persons will be protected from occupational ill-health.
Specific Requirements:
Environtec will ensure that:


All building surveys are carried out in a safe manner without risk to employees or others using
fully trained operatives (see guidance below).



All bulk sampling of suspected asbestos containing materials will be carried out in a safe manner
without risk to employees or others using fully trained operatives (see guidance below).



All removal of asbestos will be carried out by approved licensed asbestos removal contractor and
managed by the Environtec Ltd, and in accordance with legislative requirements.



All asbestos containing materials will be disposed of in a safe manner in accordance with waste
management regulation requirements, and records kept of their safe disposal.



All asbestos air testing will be carried out in a safe manner with operatives only entering asbestos
containment areas with the relevant training and respiratory/personal protective equipment.
Should an unacceptable leakage air test reading be obtained outside a containment area then
asbestos removal works will be stopped immediately and the root cause of the problem
investigated and rectified to protect people within the vicinity of the asbestos removal works.



All asbestos analysis of bulk materials will be undertaken in our laboratory within the Hepa filter
re-circulating fume cabinets by trained staff adopting the appropriate controls.



All asbestos surveying, air testing, four stage clearance testing and bulk analysis of bulk materials
are undertaken in accordance with our in house quality procedures governed by our UKAS
accreditation.
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General Guidance:
The following system of work must be adhered to at all times when collecting bulk building materials,
suspected of containing asbestos, for subsequent analysis to confirm the presence of, or determine
the type of asbestos:


Only persons who have received specific training in the methodology of sample collection and who
are suitably protected by the required Respiratory Protective Equipment (RPE) and Personnel
Protective Equipment (PPE) may undertake sample collections.



Persons who have beards or stubble growths are specifically excluded from undertaking bulk
sampling where respiratory protection is by means of half-face or full-face respirators (masks).
Mask/facial seals cannot be achieved where facial hair is present.
Powered filtering
helmets/hoods are required in this instance. (This exclusion does not apply to those with
moustaches that are confined to the upper lip area as these can be accommodated wholly within
the normal seal area of half or full-face respirators.).



All wearers of full face respirators must have been quantitatively face-fit tested and be in receipt of
a pass certificate. All half face respirators must have either a qualitative or quantitative face fit
testing at least every two years or sooner if the individual changes type of mask has dental
treatment, develops scarring on the face or has a weight change.



Any members of staff who are not clean shaven and wearing RPE will be sent home and disciplined
accordingly.

Personnel Protective Equipment (PPE)
The following PPE must be worn during sampling of asbestos containing materials:


Disposable coveralls, Orinasal respirators, and disposable gloves must be worn for all sampling
operations. If working above head height goggles must be worn. For guidance, the following or
equivalent standard is required:
o

Coveralls – Microgard 2500 / Tyvek Pro.Tech. (Type 5 or 6) or similar

o

Respirator – half face respirator to EN140 standard (e.g. 3M 7500), fitted with P3 filters,
or Full-face respirator to EN136 Class1 standard (e.g. 3M 6800), fitted with P3 filters, the
respirator used must be marked with a ‘CE’ symbol.

o

Gloves –Nitrile Examination Gloves

o

Goggles – To BS EN166-349B Standard

o

Disposable footwear coveralls

o

Exceptionally if powered helmets/hoods are to be worn these should be - to EN146 (TH2)
standard with P3 filters
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Sampling Strategy
All sampling must be carried out in accordance with ‘The analyst guide for asbestos sampling, analysis
and clearance procedures’ and our in house procedures accredited by UKAS.
Building Surveys
The following system of work must be adhered to at all times when surveying buildings, suspected of
containing asbestos:


Only persons who have received specific training and have the P402 Qualification and who are
suitably protected by the required Respiratory Protective Equipment (RPE) and Personnel Protective
Equipment (PPE) may undertake building surveys.



Wherever possible, surveys must not be carried out alone but with a minimum of two operatives.



All surveys will be conducted in accordance with HSE 264 Asbestos The Survey guide



All surveyors will have suitable company identity passes and dbs clearance.



All Surveyors will wear Orinasal RPE and type 5 overalls for all bulk sampling accompanying the
use of a dust suppressant.

Removal of Asbestos
If Environtec are requested by the client to design the asbestos remediation project, Environtec shall
produce a clear specification with defined scope of works to include appointing an Asbestos Removal
Contractor. Environtec uses the following when selecting competent asbestos removal contractors:


Only company’s currently licensed under the Asbestos Removal Licensing Regulations will be used.



Companies have to be members of the recognised trade organisation ACAD or ARCA.



Companies are required to supply copies of their safety policy and work methods prior to starting
work.



Companies will be required to provide good references from previous asbestos removal work.



Suitable Insurance Cover to undertake the works

Environtec will manage the contract from start to finish supervising the whole process including all
necessary air testing.
All works undertaken under our direct Project Management will be executed by qualified staff who
have acceptable levels of expertise and project management training. All works will be designed by
senior management. They will be responsible for producing Method Statements and Risk Assessments
and any amendments required through the project.
All Project Management Asbestos removal works will be subject to regular audits in line with the
company audit scheme.
Prior to any project starting, all the contractors RAMS will be reviewed and a pre contract meeting
arranged to ensure all aspects of the contract are considered.
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Air Testing
The following system of work must be adhered to at all times when undertaking air testing and four
stage clearance testing:

Only persons who have received specific training and have the P403/P404 Qualification and who
are suitably protected by Respiratory Protective Equipment (RPE) and Personal Protective
Equipment (PPE) shall enter and exit an asbestos containment area.



It is not the analyst’s role to oversee the final clear of the area, it is the analyst’s role during
clearance certification to direct the contractors to those matters which require attention to ensure
successful completion of the process.



The Analyst, if undertaking a 4 stage clearance of asbestos removal inside an enclosure, must
have no work clothes underneath the type 5 overalls. They must utilise the onsite decontamination
facilities. For non-licensed works there is no requirement to use the decontamination unit, but
undertake necessary primary decontamination.



Irrespective of the level of asbestos exposure, all analysts must undertake a preliminary
decontamination which involves cleaning, removing and disposing of PPE and thorough cleaning of
RPE, before removing.



The analyst, after completing the fourth stage of the clearance procedure successfully will issue a
certificate indicating the area is suitable for reoccupation.



Any air test certificates including personnel air tests undertaken for any of our staff will be
scanned onto the computer and backed up each night where back up disc’s will be kept in the fire
proof safe. All employee personnel air tests will be stored for a minimum of 40 years.



Analysts undertaking a 4 stage clearance of licensed asbestos removal inside an enclosure must
wear a full face positive pressure RPE and for non-licensed works a half face RPE will suffice.

Bulk Analysis


Only persons who have received specific training may undertake analysis of bulk materials for
asbestos content.



The handling and analysis of bulk materials for asbestos must only be undertaken in the HEPA
filtered fume cabinet, which is serviced every six months.



The use of wet wipes and H Type vacuum is very important for preventing cross contamination.



All asbestos samples are double sealed in a sample bag and stored in an asbestos waste bag,
which when full is sealed and double bagged, then transferred to a lockable shed on the premises
for disposal by an asbestos removal contractor.

Policies and Procedures
Policy No: ENVMD002
Date of issue: October 2021 –Version 13

Health & Safety - Part 2

Page 80 of 201

Policy & Procedure

Policy No: ENVMD002

References and Further Guidance

Ref No

Issue

Referenced Source

1

HSE Guidance

HSE L143 ( second Edition) Managing and working with Asbestos 2013

2

HSE Guidance

HSE INDG288 Selection of Suitable Respiratory Protective Equipment

3

HSE Guidance

HSE INDG 289 Working with Asbestos in Buildings

4

HSE Guidance

MS13 Asbestos: Medical guidance note

5

HSE Guidance

HSE 264 Asbestos: The Survey Guide

6

HSE Guidance

HSG 248 Asbestos: The Analyst guide for Sampling, Analysis and
Clearance Procedures

7

HSE Guidance

HSG 247 Asbestos: The Licensed Contractors Guide
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Arrangement 12

Arrangements for the Safe Handling and Use of Substances (COSHH)
SHEQ Department and Consultants will be responsible for identifying all substances that require a COSHH
assessment and for checking that new substances can be used safely before they are purchased.

SHEQ Department will be responsible for undertaking COSHH assessments, or they may, at their discretion,
delegate this responsibility to another competent employee.

SHEQ Department and Consultants will be responsible for ensuring that all actions identified in the COSHH
assessments are implemented, that all relevant employees are informed about the significant findings, and
that assessments will be reviewed every year or when the work activity changes, whichever is sooner.
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Procedure for the Safe Handling and Use of Substances
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Guidance on the Safe Handling and Use of Substances
Regulation 6 of the COSHH Regulations requires an employer to formally assess all operations and/or processes
which are liable to cause exposure to hazardous substances.
This section provides a logical, step-by-step approach to the carrying out of the assessment and the evaluation of
the risks to health caused by exposure to hazardous substances. The objective of the assessment is to ensure
that the correct decisions are made on the control of hazardous substances in the workplace.
The assessment also demonstrates that the company has considered all the factors relevant to the work and that
informed judgements have been made with regard to the risk, the actions necessary to achieve and maintain
adequate control of the risk, the requirements for monitoring exposure to the substances, and health surveillance
of employees who may be at risk.
In order for the assessment to be considered suitable and adequate, the detail and expertise with which it was
carried out must reflect the nature and degree of risk arising out of the work being assessed, as well as the
complexity and variability of the processes involved.
Why Control Hazardous Substances?
Thousands of people are exposed to hazardous substances at work. If the exposure is not prevented or properly
controlled, it can cause serious illness, sometimes even death. It can also result in lost earnings, reduced
productivity, expensive prosecutions, firms being sued and the nation having to pay for sickness benefit. Some
examples of the effects of hazardous substances include:


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



Asthma resulting from sensitisation to isocyanates in paints or adhesives;



Being overcome by toxic fumes – injuries or death can be caused by the substances themselves or by fall
after losing consciousness;



Poisoning by drinking toxic liquids from bottles through to contain water or soft drinks – sometimes with
fatal results;



Cancer, which can appear many years after first exposure to carcinogenic (cancer-causing) substances at
work;



Infection from bacteria and other micro-organisms (‘biological agents’)
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Survey and data sheets
The first process is to survey the site for substances. Once this is done, obtain the material safety data sheet
(MSDS) for each substance and formally assess the use of those substances which are hazardous in use. The
safety data sheet has the following purposes:


It acts as a formal system of approval for substances being introduced into the workplace, in that only
substances which have a safety data sheet should be purchased or used.



It provides all the information on a hazardous substance that the employer is required to provide to their
employees under Regulation 12 in a standard and rational format.



It provides all the essential information necessary to carry out the formal assessments as required under
Regulation 6.

When the assessment is completed, the sheet should be filed in a COSHH safety data sheet file and be updated if
and when the supplier provides further information or there are alterations to the information.
Classification of substances
Once the data sheets on substances in the workplace have been gathered, it is necessary to classify each
substance that has been identified as hazardous to health under the COSHH Regulations. This can be achieved by
scrutinising the information gained on the substance using the criteria set out below.
For the purpose of the COSHH Regulations a hazardous substance is defined as any substance, including any
mixture, which is:


A substance listed in Part 1 of the approved supply list as dangerous for supply within the meaning of the
CHIP Regulations and for which the general nature of the risk is given as very toxic, toxic, harmful,
corrosive or irritant. This information should be displayed on the labelling on the container of all such
substances introduced to the work area.



A substance which has been assigned a workplace exposure limit (WEL) by the Health and Safety
Commission and published in the HSE guidance note EH40 - Occupational Exposure Limits.



A biological agent which creates a hazard to the health of any person.



Dust of any kind, except dust which is a substance within paragraph 1 or 2 above, when present at a
substantial concentration in the air.



A substance, other than those already given, which creates a hazard to the health of any person because
of its chemical or toxicological properties and the way it is used or is present in the workplace.

Following consultation of the above it may be possible to reach a decision as to the hazardous nature of the
substance using your existing knowledge of exposure experience, process, etc. In other cases it may be
necessary to draw upon the experience of others such as a competent occupational hygienist, health adviser or
toxicologist.
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Substances to be assessed
Once the classification of substances has been carried out, all substances identified as hazardous will need to be
formally assessed in accordance with Regulation 6.
Competency to assess
The assessment must be carried out by the person with the duty delegated to them in their responsibilities. Each
assessment is required to be done competently, in order to comply with the regulations. Therefore, the decision
as to who should carry out that assessment will depend on the knowledge and experience required for the
particular assessment and the complexity of the operation and/or process.
In order to carry out a correct assessment, the assessor should have a thorough practical understanding of what
occurs, or what might occur, in the workplace. Managers may have this understanding and it is usual for them to
do the assessments. Should the decision be taken to seek assistance with the assessment then it should be
carried out with a combination of both in-house and outside expertise.
Personnel given the task of carrying out the assessment and any works arising from it will need to be provided
with the necessary facilities and authority to do so competently. They will be given sufficient time and authority
to gather the necessary information, talk to the appropriate persons, examine any records and inspect the
workplace.
The assessor must have an understanding of the COSHH Regulations and their aims, and should have read and
understood this manual.
Procedure
In order to carry out a competent assessment the following procedure is to be followed:
Review the information - A review of the information available on the operation/process/substance should be
carried out. This should comprise the supplier's safety data sheets, records of any tests and examinations carried
out on control measures and the results of any exposure monitoring and health surveillance previously carried
out.
Study the operation and/or process - Having reviewed the information in above, the operation and/or process
itself must be closely studied. It is important to understand exactly what happens during the operation and/or
process and to ask questions of those involved in order to appreciate the hazards involved. The supervisor and
operator of the operation/process should be in attendance during this study to ensure that all the relevant details
are established.
Evaluate the risk - In order to evaluate the risks to health, the following must be considered:


The hazardous properties of the substance (the information reviewed above, should supply this.)
Information on health effects provided by the supplier, including information contained in any relevant
safety data sheet.



The level, type and likely duration of exposure.



The circumstances of the work, including the amount of the substance involved.



Activities, such as maintenance, where there is potential for a high level of exposure.



The effect of preventative and control measures, which have been or will be taken in



accordance with Regulation 7.



Conclusions regarding the risk.



These factors are dealt with in more detail below.



The possibility of exposure can be broken down into five areas:
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Risk of exposure - Whether it is reasonably foreseeable that an accidental leakage, spillage or discharge
of the substance could occur.



Frequency of exposure - If it is reasonably foreseeable that exposure could occur, how often is that
exposure like to be? This can normally be ascertained from past experience and general knowledge.



People at risk - There is a need to identify the people at risk of exposure to the substance, whether they
are exposed by working directly with it or are in the vicinity of the work, or areas, where the substance is
handled, transported, processed, collected, packaged, stored, disposed of, or discharged. This includes
members of the public and other non-employees.



Routes of entry into the body - Whether the hazard of exposure is due to inhalation, swallowing,
absorption through or contamination of the skin.



The quantity to which people are likely to be exposed - It is necessary to evaluate and assess the
quantities to which people are likely to be exposed. The concentration of the substance can, sometimes,
be evaluated with the use of indicator tubes, dust lamps, etc. However, detailed measurements may need
to be carried out to confidently establish these levels. Whenever levels are monitored or measured they
should always take into account the circumstances that could be expected to give rise to the highest
levels of exposure.



The likely duration and concentration of the exposure must always be known precisely in any of the
following situations, where:



Exposure routinely and frequently occurs.



A high level of exposure can be foreseen.



The substance has been assigned a workplace exposure limit (WEL).



The substance is known to be particularly hazardous.



Where the magnitude or significance of the exposure is uncertain, detailed measurements will normally
be required to enable the requirements for the prevention or adequate control of exposure to be
assessed. The likely duration of exposure can normally be ascertained from past experience and general
knowledge.

Conclusions regarding the risk
Once all the information has been gathered and collated it should be possible to reach conclusions regarding the
risks to health resulting in exposure to the hazardous substance. If it is felt that there is still insufficient
information to reach reasonable and valid conclusions further information and advice should be sought.
Where the risk assessment indicates that health monitoring is required for ensuring the maintenance of adequate
control of the exposure of employees to substances hazardous to health, or otherwise requisite for protecting the
health of employees, it will be necessary to introduce a system of monitoring the exposure of employees to
substances hazardous to health.
Records of this monitoring must be kept for at least 40 years where the record is representative of the personal
exposures of identifiable employees, or for at least 5 years in any other case from the date of the last entry.
Once a COSHH assessment has been completed for a particular substance the form will be issued to all personnel
that are likely to come into contact with it.
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Exposure judged not to be a risk to health
The following examples are considered reasonable grounds for reaching the conclusion that the substance does
not present a risk to health:


The process and/or operation is carried out to the same or better standard as the Health and Safety
Executive, Industrial Advisory Committee or trade association guidance on good practice, which give
assurance of insignificant exposure.



The quantities of substances or rate of use are too small to constitute a risk to health under foreseeable
circumstances, even if all the control measures fail.



Measurements have previously been taken of the process and/or operation, including in a “maximum
exposure” situation, which have confirmed that exposure is not a risk to health at any time and that the
conditions of the process, operation and substances are demonstrably the same.



The process and/or operation is performed strictly in conformance with well-documented procedures,
information and the conditions as detailed by the suppliers of the plant and/or substance in which they
give valid assurance that the operation, process and/or substance will not give rise to risks to health.

Risks should not be judged as negligible unless there is certain and valid evidence to back up this judgement.
Where this is not available the risks must be identified and precautions instituted to protect the health of those
exposed.
Exposure judged to be a risk to health
Where exposure is either known, or found to be occurring, in situations where prevention is reasonably
practicable the risk must be considered unacceptable.
Exposure - prevention or control
Regulation 7 requires that exposure to hazardous substances must be either prevented or, where this is not
reasonably practicable, adequately controlled.
This section of the manual is concerned with explaining what is considered to be "adequate control" and the
approach to be followed in order to achieve it.
Control of Exposure
Workplace exposure limits (WELs) are occupational exposure limits set under the Control of Substances
Hazardous to Health Regulations. These limits are set to help protect the health of workers. WELs are
concentrations of hazardous substances in the air averaged over a specific period of time referred to as a timeweighted average (TWA) . Two time periods are used: long-term exposure limit (LTEL) of 8 hours and short-term
exposure limit (STEL) of 15 minutes. STELs are set to help prevent effects, such as eye irritation, which may occur
following a few minutes’ exposure.
If the exposure to a substance assigned a WEL, as listed in Table 1 of the HSE guidance note EH40,, is reduced as
far as is reasonably practicable and is in any case below that WEL, it shall be considered to be adequately
controlled.
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When considering how far the exposure should be reduced below the WEL the nature of the risk likely to be
caused by the substance must be weighed against the cost, the amount of time needed and the trouble required
in taking the measures necessary to reduce that risk.
The non-assignment of a WEL does not necessarily signify that the substance is safe and without risk to health.
The routes of exposure to substances include inhalation, ingestion or absorption through the skin or mucous
membranes.
In any of the above, exposure should be controlled to a standard where the level of exposure is such that nearly
all the population could be repeatedly exposed daily without any adverse effect. The information necessary to set
this standard may be available from a variety of sources, such as the manufacturer or supplier of the substance,
occupational health publications or industrial and trade associations.
Prevention and Control Measures
The initial approach to the prevention and control of exposure to harmful substances should always explore the
utilisation of operational, process and engineering measures. If it is found that these measures are not
reasonably practicable or cannot adequately prevent or control exposure then the provision and use of personal
protective equipment should be considered. The provision and use of personal protective equipment should be
considered as a last option for achieving the required levels of control.
The measures necessary for the prevention or control of any exposure could be any combination of the following
and should be considered in the order given:

1. Prevention of exposure:


The elimination of the substance, removing the risk in total;



The substitution of the substance with a less hazardous substance, a less hazardous form of the
substance or dilution of the substance.

2. Control of exposure:


The total enclosure of the operation and/or process;



The alteration, modification or replacement of the plant, process and/or operation, or safe system of
work to minimise the generation of, or suppress or contain, hazardous substances and to restrict the
area of contamination in the event of any spills or releases, both routine and accidental, of those
substances;



The provision of local exhaust ventilation to totally remove the airborne hazardous substance at source
and dispose of it safely;



The provision of partial local exhaust ventilation to reduce the exposure to airborne hazardous
substances;



The provision of sufficient general ventilation to reduce the exposure to airborne



hazardous substances;



The reduction of the number of persons exposed;



The reduction of the length of exposure;



The prohibition of smoking, eating or drinking in the workplace;

Policies and Procedures
Policy No: ENVMD002
Date of issue: October 2021 –Version 13

Health & Safety - Part 2

Page 89 of 201

Policy & Procedure

Policy No: ENVMD002



The provision and use of suitable personal protective equipment;



The provision of adequate facilities for the cleaning, maintenance and repair of
personal protective equipment;



The provision of adequate welfare facilities as already outlined;



The regular and effective cleaning of the workplace and/or plant to remove contamination;



The provision of suitable arrangements for the safe storage and safe disposal of hazardous substances.

Existing Control Measures
The control measures already in existence are to be re-examined and re-evaluated on a regular basis. If these
control measures are then considered inadequate consideration will be given to improving, extending or
replacing them to ensure that adequate control measures are achieved and maintained.
Company control measures include, but are not restricted to, the following:


Hygiene Facilities - Adequate washing facilities are provided for use by all persons likely to be exposed to
hazardous substances. The facilities reflect the nature and the likely levels of any exposure and are
sufficient to permit the user to achieve a standard of personal hygiene commensurate with the adequate
control of the exposure and the need to prevent the spread of the substance. Eye wash facilities may
need to be provided in case of an emergency.



Personal Protective Equipment - Where protective clothing is used or there is a risk of contamination of
personal clothing and effects then accommodation for that clothing and personal effects, and changing
facilities, will be provided. Changing facilities are designed to ensure that personal clothing does not
become contaminated with hazardous substances from the workplace, the risk of cross contamination
between contaminated clothing and clean clothing is minimised and that they can be easily and
effectively cleaned.



Eating, Drinking and Smoking - Personnel are prohibited from eating, chewing, drinking or smoking in
any area which is likely to be contaminated with any harmful substance.



Eating and Drinking Facilities - Where it is necessary to reduce the risk of exposure by prohibiting the
consumption of food or drink in the workplace facilities for this will be provided outside the
contaminated area. These facilities will be conveniently placed in relation to the workplace and the
hygiene facilities and will be so designed as to ensure that they will not become contaminated with
substances emanating from the workplace and can be easily and effectively cleaned.



First Aid Facilities – Provisions for First Aid located in all necessary areas. Sufficient staff trained in the
use of First Aid and refresher training given when necessary. Follow safety data and COSHH forms in
relation to skin contact and first aid arrangements.
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Maintenance of Personal Protective Equipment
The company undertakes to ensure that personal protective equipment, including protective clothing, is properly
stored, checked at suitable intervals, and when discovered to be defective, repaired or replaced before further
use.
PPE which may be contaminated by a substance hazardous to health must be removed and kept apart from
uncontaminated clothing and equipment and it must be ensured that contaminated clothing is decontaminated
and cleaned or, if necessary, destroyed.
References and Further Guidance

Ref No

Issue

Referenced Source

1

HSE Guidance

HSG97 A Step by Step Guide to COSHH Assessments

2

HSE Guidance

INDG136 Rev 3 COSHH. A Brief Guide to the Regulations
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Appendix 12a
Control of Substances Hazardous to Health
COSHH Assessment Form
This assessment only addresses the risk of harm to health from the substances listed. Additional risk
assessments may be required to control the risk from other hazards associated with this work/the procedures used.
Assessor

SHEQ Manager – Alan Frost

Assessment Date

Dates reviewed

HAZARDS IDENTIFIED

.

Substance

Hazardous Properties

Quantity

Additional information


Workplace Exposure Limits:



R-phrases:



S-phrases:



H and P statements:

Emergency Procedures


Eye contact:



Inhalation:



Skin contact



Ingestion:



Spill procedure:

What will the chemical be used for?
Who may be exposed?
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METHODS OF PREVENTION OR CONTROL OF EXPOSURE

1. Engineering controls required

2. Access control



total containment



restricted to competent personnel



fume cupboard



special containment facility (give specific area):



local exhaust ventilation



blast screen

3. Special procedures

4. Approved PPE( Note: PPE is to be used as the ‘last resort’
when controlling exposure)


gloves etc (specify type)



eye protection (specify type)



laboratory coat/overalls (specify type)



other PPE (specify)

Disposal Procedures


Are chemicals with risk phrases R50-R59 or hazard statements H400 – H413 (environmental
hazards) involved?

Yes / No

TRAINING REQUIREMENTS

HANDLING AND STORAGE REQUIREMENTS
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Arrangement 13

Arrangements for Managing Health and Safety in Construction
Environtec Ltd may, during the course of its activities, assume roles and responsibilities under the Construction (Design
and Management) Regulations (CDM).

In so doing, this company shall comply with its duties under the requirements of these regulations insofar as they relate
to our work activities and our relations with other duty holders during the course of the works.

It is Environtec policy to ensure that the risk from all construction and demolition work is both managed and
controlled effectively. The objective is to ensure that, in so far as is reasonably practicable, all persons will be
protected from major injury and lost time.

The Specific Requirements:
Environtec will have in place suitable & sufficient local arrangements to ensure that:



Work on all construction and demolition work, will be carried out in accordance with the requirements of the
Construction (Design & Management) Regulations 2015 (CDM).



Competent persons are appointed for all projects. With regard to CDM projects, the competent persons
defined in the regulations (Principal Contractor, Principle Designer etc.) must be appointed.



Employees are consulted over any work that is to be carried out in order to ensure that safety, health and
environmental issues of any proposed work are understood.



Asbestos sampling, survey and/or removal work that comes under the requirements of the CDM Regulations
will be conducted in compliance with the Regulations.

General Guidance:



Construction and demolition work present obvious risks and dangers both to our own employees who may be
affected by such work and to the contractors carrying out the work.



Environtec will ensure that those carrying out work on construction/demolition sites are fully aware of any
legal duties imposed on them by the CDM Regulations.



Contractors employed to remove asbestos on construction/demolition sites have a responsibility for
employing safe systems of work so as to maintain a safe place of work for both their own employees and for
others who may be affected by what they are doing.



As the occupier of a site we share the responsibility in ensuring that all safety, health and welfare
requirements are met.



Contractors should have appropriate procedures to be followed in the event of serious and imminent danger
at work.
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Appendix 13a
When CDM applies
As a general rule they apply when:


the construction work is likely to last longer than 30 days and have more than 20 workers simultaneously at
any point or;



will involve more than 500 person days of work.

APPLICATION AND NOTIFICATION:
CDM 2015 will apply to ALL construction work and includes:

The construction, alteration, conversion, fitting out, commissioning, renovation, repair, upkeep or other
maintenance, de-commissioning, demolition or dismantling of a structure:


The site preparation, including site clearance:



The assembly of prefabricated elements to form a structure;



The removal of a structure;



The installation, commissioning, maintenance, repair or removal of mechanical, electrical, gas, compressed
air, hydraulic, telecommunications, computer or similar services which are normally fixed within or to a
structure.

Environtec workers on CDM managed sites:
Environtec workers on construction sites which come under the CDM Regulations fall under the category of
contractors and will have the following responsibilities:


Provide the principal contractor with information about the hazards and risk assessments associated with
their works, how they intend to carry out the works and their general safety management proposals



Co-operate with the principal contractor



Comply with any directions given by the principal contractor



Manage their work to comply with any site safety rules and the provisions stated in the Construction Phase
Health and Safety Plan



Inform the principal contractor of any reportable accidents, illness or dangerous occurrences



Supply the principal contractor with any information relevant to the health and safety file



Provide information, instruction and training to employees



Ensure when arranging for any designers or contractors to carry out works that they suitably competent and
adequately resourced for health and safety



Attend meetings with the Principal Contractor to discuss progress, report incidents, health and safety issues,
etc.
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Appendix 13b
An Overview of the Construction (Design & Management) Regulations 2015
What is CDM?
For the past few years health and safety of construction workers has been one of the focuses of the government
in introducing new or revising existing legislation.
One of the regulations which has been revised is the Construction, Design and Management Regulations (“CDM
Regs”) 2015. These came into force in April 2015.
Significant change under CDM 2015
Any project where it is reasonably foreseeable that there will be more than one contractor working on the site,
will require the appointment of both a Principal Designer (PD) and a Principal Contractor (PC).

FIVE DUTY HOLDERS UNDER CDM 2015


Client - (including Domestic Clients)



Principal Designer (PD)



Principal Contractor (PC)



Designers



Contractors

Client - (including Domestic Clients)




Make suitable arrangements for managing a project. This includes making sure:


Other duty holders are appointed;



Sufficient time and resources are allocated

Make sure:


Relevant information is prepared and provided to other duty holders;



The principal designer and principal contractor carry out their duties;



Welfare facilities are provided.
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Principal Designer (PD)



Plan, manage, monitor and coordinate health and safety in the pre-construction phase of a project.
This includes:
-

identifying, eliminating or controlling foreseeable risks;

-

ensuring designers carry out their duties.



Prepare and provide relevant information to other duty holders.



Provide relevant information to the principal contractor to help them plan, manage, monitor and
coordinate health and safety in the construction phase.

Designers




When preparing or modifying designs, to eliminate, reduce or control foreseeable risks that may arise
during:
-

Construction; and

-

the maintenance and use of a building once it is built.

Provide information to other members of the project team to help them fulfil their duties.

Principal Contractor (PC)


Plan, manager, monitor and coordinate health and safety in the construction phase of a project.
This includes:
 Liaising with the client and principal designer;
 Preparing the construction phase plan;
 Organising cooperation between contractors and coordinating their work



Ensure:


Suitable site inductions are provided;



Reasonable steps are taken to prevent unauthorised access;



Workers are consulted and engaged in securing their health and safety; and



Welfare facilities are provided.
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Contractors



Plan, manage and monitor construction work under their control so that it is carried out without risks
to health and safety.



For projects involving more than one contractor, coordinate their activities with other in the project
team – in particular, comply with directions given to them by the principal designer or principal
contractor



For single contractor projects, prepare a construction phase plan.

Appointment of Designers and Contractors

“Anyone appointing a designer or contractor to work on a project must take reasonable steps to satisfy
themselves that those who will carry out the work have the skills, knowledge, experience and where they are an
organisation, the organisational capability to carry out the work in a way that secures health and safety.
Reasonable steps will depend on the complexity of the project and the range and nature of the risks involved”.

Source
HSE
Doc
L153

Appointment of Designers and Contractors

“Organisational capability means the policies and systems an organisation has in place to set acceptable health
and safety standards which comply with the law, and the resources and people to ensure the standards are
delivered”.
Source
HSE
Doc
L153
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CDM 2015 – Pre-construction Information

Compiled by the Principal Designer (P) x Client and issued to tendering contractors on behalf of the client,
includes the following:



Description of project



Clients considerations and management requirements



Environmental restrictions and existing on-site risks (safety hazards and health hazards)



Significant design and construction hazards



Health and Safety file requirements

CDM 2015 – Construction Phase Plan

Produced by the Contractor / Principal Contractor (PC) and should provide details of the following:
o

Description of the project

o

Management of the work
-

Management structure and responsibilities

-

Health and Safety goals for the project

-

Monitoring arrangements

-

Site rules

-

Emergency procedures

o

Arrangements for controlling significant risks

o

The health and safety file
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CDM 2015 – Health & Safety File

Compiled by the PD / PC with information given by the other duty holders and should contain:

 A brief description of what has been built
 Information to allow future construction work, including cleaning, maintenance, alterations,
refurbishment and demolition to be carried out safely.

 As-built drawings and information
 Key structural principles
 Location of significant services
Competence
In the ACoP the report’s recommendations are taken into account. The ACoP states that basically to be competent
an organisation / individual must have:



a basic understanding of the general risks which arise from construction work and how
these are controlled;



sufficient knowledge of the specific tasks to be undertaken and risks associated with the
tasks;



sufficient experience and ability to carry out their duties.

A Client is to check that businesses are competent and have adequate resources. This is a 2 stage process:
Stage 1
Assessment of the company’s organisation and arrangements for health and safety to determine whether these
are sufficient to enable them to carry out the work safely and without risk to health.
Stage 2
Assessment of the company’s experience and ability to react to establish if it is capable of doing the work.
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Arrangement 14
Arrangements concerning specialist sub-contractors Safety Information
Safety information, which forms an integral part of the company’s health and safety policy, is applicable to all
specialist sub-contractors and persons under their control and forms part of the terms of contract. Tradecontractors are required to ensure that:


They, and all persons under their control, familiarise themselves with the site and any hazards to be
found on the site.



Their activities are conducted in accordance with the safe practices as detailed in this policy, taking
precautions to protect all employees and others who may be affected by their actions or failures to act.



They comply with all the relevant legislation applicable to the workplace.



They provide the correct protective equipment and clothing to their employees at the contractor’s
expense.



Employees remain within the designated areas of their work.



They only employ persons who are sufficiently trained and experienced in the performance of their
duties. If persons under training are employed the contractor is to ensure that they are adequately
supervised.

Nothing in the above information relieves trade contractors of their duties and obligations under statute or
common law. Failure to comply with the Environtec Ltd health and safety policy or any legal requirements may
lead to the suspension of the contractor’s work, at no cost to the employer, or to termination of the contract.
All Contractors are vetted and Environtec will only appoint sub-contractors from their approved lists.
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Procedures for Providing Trade Contractors’ Safety Information
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The Specific Requirements:
All Environtec asbestos removal sites are required to have in place suitable & sufficient local arrangements to
ensure that:


Only Environtec approved contractors are used on sites.



Prior to starting work all contractors have submitted, as appropriate, relevant documentation including health
and safety policy, environmental policy, suitable risk assessments, method statements, insurance
documentation, training records and details of any sub-contracted work.



Prior to starting work, all contractors have been through an approved induction procedure relevant to the
work they are contracted to carry out that, as a minimum, includes a brief introduction to our OSHE policy
and procedures, fire safety, safe working practices, on-site safety issues, use of PPE etc.



A joint approach is taken with regard to health and safety on site between the Environtec Supervisor and the
contractor.

General Guidance:


A joint approach is required with regard to management of health and safety on Environtec sites where
contractors are used as there is a joint responsibility with regard to health and safety on the site.



A contractor is any individual or company who works on or provides a service to a site. This will include a
range of people, organisations, and circumstances from the person that mends the photocopier, the window
cleaner, to third party transport operators and one-off demolition or construction contracts.



Before any contracting firm is allowed to carry out work on any site the contractor or sub-contractor must
understand their duties under statute regulations applicable to the work they will be carrying out.



For all asbestos removal works under the CDM Regulations 2015, Environtec depending on the project and
client requirements may be appointed as Principal Contractor and / or Principal Designer as well as Designer.



The contractor is expected to know their duties under common law, both to their own employees and to
ourselves, and to conduct their business and methods of work to conform to accept best practice.



To assure ourselves that a contractor understands their obligations they will be obliged to read the section
'Rules For Contractors' (see below).



The control of contractors, whilst on site, is delegated to the relevant Environtec Supervisor.



A contractor must provide evidence of adequate employer’s liability and public liability insurance.



For major contracts the contractor must also carry insurance for the value of the contract and any additional
losses that may be incurred as a result of the negligence of the contractor.



The contractor must provide evidence annually that such insurance remains in place if they are to remain on
the approved list.



The Technical Director will be pleased to provide advice to a contractor with regard to health, safety,
environment, or welfare endeavours.
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Additional Guidance for all projects where the CDM Regulations apply:



During large projects and those where the CDM Regulations apply, weekly site meetings will be held where
Health and Safety issues as well as progress will be discussed. Minutes of the meetings will be recorded and
published to representatives of both Environtec and the contractors.



There are FIVE key parties involved in the CDM Regulations, namely:



o

The Client.

o

The Designer.

o

The Principal Designer.

o

The Principal Contractor.

o

Other Contractors and the Self-Employed.

CDM Regulations apply when:
o

the construction work is likely to last longer than 30 days and have more than 20 workers
simultaneously at any point or

o

will involve more than 500 person days of work

o

The HSE must be informed by the Client on Form 10 (rev) before work commences.

Client Duties:
The client’s key duties are so far as reasonably practicable to:


Select and appoint a competent Principal Designer and Principal Contractor and allocate adequate resources
for health and safety including a suitable level of supervision.



Be satisfied that Designers and Contractors are also competent and will allocate resources when arranging for
them to work on the project.



Provide the Principal Designer with information relevant to health and safety on the project.



Ensure construction work does not start until the Principal Contractor has prepared a satisfactory health and
safety plan.



Ensure the health and safety file is available for inspection after the project is completed.

Asbestos removal work:


Asbestos removal work is only permitted if it is carried out by suitably trained Licensed Contractors,
including sub-contractors. General guidance is listed below followed by contractor specific guidance.



Before commencement of work:
o

For work within a temporary ventilated enclosure ("tent"). Ensure that all air which leaves the enclosure is
filtered through HEPA filters.

o

Before starting work, conduct a smoke test for leaks before work can commence.

Policies and Procedures
Policy No: ENVMD002
Date of issue: October 2021 –Version 13

Health & Safety - Part 2

Page 104 of 201

Policy & Procedure






Policy No: ENVMD002

During work:
o

Test the air outside the "tent" for asbestos fibres during the work.

o

Ensure that workers wear dirty overalls inside the tent and clean overalls outside the tent through the
provision of suitable air-locked welfare facilities and decontamination facilities.

After the work has been finished:
o

Undertake four stages of the certification of re-occupation which includes inspecting the method
statement; site conditions transit route, decontamination facility and waste route.

o

As part of the four stage procedure a satisfactory visual inspection and air test is completed prior to
dismantling the enclosure where a further visual inspection is conducted and four stage certificates is
issued following an acceptable level of cleanliness is achieved ready for reoccupation.

Disposal of waste:
o

Ensure that all waste, including any disposable items such as overalls or gloves, are disposed of safely as
special waste.

Pre-start:
Before work commences, the following should be discussed with the contractor and site management (as
appropriate to the contract):



Site Access/Egress including Security



Work Area (and out of bounds areas) including Parking



Supervision – how will contractor’s employees be supervised



Safety Induction for contractor’s employees



Permit to work Procedures e.g. Hot Work, Electrical Work



Method Statements



Entry into Confined Spaces



Welfare Arrangements



Emergency procedures for First Aid, Accidents, Fire etc.



Housekeeping



Site Safety Rules



Site Rules e.g. speed limits, smoking, protective equipment



Waste disposal
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References

Ref No

Issue

Referenced Source

1

HSE Guidance

HSE: INDG268 Working together: Guidance on health and safety for
contractors and suppliers

2

HSE Guidance

HSE: INDG368 Use of Contractors:
A Joint Responsibility

3

HSE Guidance
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Selection Procedure for Contractors:

Checklist completed by:

Purpose of Contract:

Signature: __________________________

_____________________________

Name (print): _______________________

Contractor: ____________________

Date: ______________________________

_____________________________

Assessing the health and safety competence of contractors can be dealt with by asking the Contractor to complete
the following Pre-Tender Questionnaire which covers some of the following questions, whereby the responses can be
evaluated.
1.

What similar contracts have they undertaken in the last 3 years? Are they included on any ‘approved lists’ e.g.
Council, large private companies, etc.

2.

How many years of experience do they have working on similar projects? Are they a current member of any trade
body? Are they currently accredited by any trade body?

3.

Who will be carrying out the work and what experience do they have?

4.

Do they have a health and safety policy? Ask them for a copy. Is it signed by the MD? When was it last revised?

5.

Ask for copies of risk assessments relevant to the work they are going to be doing.

6.

Ask for copies of training certificates relevant to the work they will be undertaking and the personnel involved in
the work.

7.

Ask for information of how they anticipate monitoring safety arrangements during the work.

8.

Ask for information concerning their accident record. Do they have an accident reporting system? How many
RIDDOR (HSE) reportable accidents have they had in the last 3 years? How many other accidents have they had in
the last 3 years?

9.

Ask for references from other similar contracts.

10. Do they have a Health and Safety Officer/Advisor, or access to competent advice as required by the Management
of Health & Safety at Work Regulations.
11. Do they have employers and public liability insurance to the value of the project or more?
In order to comply with statutory requirements follow the above steps and decide on the contractor/sub-contractor to
use based on their responses to health and safety issues. If the answer to any of the above questions causes concern
(e.g. their policy has not been revised in the last 2 years; they have no risk assessment record; they do not have
access to health & safety advice), tread cautiously and if necessary seek advice. It is worth noting that self-employed
persons and companies with less than 5 employees do not require written policies or risk assessments, however they
should still be aware of health and safety requirements and be able to demonstrate as much.
Approved:

Yes/No

Signature:

Date:

Comments:
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CONTRACTORS PRE TENDER QUESTIONNAIRE

Please complete the following details and return to:
Mr M Dennis
ENVIRONTEC LTD
Environtec House
The Street
Hatfield Peverel
Chelmsford CM3 2EJ
Name of Asbestos Removal Contractor:

Address:

Scope of Proposed Works:

1.

What work do you specialise in?

(10, -10)

2.

How many years experience do you have working on
similar projects?

(5, 0)

3.

Projects undertaken:

Please provide details

(10, -10)

(3 no. in last 12 months)
Enclosed
4.

Are you on any approved lists?

(5, 0)

5.

Membership of recognised safety organisations:

6.

Membership of recognised trade associations ie.

(5, 0)
Yes

Enclosed

(10, -10)

Enclosed

(20, -20)

Details Enclosed

(10, -10)

ARCA or ACAD
No
7.

Do you have a written Health and Safety policy – When
was it updated?

8.

Do you provide training to your Managers/operatives?

Yes
No
Yes
No

9.

Please provide details of First Aid training provision.

10.

Who,
within
your
organisation
responsibility for Health & Safety?

holds

Enclosed

(10, -10)

ultimate

(5, -5)

What level of competence or qualifications does this
person have?
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Are any part of the proposed works to be sub-contracted
outside your organisation?

Yes
No

12.

How do you assess the Health & Safety competence of
proposed sub-contractors?

13.

Do you have Health & Safety compliance procedures (eg.
permit to work, system manuals, etc)?

Yes

Enclose company
details similar to
pre-qualification
questionnaire

(10, -10)

Enclosed

(5, -5)

Please
details

enclose

(5, -5)

Please
details

enclose

(10, -10)

No
14.

Do you have standard procedures for risk assessment
and communication?

Yes
No

15.

Please enclose all risk assessments for related activities
involved in works:

16.

Have any HSE Enforcement or prohibition notices been
served against you in the last 3 years?

Enclosed
Yes

(20, -20)

Please
details

enclose

(20, -20)

Please
details

enclose

(20, -20)

No
17.

18.

Has your Company and/or parent been prosecuted
successfully or otherwise by the Health & Safety
Executive?

Yes

Would you be prepared to enter into a collateral warranty
if necessary?

Yes

No
(1, 0)

No
19.

Please supply details of resources/management structure
for this project together with skills, experience, health
and safety training and qualifications of staff.

20.

Do you have an accident reporting system?

Enclosed

(5, -5)

(20, -20)

How many RIDDOR (HSE) reportable accidents have you
had in the last 3 years?
How many other accidents have you had in the last 3
years?
Give details of investigation and reporting system.
21.

Are you in receipt of any safety performance awards?

22.

Who will monitor the Health & Safety arrangements and
surveillance on site during the project?

Enclosed
Yes

Please
details

enclose

(10, 0)

No

Please provide experience and qualifications.
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Do you operate employee Health & Safety committees?

Yes

Please
details

enclose

(5, 0)

No
24.

Provide Company insurance details.

Enclosed

(20, -20)

25.

Provide copies of Audited Accounts for previous 3 years:

Enclosed

(10, -10)

26.

Please provide two references for similar projects:

Enclosed

(10, -10)

Maximum of 266 points – Minimum Acceptable Point Scoring + 133

Signed: ……………………………..Name (in block caps) ……………………………Date: ………………………….

on behalf of: ………………………………………………………………………………………....….(Company Name)

Environtec Use:

Pre Tender Questionnaire:

Approved / Declined

Reasons for Declining:

…………………………………………………………………………………………….

Name: ……………………………………Position: ……………………………………Date: ……………………………...
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Arrangement 15
Arrangements for safe access
(Falls from Height, Slips, Trips and Falls, Safe Movement of People)
It is Environtec policy to ensure that the risk from falls from height, and slips, trips and falls is both managed and
controlled effectively. The objective is to ensure that, in so far as is reasonably practicable, all persons will be
protected from major injury and lost time.
Specific Requirements:
Environtec sites are required to have in place suitable & sufficient local arrangements to ensure that:


Falls from heights, and slips, trips and falls on level ground are avoided through positive management of
risk by the identification of potentially unsafe areas as part of the risk assessment process.



A procedure is in place to manage good housekeeping through the identification of control measures to
reduce the likelihood of falls or slips and trips, for example by keeping walkways clear, footing ladders
etc.



Routine inspection of work areas includes the identification of fall, slip, and trip hazards.



Managers at all level, and supervisors, have a responsibility for ensuring that their work areas are free
from hazard.

General Guidance:


Falls from heights and slips, trips and falls on level ground are the cause of the majority of accidents on
industrial premises. The results of such accidents can be serious and may lead to major injuries and lost
time. All sites are to have procedures in place to adequately control access to all areas of the site.



Falls from height and slips, trips and falls at ground level are to form part of the regular safety, health and
environmental inspections carried out. Additional guidance is available from the HSE (Ref. 1, 2 & 3).

Safe Movement:


Floors should be of sound construction and properly maintained. Any openings should be fenced or covered
when not in use.



There must be safe passage for pedestrians and vehicles including designated separate routes where
appropriate. Stairs and ramps should have handrails where necessary and doors should have vision panels.



Barriers must be erected around storage areas on top of offices or other structures to prevent falls from
height.



There should be adequate lighting in all areas at all times.



Safe movement should form part of the regular safety, health and environmental inspections.
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Ladders:


Bulk sampling and visual inspections from ladders will only be carried out as long as the duration of work
doesn’t exceed 30 mins. If the work is going to take longer than other suitable equipment will need to be
used.



Ladders should only be used for short-duration tasks where it is not reasonably practicable to install fixed
access or to erect scaffolding. Ladders should always be inspected before use.



Ladders should only be used by employees who are competent in their use. Consideration should be given to
introducing ladder controls to prevent unauthorised use.



All Environtec Ltd operational staff undergoes in-house Safe Working at Heights training which highlights use
of ladders and step ladders as part of their induction.



A ladder inspection system should be in place at all sites using the form similar at the end of this
arrangement. Domestic ladders or stepladders can be used on any Environtec site, if they meet the weight
requirements of the user. Ideally industrial ladders are to be used i.e. Class 1 Aluminium BS2037, or EN131
ladders or step ladders.

Scaffolding (including Tower Scaffolds):


Scaffold means any temporarily provided structure on or from which people work or obtain access to work
places. It includes any working platform, gangway, run, ladder or stepladder (except an independent ladder
or a stepladder not forming part of such a structure) and any guardrail, toe board and any fixing.



Where work cannot be safely done from the ground or from any other permanent structure, a scaffold should
be provided.



Scaffolding must only be erected by a competent person.



Scaffolds should always be inspected by a competent person immediately before use. Additional inspections
should be carried out at weekly intervals and after exposure to weather conditions, which are likely to have
affected its strength or stability. Every scaffold should be properly maintained and every part fixed, secured,
or placed in position to prevent accidental displacement.

Mobile Elevating Work Platforms (MEWPS)/Lifting Cages:


Lifting cages where used must form part of the Environtec statutory inspection arrangements for lifting
equipment and must be in a good condition and subject to visual inspection before each use.



Employees or others using MEWPS (e.g. cherry pickers) and/or lifting baskets must be trained in their safe
use.



Harnesses are to be worn at all times when using MEWPS and lifting cages.
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References and Further Guidance

Ref No

Issue

Referenced Source

1

HSE Guidance

HSE: INDG225 - Preventing slips and trips at work

2

HSE Guidance

HSE: INDG401 - The Working at Height Regulations Brief Guide

3

HSE Guidance

HSE: INDG 402 – Safe Use of Ladders and Stepladders

Note: This section should be referred to during construction work and as part of the induction for contractors on
site.
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Arrangement 16
Arrangements for Confined Space Working
It is Environtec policy to ensure that the risk from any work requiring entry into a confined space is both
managed and controlled effectively. The objective is to ensure that, in so far as is reasonably practicable, all
persons will be protected from major injury and lost time.
For the purpose of safety the term “confined spaces” covers a great variety of workplaces, which have limited
access and inadequate ventilation. They are therefore potentially dangerous places in which to work because they
may trap hazardous concentrations of toxic or flammable gases or vapours. Confined spaces are also liable to
become deficient in oxygen due to the build-up of a gas or vapour which is not itself toxic but which displaces
the breathable air- Very often the dangerous atmosphere is a result of the work being done — for instance
welding, painting, flame culling, the use of adhesives and solvents.
At some time or another almost any place on a construction site may become a confined space. Some are quite
obviously confined spaces — tanks, ducts, borehole silos, manholes, furnaces, pipelines, sewers and underground chambers. But serious accidents have occurred in the past in such places as rooms which were ultimately
to become occupied rooms and which were therefore not regarded as confined spaces when construction work
was going on in them. Everyday operations of the construction industry often involve work in excavations, holes
and so on, which are recognised as confined spaces and may present a danger of toxic, flammable or oxygen
deficient atmospheres.
Confined Space
Under these Regulations a ‘confined space’ has two defining features. Firstly it is a place which is substantially
(though not always entirely) enclosed, and secondly there is the presence of a reasonably foreseeable ‘specified
risk’.
The Regulations themselves define a confined space as any place, including any chamber, tank, vat, silo, pit,
trench, sewer, flue, well or other similar space in which, by virtue of its enclosed nature, there arises a reasonably
foreseeable specified risk.
Specified Risk
The term “specified risk” means a risk of serious injury to a person arising out of fire and explosion and, without
prejudice to this risk, the loss of consciousness of a person due to an increase in body temperature, asphyxiation
by gases, or oxygen deficiency. It also covers drowning of a person due to an increase in the level of a liquid,
asphyxiation by solid materials which can flow, or entrapment by such substances, so as to render the person
unable to reach a safe place.
Duties
The Regulations lay down the duties of employers and the self-employed. Where either party has work in confined
spaces where the work is under their control, they have a duty to comply with the Regulations in respect of their
own employees or themselves. They must also liaise with and cooperate with others to agree the respective
responsibilities in terms of the Regulations and duties.
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Specific Requirements:


All work in confined spaces is identified prior to the work starting and appropriate procedures implemented
as required e.g. notifying the building/site/facilities manager.



A permit to work is completed by a competent person prior to entry into a confined space and signed off
following completion of the work.



Atmosphere checks are to be carried out before entry e.g. to determine the presence of fumes, the level of
oxygen etc.



Live permits are to be posted in the area for the duration of the work.



A minimum of two persons are required for entry into confined spaces, the second person will stay our side
of the confined space and act as a ‘watcher’.

Work
Employers and the self-employed must carefully consider whether a person needs to enter a confined space.
Those responsible for planning should use risk assessment criteria to determine if the work can be carried out
from outside the confined space.
If work cannot be done without entering the confined space, then it is necessary to determine what measures
need to be taken to secure the safety of workers and others who may be affected by the work.
It is essential that effective forward planning is carried out.
Emergency Procedures
The Regulations call for the preparation of suitable and sufficient measures to be taken to ensure the safe rescue
of a person in an emergency, before a person enters a confined space. The arrangements must also consider the
safety of rescuers. Good practices in planning and carrying out emergency and safe rescue procedures are to be
found under the appropriate headings later in this section.
Planning
The special conditions of confined space working make it vital that the work should be planned in detail.
The Management of Health & Safety at Work Regulations 1999 requires that a suitable and sufficient risk
assessment is made in order to determine appropriate health and safety measures and emergency arrangements.
These measures should be incorporated in a safe system of work, as required by Section 2 (2) (a) of the Health
and Safety at Work, etc. Act 1974 and included in the health and safety plan which the principal contractor has
developed in accordance with the Construction (Design & Management) Regulations.

Designers have a duty under Regulation 13 of the Construction (Design & Management) Regulations to avoid
foreseeable risks in the design of structures and therefore to avoid, through design, the creation of confined
spaces. Whenever work is specified which by its nature may have to be carried out in a confined space, the hazard
should be identified for inclusion in the health and safety plan.
A checklist for the production and checking of method statements relating to confined space working is provided
at the end of this section.
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Safe systems of work
Definition: An agreed, set sequence of operations, using guards, safety devices and protective equipment, so as
to complete a job safely and without danger to health.
They can be classified broadly into three areas:


simple systems covering safety equipment



formal procedures for carrying out work processes (e.g. entry into confined spaces)



Special applications (lock-off systems).



The following measures are priorities:


test atmosphere prior to entry



continuous monitoring at the workface



Maintain contact between operative and attendant in free air that is trained to carry out
emergency procedures.

Supervision
The findings of the risk assessment will determine the degree of supervision required. In some cases an employer
may nominate to supervise the work, an employee who is to make periodic checks. In most cases however, the
level of risk is likely to be such as to require constant supervision, coupled with the operation of a permit to work
system.

Persons who will be expected to work in confined spaces must be physically and mentally suitable. It is no job for
the claustrophobic or the foolhardy. It is recommended that employees taken on for such work are over 18 years
and preferably under 50 years of age. Heavy manual tasks, with the necessity for rescue training and the possible
added burden of working in breathing apparatus may make the job too demanding for older men. Men of 50 and
over who are already employed on work in confined spaces should be medically examined annually and
additionally after any illness.

No-one with any of the following disabilities should work in confined spaces:

1.

A history of fits, blackouts or fainting attacks

2.

A history of heart disease or heart disorders

3.

High blood pressure

4.

Asthma, bronchitis or shortness of breath on exertion

5.

Deafness

6.

Menière’s disease or any illness causing giddiness or loss of balance

7.

Claustrophobia or other nervous or mental disorder

8.

Back pain or joint trouble that would limit mobility in a cramped space

9.

Deformity or disease of the lower limbs limiting movement

10.
11.

Chronic skin disease
Serious defect in eyesight (12) lack of sense of smell
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Training

Work in confined spaces must only be undertaken by employees who have been properly trained for the job.

It is the employer’s duty under Section 2(2)c of the Health and Safety at Work Act to provide such information,
instruction, training and supervision as is necessary to ensure, so far as is reasonably practicable, the health and safety
at work of his employees.

Training must be planned specifically for:
(1) Supervision
(2) Persons who will be expected to enter confined spaces to work in them
(3) Persons who will act as attendants
(4) Persons appointed to form a rescue team.

The precise form of the training and instruction must depend on the individual operations, but in addition to any
specialised training for particular tasks, general training for work in confined spaces should include:

(1)

Observance of the safe system of work (permit-to-work)

(2)

Instruction on the suitable types of breathing apparatus, and practice in their use, core and maintenance

(3)

Instruction in the use of atmosphere testing equipment

(4)

Training in the procedures for rescue, including the correct use and maintenance of rescue equipment and
resuscitation equipment

(6)

Instruction and practice in the correct procedures in emergencies, especially evacuation

(7)

Instruction and practice in the correct use of firefighting equipment

(8)

(Where applicable) observance of personal hygiene rules to avoid health risks

(9)

(Where available and applicable) the use of mobile radio

Instruction in the use and maintenance of equipment can often be given by the manufacturer.

Practice drills are an essential port of training theoretical knowledge is not enough to ensure that the right action
will be taken in a real emergency. The use of breathing apparatus especially should be practiced regularly, also
the procedures for emergency evacuation.

The drill should ensure that employees acquire a sound working knowledge of the signal communicating system
to be used between persons working in the confined space and those in attendance outside. They must also learn
the correct procedure for summoning medical aid or the emergency services, and the use and maintenance of any
recovery winches and/or other methods of recovery. It is important that employees should learn to recognise
situations requiring the use of respiratory protective equipment, and be able to identify the appropriate
atmosphere testing equipment.

Refresher courses should be given as necessary on a regular basis. It is important that a full and up to date
record should be kept of the type of training given to each individual.
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Access and egress
Experience has shown that the minimum size of an opening to allow access with full facilities including selfcontained breathing apparatus is 575mm diameter. This size should normally be used for new plant, although
the openings for some confined spaces may need to be larger depending on the circumstances.

Existing plant may have narrower openings. It will therefore be necessary to check that a person wearing suitable
equipment can safely and readily pass through such openings. Examples of plant where there are narrower
openings include rail tank wagons and tank containers where an opening of 500mm diameter is common, and in
road tankers where the recognised size is 410mm.

The size and number of access and egress points should be assessed individually dependent upon the activities
being carried out and the number of people involved. Large scale evacuations may need larger routes and
openings to prevent them becoming bottlenecks.

Different criteria apply when the critical entry dimensions extend over a significant length or height, as in the
case of sewers, pipes, culverts, small tunnels and shafts. For example, it is recommended that people should not
normally enter sewers of dimensions smaller than 0.9m high by 0.6m wide. Even this ‘minimum size’ may in
certain circumstances be too small for reliance on a safe system of work alone. Additional measures may be
needed, for example if there is a long distance between access points. In the case of a shaft containing a ladder
or step irons, 900mm clear space is recommended between the ladder/steps and the back of the shaft.

Toxic and flammable atmospheres
In the context of confined space work the term “nontoxic” can be dangerously misleading. In a small unventilated
space any of the whale range of gases and vapours found in industry, in sufficiently high concentration, could
create an atmosphere that is not safe to breathe.

Contaminants can arise from:

the space itself (e.g. leaded petrol tanks)

Earlier process (e.g. degreasing, in which case a residue of trichloroethylene solvent in the tank could emit
Fumes when the sludge is cleaned off.)

Previous contents - Special care is needed where confined spaces such as tanks have previously contained
flammable, explosive or toxic materials, and where the work being done could create vapour from the remains of
the previous contents. This particularly refers to hot work (e.g. cuffing and welding) and also to the use of
solvents, since “empty” containers invariably contain sufficient residue to create a hazard in such circumstances.
It is therefore essential to know the previous contents so that the planned precautions are appropriate for the
particular substance.

Adjoining plant - Gas or vapour may enter the confined space from adjoining plant if it has not been effectively
isolated. To prevent exhaust fumes from entering a confined space and causing a hazard, vehicles should not be
sited near the entrance.

Nearby undertakings - Where any deep narrow excavation (e.g. borehole) is adjacent to spoil heaps, sewage
works, gas works, old drainage systems, chemical works or refineries, there is a danger of seepage into the
confined space. Air testing must be carried out before entry and thereafter at intervals for oxygen deficiency and
toxic or flammable gases.

An atmosphere which is not fit to breathe may exist at the bottom of a hole from stagnant water or from the
subsoil itself; the passage of water through chalk, for instance, can release carbon dioxide.
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Atmosphere testing and monitoring

Regulation 4 of the Confined Spaces Regulations 1997 and Regulation 23 of the Construction (design &
management) Regulations 2007 requires that every workplace must be adequately ventilated to ensure that it is
safe. In confined spaces, forced ventilation must be provided if there is any risk of the air becoming deficient in
oxygen and are contaminated with dangerous dust, fumes or gases. Atmospheric testing should be carried out by
a competent person who has knowledge of existing standards for the airborne contaminants being monitored
and is trained in the risks involved. No-one must be allowed to enter until a competent person is satisfied that
entry is safe.

The requirements of the Control of Substances Hazardous to Health Regulations, to assess the risks from
exposure to any fumes or gases and to take suitable steps to prevent or control such exposure, also apply

Hazards to Health
An atmosphere which is safe on entry may become unsafe through any of the reasons given above, and
continuous monitoring is therefore necessary while persons are working inside.

The odour of gases is useful in giving an early indication of possible danger, but it must not be relied on without
the back-up of atmosphere testing instruments. The sense of smell varies greatly from person to person and is
poor in the older age groups. Some dangerous gases have no smell (for instance carbon monoxide and methane)
and others paralyse the sense of smell (for example hydrogen sulphide).

Oxygen deficiency
Without any poisonous gas being present the atmosphere may become lethal through depletion of oxygen.
Normal air contains about 21% oxygen, 79% nitrogen. Below 17% oxygen a flame will not burn and the
atmosphere is not fit to breathe.

The person working in an oxygen-deficient atmosphere may not be aware that he is in danger, consequently
symptoms such as breathlessness, faintness, lack of physical co-ordination, should lead to immediate evacuation,
since unconsciousness can follow rapidly and unexpectedly,

Several different situations can lead to on oxygen-deficient atmosphere:

(1)
After purging with gas if persons must enter or even approach a confined space which has been purged
with a gas such as carbon dioxide or nitrogen, precautions should be taken to ensure that there is adequate
oxygen. The gas should in turn be purged by air. Particularly thorough atmospheric testing is necessary
especially at low levels before persons are allowed to enter, since even after ventilation with fresh air there may
still be a deficiency of oxygen at certain levels due to the tendency of the purging gas to remain there in layers.

(2)
Rusting process. Where a steel vessel has been closed for some considerable time, the oxygen in the air
may have become absorbed on to the inner surface of the vessel through the rusting process. The presence of
moisture inside a steel vessel increases the likelihood of this occurring.

(3)
Contaminated soil. Oxygen deficiency and concentrations of carbon dioxide may be encountered in tunnels
or deep excavations on land contaminated with coal waste or decaying organic matter, Slow oxidation of buried
coal waste and microbiological decay of organic matter takes up the oxygen of the air in the surrounding soil
leaving a nitrogen gas mixture deficient in oxygen and rich in carbon dioxide. Falling atmospheric pressure
would allow this gaseous mixture to seep into tunnels or deep excavations in the contaminated ground.
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(4)
Decay of organic matter. Oxygen deficiency can result (for example in sewers or excavations in
contaminated soil) from the absorption or biochemical depletion of the available oxygen by organic matter.

Oxygen enrichment

The opposite condition, an oxygen-enriched atmosphere, can be equally dangerous. With on excess of oxygen in
the air some substances containing organic matter become liable to spontaneous combustion. Grease and oil, for
instance, may self-ignite, and also paint, plastics, textiles, paper and wood,

Oxygen in more than its normal proportions in the air also greatly increases the combustibility of all other
materials. A fire in an oxygen-enriched atmosphere develops with great speed and ferocity and may be
particularly difficult to extinguish.

The atmosphere can accidentally become too rich in oxygen as a result of work which releases extra oxygen into
the air, for instance oxy-propane cutting.

It is dangerous to purge with oxygen instead of air, and in no circumstances should oxygen be introduced into a
confined space to “sweeten” the air or to provide ventilation.

A leak of liquid oxygen or oxygen gas must be treated as a serious matter.

Permit-to-work

For work in confined spaces the most satisfactory way ensuring a safe system of work is by observing a permit-towork system.

The permit-to-work is an operational document prepared by a responsible person who is familiar with the work
procedures, the hazards and oil necessary precautions and who has carried out a thorough assessment of the
situation,

Typical sequences of operations which will be produced from such assessments are shown on the flow chart
included on page – 143. It is important to understand that the use of such a flow chart is entirely dependent on
the use of trained and competent persons to work in, and supervise work in, confined spaces.

The permit gives written authority for the confined space to be entered and the work to start, and lays down the
time when it must stop. It sets out the correct sequence of work, the precise way in which the work is to be done,
the responsibilities of oil persons involved, and the safety checks made and all the precautions taken. The permitto-work is not issued until the responsible person has put his signature to this record, signifying that every step
in the sequence of safety checks has been taken.
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Formulating the permit-to-work system a typical permit-to-work system would lay down:

(1)

Methods to be adopted for testing the atmosphere of the confined space.

These must be carried out before:
(a)

It is certified as being safe to enter

(b)

Safety precautions to be taken on entry are specified.

References and Further Guidance

Ref No

Issue

Referenced Source

1

HSE Guidance

HSE: INDG258 Safe work in confined spaces
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Arrangement 17

Arrangements for Safety Monitoring, Audit and Inspection
Progressive improvement in health and safety can only be achieved through the constant development of policy,
approaches to implementation and techniques of risk control. Alan Frost will ensure that a systematic audit of all safety
arrangements will be carried out on a regular basis.

Alan Frost will ensure that sufficient resources are allocated to allow places of work to be inspected regularly and in
accordance with statutory requirements.

Records of safety inspections and audits will be kept in order that the directors of Environtec Ltd can monitor the
performance of the company and improve the overall safety culture within the workforce.

The Specific Requirements:


Regular recorded inspections of work areas, in offices quarterly.



Auditing of our procedures takes place on an annual basis using Derisk., or our named competent persons.



Statutory inspections of vehicles, etc. are carried out at the specified frequency.



General Audits of site staff in line our UKAS Quality Assurance policy which covers H&S



General Health & Safety site audits
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Procedure for Safety Monitoring, Audit and Inspection

Senior Management identify company activites/
workplaces requiring Health & Safety monitoring, audit
and inspection

Regular audits / inspections carried out by competent
persons in line with management recommendations /
requirements or in accordance with legislative
requirements

Any corrective actions identified during inspection?

Work activity
suspended until
additional control
measures
implemented

Yes / No

no
Senior Management review findings of the inspection/
audit and ensure all findings are considered and action
taken as appropriate to continually
improve site conditions

Senior Management review overall Health & Safety
performance as part of monthly Management review
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Guidance on Safety Monitoring, Audit and Inspection
Workplace monitoring, and health and safety performance checks are key management responsibilities for
ensuring ongoing health and safety standards within the workplace remain at an acceptable level. Regular
workplace audits, inspections and management reviews go some way to help ensure those standards are
maintained.
Workplace inspections
Inspections should only be carried out by a competent person, such as the company health and safety manager
or an external safety advisor. Any issue posing a significant risk to health and safety requires immediate
management action and should, where possible, be rectified there and then. All issues are to be recorded and
reasonable timescales specified for rectifying/addressing any outstanding issues.
Where required, a formal report shall be completed before the end of the working period with a copy issued to
the person for whom the inspection was carried out. The safety manager or appointed person shall regularly
check that any outstanding issues have been suitably addressed and rectified.
Statutory inspection reports shall be kept at the workplace for at least 3 months after the date of the report.
Safety Audit Checklist, the following should be checked when carrying out an inspection:


Company health and safety policy is being adhered to.



Relevant documentation such as risk assessments, method statements, safety plans, etc. is specific to the
works being carried out.



Workplace inductions have been carried out for all personnel.



All personnel are adequately trained to carry out their tasks safely.



All protective clothing and equipment is in good order and is being used correctly.



All plant and equipment is in good order, suitably guarded and inspected/maintained at the required
intervals by a competent person.



Any potentially hazardous substances used have been COSHH assessed, are being handled and stored
correctly, and relevant safety information, where appropriate, is readily available.



All places of work, including access routes, are safe and have been inspected in due time by a competent
person.



The provision of adequate lighting, including secondary lighting systems.



The provision of adequate first aid facilities.



The provision of adequate fire precautions.



The provision of adequate welfare facilities.



The provision of adequate emergency arrangements.



The provision of safe pedestrian and vehicular traffic routes.



That all statutory notices are displayed in the workplace.
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Arrangement 18
Arrangements for Maintenance and Statutory Inspections
It is Environtec policy to ensure that all plant and equipment is maintained in a safe and efficient working manner
through a planned maintenance strategy. The objective is to ensure that, in so far as is reasonably practicable,
all persons will be protected from major injury and lost time.
Specific Requirements:


All plant and equipment is suitable for the purpose for which it is to be used and where it is to be used.



Adequate maintenance systems are in force.



Employees receive adequate information, instruction and training for the plant and equipment they use.
This requirement also extends to the employees immediate supervisor or manager.



Statutory inspections of pressure vessels, lifting equipment, local exhaust ventilation (lev) and fixed
electrical installations are carried out at the frequency dictated by the relevant legislation. In reality, this
means annually (unless otherwise indicated by the ‘competent person’ carrying out the checks) for
pressure vessels, lifting equipment and lev, and 3-5 years for fixed electrical installations.



Defects picked up by the statutory inspections are to be rectified as soon as possible.



Records of statutory inspections to be kept.

General Guidance:


Effective maintenance procedures are one of the key instruments in reducing the likelihood of accident and ill
health incidents in the workplace, as well as reducing the likelihood of environmental incidents such as
spillages and releases of harmful emissions. They are also a requirement of all key pieces of safety, health, &
environmental legislation.



Maintenance and statutory inspections can only be carried out by competent persons, either in-house or via
contracted staff.



Where the maintenance cannot be carried out in-house either due to the lack of competent persons or due to
the specialist nature of the work, only contractors found on the site’s ‘approved list’ can be used.



Plant and equipment that is damaged, or which falls outside a statutory inspection or maintenance date,
should be removed from use until such time that it is safe to use and/or inspected.



Faults are to be recorded on the maintenance schedule for a particular piece of equipment.
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Assessment Procedure:


All plant and equipment is subject to risk assessment, and the procedure to be adopted is:
o

Identify and make a list of all plant and equipment present in the workplace.

o

Carry out an assessment on the equipment using the Work Equipment Assessment form found in
Arrangement 9. This assessment can often be done on groups of similar equipment e.g. hand
tools or if required on an individual item basis.

o

When the completion of the assessment confirms that action is required then any action points
identified should be implemented. Action points can be for example:

(i) introduction of a safer system of work or change of equipment
(ii) modification of equipment
(iii) improved maintenance procedures
(iv) the provision of information
(v) introduction of personal protective equipment
4. Record Keeping:
Records will be kept up to date of all maintenance and statutory inspections, to include:


Issue and maintenance of respiratory protective equipment;



Maintenance or vehicles, other plant and all laboratory equipment;



Statutory inspection of local exhaust ventilation, pressure vessels, electrical installations etc.

References and Further Guidance

Ref No

Issue

Referenced Source

1

HSE Guidance

HSE: INDG229 Using work equipment safely

2

HSE Guidance

HSE: INDG291 A simple guide to PUWER 1998
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Arrangement 19

Arrangements for Employee Welfare, Safety and Health
Welfare facilities are provided for the use of employees. Alan Frost will be responsible for ensuring facilities on company
premises comply with the requirements of the Workplace (Health, Safety and Welfare) Regulations and that a regular
cleaning and maintenance regime is implemented.

Where appropriate, and in accordance with our duties under the Construction (Design and Management) Regulations,
Associate Directors will be responsible for ensuring sufficient site welfare facilities are made available to our staff on all
“notifiable” and “non-notifiable” construction projects.

Consultants will be responsible for ensuring the necessary site specific arrangements are in place prior to deployment to
site.

Procedure for Employee Welfare, Safety and Health
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Specific Requirements
Environtec Ltd will ensure the measures outlined in this section contribute to the general working environment of
people in the workplace.
Guidance on Employee Welfare, Safety and Health
The workplace (health, safety and welfare) regulations
The Workplace (Health, Safety and Welfare) Regulations require, as far as is reasonably practicable, the following:
Maintenance of workplace, equipment, devices and systems
All equipment, devices and systems which fall under the scope of these regulations, including the workplace
itself, will be maintained (including cleaned as appropriate) in an efficient condition and in a good state of
working order and repair. Where appropriate this will include such items being subject to a suitable system of
maintenance. Guidance on safe equipment and plant, including maintenance requirements and procedures is
dealt with in section G of this manual.
Ventilation
In order to comply with ventilation requirements, effective and suitable provision will be made to ensure that
every enclosed workplace is ventilated by a sufficient quantity of fresh- or purified-air. For health and safety
purposes any plant used to achieve this purpose will include an effective device to give visible or audible warning
of any failure of the plant.
Temperature in indoor places
Although no values are accorded to temperatures in the regulations this company will ensure that, during
working hours, the temperature inside buildings is reasonable, i.e. has achieved 16°c within 1 hour of work
commencing. However, in order to achieve a reasonable indoor temperature the company will not use a method
of heating or cooling which results in the escape into the workplace of fumes, gas or vapour which could be
injurious or offensive to any person. A provision under this section is that the company must provide a sufficient
number of thermometers in the workplace to enable employees to determine the temperature inside the
workplace.
Lighting
Every workplace inside the company’s premises will have suitable and sufficient lighting. Such lighting will, as far
as is reasonably practicable, be natural. Emergency lighting will be provided in any room in circumstances where
employees would be exposed to dangers in the event of the failure of artificial lighting.
Cleanliness, floors, traffic routes and waste materials
It is a requirement of the regulations and company policy that every workplace and all furniture, furnishings and
fittings be kept sufficiently clean. Surfaces of walls, floors and ceilings of all indoor workplaces will be capable of
being kept sufficiently clean. As far as is reasonably practicable, waste materials will not be allowed to
accumulate in a workplace except in suitable receptacles.
The construction of all floors and traffic routes will be suitable for the purpose for which they are used, including
the absence of unevenness, holes (unless suitably guarded to prevent falls), slopes (unless fitted with suitable
handrails) and slippery surfaces that constitute a risk to health and safety. All floors will have an adequate means
of drainage where necessary.
So far as is reasonably practicable, all floors and traffic routes will be free of obstructions, articles and substances
that may cause a person to slip, trip or fall.
All traffic routes which are staircases will be fitted with suitable and sufficient handrails and (where appropriate)
guardrails, unless a handrail cannot be provided without obstructing the traffic route.
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Workstations and seating
Every workstation will be so arranged so that it is suitable both for the person undertaking the work and the work
being performed. Where a workstation is outdoors it will be, as far as is reasonably practicable, protected from
adverse weather conditions in such a way that it can be evacuated swiftly in the event of an emergency and so
that any person at the workstation is not liable to slip or fall. A suitable seat will be provided for each person at
work in the workplace whose work includes operations of a kind that the work (or a substantial part of it) can or
must be done seated. A suitable footrest will be provided where necessary.
Falls or falling objects
So far as is reasonably practicable, suitable and effective measures will be taken to prevent either of the following
events:


Any person falling a distance liable to cause personal injury.



Any person being struck by a falling object liable to cause personal injury.



Any area where there is a risk to health and safety as a result of the above will be clearly indicated where
appropriate.



So far as is practicable, every tank, pit or structure where there is a risk of a person in the workplace
falling into a dangerous substance in the tank, pit or structure will be securely covered or fenced. Any
traffic route over, under or in an uncovered tank, pit or structure - as mentioned above - will be securely
fenced. A “dangerous substance” in this context means:



Any substance likely to scald or burn.



Any poisonous substance.



Any corrosive substance.



Any fume, gas or vapour likely to overcome a person.



Any granular or free-flowing solid substance or any viscous substance which, in any case, is of a nature
or quantity which is liable to cause danger to any person.

Windows and transparent or translucent doors, gates and walls
Where necessary for reasons of health and safety, any window or other transparent or translucent surface in a
door or gate will be of safety material or be protected against breakage, and be appropriately marked or
incorporate features so as to make it apparent.
Windows, skylights and ventilators
It is the policy of this company to provide on its premises only windows, skylights or ventilators that can be
opened, closed or adjusted in a manner which does not expose any person performing such an operation to a
risk to their health or safety. Furthermore, no window, skylight or ventilator will be permitted to be in a position
that, when open, exposes any person in the workplace to a risk to their health and safety.
It is the policy of this company to provide on its premises only windows and skylights that are designed and
constructed so as to be able to be cleaned safely. Where this cannot be achieved alternative arrangements will be
devised so as to render the window cleaning operation safe and without risks to health and safety.
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Traffic routes
It is the policy of this company to organise every workplace in such a manner that pedestrians and vehicles can
circulate in a safe manner. Traffic routes will, as far as is reasonably practicable, be suitable for the persons or
vehicles using them (including taking into account the separation of pedestrians and traffic using the same
routes, and distance of doors, gates and pedestrian access points leading to vehicular traffic routes), sufficient in
number, in suitable positions and of sufficient size. All traffic routes will be suitably indicated where necessary
for reasons of health and safety.
Doors and gates
Doors and gates will be suitably constructed (including being fitted with safety devices where appropriate) and
the following devices or features will be included if required:


Any sliding door or gate will be fitted with a device to prevent it coming off its track during use.



Any upward opening door or gate will have a device to prevent it falling back.



Any powered door or gate will have suitable and effective features to prevent it causing injury by trapping
any person and, where necessary for reasons of health and safety, will be able to be operated manually
unless it opens automatically in the event of a power failure.



Any door or gate which is capable of opening by being pushed from either side will, when closed, have a
built-in feature to enable a clear view of the space close to both sides.

Escalators and moving walkways
Where provided, such equipment will be equipped with any necessary safety devices and be fitted with one or
more emergency stop controls, which are easily identifiable and readily accessible.
Sanitary conveniences
Suitable and sufficient sanitary conveniences will be provided at readily accessible places. The rooms containing
the sanitary conveniences will be adequately ventilated and lit, and be kept in a clean and orderly condition.
Separate rooms containing sanitary conveniences will be provided for men and women. In a situation where a part
of or the whole workplace is not new, or is a modification or alteration, and was in existence prior to these
regulations coming into force in 1993 (and thus fell under the provisions for sanitary facilities in the Factories Act
1961) then sanitary facilities will be deemed acceptable provided that there is at least one suitable water closet
for every 25 females and one water closet for every 25 males.
Washing facilities
Suitable and sufficient washing facilities, including showers if appropriate, will be provided at readily accessible
places if required by the nature of the work or for health reasons.
Such washing facilities will be sited in the immediate vicinity of every sanitary convenience and changing room.
Facilities will include a supply of clean hot and cold running water, soap or other suitable means of cleaning as
well as drying facilities (towels, paper dispenser or hot air dryer).
The rooms containing the washing facilities will be well-lit and ventilated and will be kept in a clean and orderly
state.
Separate shower facilities will be provided for men and women unless the room is capable of being secured from
the inside and the facilities inside the room are intended for the use of only one person at a time.
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Drinking water
The company will ensure that an adequate supply of wholesome drinking water will be provided for all persons at
work in the workplace. Such drinking water will be readily accessible at suitable places and be conspicuously
marked by an appropriate sign where necessary for reasons of health and safety. Additionally, suitable and
sufficient cups or other drinking vessels will be provided unless the supply of drinking water is in a jet from
which persons can drink easily.
Accommodation for clothing
Suitable and sufficient accommodation will be provided in a suitable location for the clothing of any person at
work which is not worn during working hours and for special clothing which is worn at work but which is not
taken home. This will involve separate accommodation for clothing worn at work and for other clothing. Such
accommodation will be secure. So far as is reasonably practicable, the accommodation will include facilities for
the drying of clothing.
Facilities for changing clothing
Suitable and sufficient facilities will be provided for any person at work in the workplace to change clothing in all
cases where the person has to wear special clothing for the purpose of work and that person cannot, for reasons
of health or propriety, be expected to change in another room. Separate changing facilities for males and females
will be provided as required.
Facilities for rest and to eat meals
Suitable, sufficient and readily accessible rest facilities shall be provided. Rest areas or rooms shall have sufficient
tables and seats with backrests for the number of workers likely to use them at any time. They shall include
suitable facilities to eat meals where meals are regularly eaten in the workplace and the food would otherwise be
likely to become contaminated. Where provided, eating facilities shall include a facility for preparing or obtaining
a hot drink and workers shall be provided with a means for heating their own food where hot food cannot be
obtained in or reasonably near to the workplace.
Where required, rest facilities for pregnant women or nursing mothers shall be provided.
Documentation
Documentation required by health and safety legislation to be kept and/or displayed on the production
facility/office premises will be as follows:


Notices:



Health and safety law placard.



Fire and emergency plan.



A copy of the company’s employer’s liability insurance certificate.



A copy of the company’s health and safety policy statement.



Any other abstracts of regulations that are relative to works being carried out within the workplace will
be displayed as applicable.



Prescribed Registers:



Record of inspection and/or thorough examination of equipment as required by PUWER or LOLER.



Accident book – record of injuries occurring in the workplace.
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Guidance on Employee Welfare for Construction Projects
The Construction (Design and Management) Regulations (CDM) apply to both “notifiable” and “non-notifiable”
construction projects. These regulations require that welfare facilities sufficient to comply with the requirements
of Schedule 2 are provided throughout the construction phase of all projects. Site welfare facilities should
include:
Sanitary conveniences
Suitable and sufficient sanitary conveniences shall be provided or made available at readily accessible places. So
far as is reasonably practicable, rooms containing sanitary conveniences shall be adequately ventilated and lit.
So far as is reasonably practicable, sanitary conveniences and the rooms containing them shall be kept in a clean
and orderly condition.
Separate rooms containing sanitary conveniences shall be provided for men and women, except where and so far
as each convenience is in a separate room, the door of which is capable of being secured from the inside.
Washing facilities
Suitable and sufficient washing facilities, including showers if required by the nature of the work or for health
reasons, shall, so far as is reasonably practicable, be provided or made available at readily accessible places.
Washing facilities shall be provided:


In the immediate vicinity of every sanitary convenience, whether or not provided elsewhere.



In the vicinity of any changing rooms, whether or not provided elsewhere. (Further information regarding
changing rooms and lockers is provided below.)

Washing facilities shall include:


A supply of clean hot and cold, or warm, water (to be running water so far as is reasonably practicable).



Soap or other suitable means of cleaning.



Towels or other suitable means of drying.



Rooms containing washing facilities shall be sufficiently ventilated and lit.



Washing facilities and the rooms containing them shall be kept in a clean and orderly condition.



Separate washing facilities shall be provided for men and women, except where such facilities are
provided in a room the door of which is capable of being secured from the inside and the facilities in
each such room are intended to be used by only one person at a time. This proviso shall not apply to
facilities which are provided for washing hands, forearms and the face only.

Drinking water
An adequate supply of wholesome drinking water will be provided or made available at readily accessible and
suitable places.
Every supply of drinking water shall be conspicuously marked by an appropriate sign where necessary for reasons
of health and safety.
Where a supply of drinking water is provided there shall also be provided a sufficient number of suitable cups or
other drinking vessels unless the supply of drinking water is in a jet from which persons can drink easily.
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Changing rooms and lockers
Suitable and sufficient changing rooms shall be provided or made available at readily accessible places if:


A worker has to wear special clothing for the purposes of their work.



They cannot, for reasons of health or propriety, be expected to change elsewhere.



Where necessary for reasons of propriety, separate rooms or separate use of rooms by men and



women shall be provided. Changing rooms shall:



Be provided with seating.



Include, where necessary, facilities to enable a person to dry any such special clothing, their own clothing
and personal effects.



Suitable and sufficient facilities shall, where necessary, be provided or made available at readily
accessible places to enable persons to lock away:



Any such special clothing which is not taken home.



Their own clothing which is not worn during working hours.



Their personal effects.

Facilities for rest
Suitable and sufficient rest rooms or rest areas shall be provided or made available at readily accessible places.
Rest rooms and rest areas shall:


Be equipped with an adequate number of tables and adequate seating with backs for the number of
persons at work likely to use them at any one time.



Where necessary, include suitable facilities for any woman at work who is pregnant or a nursing mother
to rest lying down.



Include suitable arrangements to ensure that meals can be prepared and eaten.



Include the means for boiling water.



Be maintained at an appropriate temperature.

Working Time Regulations

The Working Time Regulations deal with workers’ rights in relation to hours of work, night time working, breaks from
work and paid holidays. Some of these rights can be amended if an employer comes to a “collective” or a “workforce”
agreement with their workers.

A collective agreement is one that has been negotiated through a trade union.

A workforce agreement is one that has been agreed by the employer and their workers or workers’ representatives.
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In general, a worker is someone for whom an employer provides work, controls when and how the work is done, and
pays tax and national insurance contributions. The majority of agency workers and freelance workers are likely to be
“workers” but not the genuinely self-employed as they are paid on the basis of an invoice rather than with wages.

The regulations apply to trainees over school-leaving age engaged on work experience or on training for employment,
other than that provided on courses run by educational institutions or training establishments. An adult worker is a
worker who has attained the age of 18 years. A young worker is a worker who is older than the minimum school-leaving
age but is under 18 years of age.

Hours of work
The company shall ensure that all reasonable steps are taken so that workers do not work more than an average of 48
hours a week (including overtime) in any reference period - which will normally be a period of 17 weeks. If a worker is
absent from work on annual, sick or maternity leave during a reference period the calculation of average weekly hours
for that period shall include the total number of hours worked immediately after the reference period during the number
of working days which equals the number of days of absence.

An individual worker may agree with the company to work more than the 48-hour average weekly limit. Any agreement,
which must be in writing, may relate to a specified period or apply indefinitely. A worker has the right to terminate any
agreement they have made, but only after giving the company at least 7 days’ written notice of their intention to do so.
An agreement may specify the period of notice a worker is required to give the company if they wish to terminate the
agreement. This period must not exceed 3 months.

However, under no circumstances must a young worker's working time exceed 8 hours a day or 40 hours a week.

Night-time working
The term "night-time" is defined in the regulations as meaning a period, determined by a collective or workforce
agreement, of at least 7 hours including the period between midnight and 5.00 a.m. Where there is no agreement nighttime means the period between 11.00 p.m. and 6.00 a.m.

A "night-worker" is a person who normally works at least 3 hours of their daily working time during night-time but this
arrangement can be altered through a collective or workforce agreement.

The “restricted period" in relation to a worker means the period between 10.00 p.m. and 6.00am or, where the worker's
contract provides for them to work after 10.00 p.m., the period between 11.00 p.m. and 7.00 a.m.

A night-worker's normal hours of work are not to exceed an average of 8 hours in each 24hour period over a 17-week
period. Averaging is not permitted where a night-worker's work involves special hazards or heavy physical or mental
strain. There is a limit of 8 hours on the worker's actual daily working time. The work of a night-worker shall be
regarded as involving special hazards or heavy physical or mental strain if it is identified as such in a collective or
workforce agreement or if it is recognised in a risk assessment as involving a significant risk. The night-time limits and
the reference period may be modified or excluded by a collective or workforce agreement.

The company shall ensure that free health assessments are offered to any workers who are to become night-workers
and night-workers shall also be given the opportunity to have further assessments at regular intervals. The frequency of
repeat assessments will vary between individuals according to the type of night-work, its duration and the age and
health of the individual worker.
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Young workers shall be entitled to a health and capacities assessment if they work during the period between 10.00
p.m. and 6.00 a.m. Issues that shall be included in this assessment are physique, maturity and experience, and the type
of work that is to be undertaken by the young person.

Rest periods
In each 24-hour period an adult worker is entitled to a rest period of at least 11 consecutive hours whilst a young worker
is entitled to a rest period of at least 12 consecutive hours.
In addition to their daily rest periods, workers are entitled to weekly periods of rest. The company shall ensure that adult
workers are able to take 24 hours uninterrupted rest in each 7-day period or, alternatively, either one 48-hour rest
period or two 24-hour rest periods in each 14-day period.
The company shall ensure that young workers are able to take rest periods of not-less-than 48 hours in each 7-day
period.

Where an adult worker's daily working time exceeds 6 hours they are entitled to an uninterrupted rest break of at least
20 minutes. Young workers are entitled to a rest break of at least 30 minutes if their daily working time exceeds 4½
hours.

A collective or a workforce agreement may modify the rest breaks of adult workers. The rest breaks of young workers
must not be modified.

Records
The company shall keep adequate records to show whether the limits on weekly hours of work and night-time work are
being achieved for each of its workers.

Workers who have opted out of the 48-hour limit on their working week shall be identified. The terms on which they
have opted out shall be recorded and the hours worked during each reference period specified. The company shall also
keep, where appropriate, records showing that the requirements concerning health and capacity assessments are being
complied with.

The company shall determine the form in which records are kept but all records must be maintained for 2 years from
the date on which they are made.
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Arrangement 20

Arrangements for Health Surveillance/Management of Occupational Illness
Health surveillance is the application of systematic, regular and appropriate procedures to detect early signs of workrelated ill-health in employees who are exposed to certain health risks and acting on the results. It provides information
to allow for the detection of harmful health effects at an early stage and checks that control measures are working,
highlighting what and where further action might be needed. It also provides an opportunity to train and instruct
employees and gives employees the opportunity to raise any concerns.

We shall consult with the employees concerned before introducing health surveillance, so that they understand the aims
and the importance of their co-operation, in order to ensure that any health surveillance is to be effective.

Alan Frost will identify when one of those circumstances exists. They will then seek assistance from a competent
individual or body, e.g. occupational nurse/doctor, the Employment Medical Advisory Service (EMAS) or other suitable
occupational health service provider.

The HR department will keep all records generated as a result of health surveillance. Medical questionnaires will be
treated as confidential and kept securely in personnel files.

Alan Frost is responsible for investigating work-related causes of sickness absences and is responsible for acting upon
investigation findings to prevent a recurrence.

Personnel employed to work on the rail infrastructure as part of their duties will be required to undertake formal
occupational health surveillance and drug & alcohol screening every 2 years supplemented with random and for cause
screening as described in the working on the rail infrastructure manual
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Procedures for Health Surveillance/Management of Occupational Illness
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Guidance for Health Surveillance/Management of Occupational Illness
Health surveillance includes:


Collecting, maintaining and reviewing health records for individual employees (personal information
about individual employees shall be kept confidential).



Checks for signs of readily detectable conditions by a responsible person, e.g. a specially trained
supervisor or first aider.



Enquiries, inspections and examinations by a qualified person such as an occupational health nurse or
appointed doctor.



Medical surveillance under the supervision of a doctor. In certain cases the doctor must be an
employment medical adviser or a “relevant” doctor (in the case of screening for work on the rail
infrastructure the doctor or appointed provider shall be a Link-Up approved supplier)

The Control of Substances Hazardous to Health Regulations require health surveillance to be undertaken where
employees are exposed to substances hazardous to health, there is an identifiable disease or adverse health
effect related to the exposure and there are valid techniques for detecting indications of the disease or the effect.
The Control of Asbestos Regulations require employers to ensure that health records are kept for employees who
undertake licensable work and that adequate medical surveillance is provided through a relevant doctor.
The Control of Lead at Work Regulations requires that where exposure to lead is significant employees are to be
under medical surveillance.
The Control of Vibration at Work Regulations require employers to provide health surveillance for all employees
who are likely to be regularly exposed to vibration levels at or above the daily exposure action value or are
considered to be at risk for any other reason.
The Control of Noise at Work Regulations require the provision of health surveillance for all employees who are
likely to be regularly exposed to noise levels at or above daily upper exposure action values or are at risk for any
other reason, e.g. they already suffer from hearing loss or are particularly sensitive to hearing damage.
Additionally, the Management of Health and Safety at Work Regulations require that employees are provided with
such health surveillance as appropriate having regard to the risk to their health and safety as identified by risk
assessments and may also be appropriate where there is a significant risk of:


Sun burn/skin cancer from working in direct sunlight.



Silicosis from working with silica based products.



Asthma from working with respiratory sensitisers, e.g. adhesives, bitumen, solvents.



Dermatitis from working with skin sensitisers, e.g. cement, bitumen, acids, alkalis.



Cancer from working with carcinogenic materials, e.g. mineral oils, wood dusts.



Stress (as defined by the HSE, i.e. “an adverse reaction people have to excessive pressure or other types
of demands placed on them”).
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Asbestos exposure
In accordance with the Control of Asbestos Regulations this company shall keep a health record for any employee
who undertakes work which is likely to exceed the control limit. However all work conducted by Environtec Ltd is
well below the control limits.
Health records shall contain personal details, a record of the types of work carried out with asbestos and, where
relevant, its location, start and end dates, the average duration of exposure in hours per week, exposure levels
and details of any RPE used. Health records shall be kept in a safe place for 40 years or until that person reaches
the age of 80.
Where an employee is diagnosed with a condition related to exposure to asbestos this company will review the
health of all other current employees similarly exposed and all relevant risk assessments/methods of work.
Additionally, employees may be required to undergo a general fitness-for-work assessment following any such
diagnosis.
Further information can be found in the HSE’s Approved Code of Practice (L143) for work with materials
containing asbestos and in asbestos-specific policy guidance notes.
Noise exposure
In accordance with the requirements of the Control of Noise at Work Regulations, this company shall provide
health surveillance (hearing checks) for all employees who are likely to be regularly exposed to noise levels at or
above the upper exposure action values, or who are at risk for any reason, e.g. they already suffer from hearing
loss or are particularly sensitive to damage.
Our noise health surveillance programme aims to:


Identify when employees might be suffering from early signs of hearing damage.



Where necessary, do something to prevent the damage getting worse.



Check that control measures are working.

Where possible, we shall start the health surveillance before employees are exposed to noise (i.e. for new starters
or those changing jobs) to give a baseline; otherwise, it will be introduced at any time, as necessary, for
employees already exposed to noise. This will be followed by a regular series of checks, usually annually for the
first 2 years of employment and then at 3-yearly intervals (although this may need to be more frequent if any
problem with hearing is detected or where the risk of hearing damage is high).

The hearing checks will be carried out by a competent person or organisation, e.g. an occupational health
professional, a doctor or a nurse with appropriate training and experience.
Where appropriate, this company shall:


Keep health records for each employee (see note below).



Ensure records are available to employees, an occupational health adviser or appointed doctor and to
inspectors appointed by the relevant enforcing authority.



Act upon any recommendations made by the occupational health service provider about employees’
continued exposure to noise.



Use the results to review and, if necessary, revise our risk assessment and our plans to control risks.
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Note: The Control of Noise at Work Regulations does not specify a minimum period for which health records must
be kept. Therefore, records are to be maintained and readily available for inspection during the employment
period of any employee under medical surveillance. Health records shall subsequently be offered to the Health
and Safety Executive should this company cease to trade.
Health hazards from gases
The main potential hazard from breathing in gases during welding is irritation of the respiratory tract, ozone can
cause delayed irritation of the respiratory tract which may progress to bronchitis and occasionally pneumonia.
Nitrogen oxides can cause a dry irritating cough and chest tightness. Symptoms usually occur after a delay of 4-8
hours. In severe cases death can occur from pulmonary oedema (fluid on the lungs) or pneumonia.
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Arrangement 21

Arrangements for Personal Protective Equipment
Personal protective equipment (PPE) requirements will be defined by the risk assessment process. Whatever is defined
will be communicated to employees and any PPE needed to make the task safe will be supplied to employees by the
company, free of charge.

It will be for Consultants to ensure that all employees have been shown how to use, store and check their PPE and that
they actually use it.

Procedures for Personal Protective Equipment
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Guidance on Personal Protective Equipment
The company is required by Section 2 of the Health and Safety at Work etc. Act to provide a safe place of work.
The provision of personal protective equipment (PPE) may assist the company in attaining this requirement.
Under Section 7 of the same act employees are required to co-operate with the company and to look after their
own health and safety. It is, therefore, a legal requirement that the employee uses the protective equipment
provided by the company.
The need to utilise PPE will become apparent as part of the risk assessment process. Where a risk assessment
defines the need for PPE this company will ensure that the PPE is suitable for the task, suitable for the operative
to wear, is properly maintained and that the operative is properly trained to use it.
PPE is to be used as the last resort; all other practicable risk control measures are to be taken first however In
asbestos work PPE is regarded as a necessary requirement of the work, unlike other industries where exposure
can be ‘engineered out’.
It should be noted that, although the company is not obliged to provide them with protective equipment, the selfemployed and trade-contractors are also required to wear this equipment where and when designated.
Hard Hats
These must be worn where there is a risk of injury either from falling materials or from striking the head against
projections. The only exception is in the case of Sikhs, whilst wearing turbans. It should be noted that, in this
case, the company’s liability for injuries is reduced. Hard hats shall comply with BS EN 397.
Ear Defenders
Hearing protection is to be worn whilst carrying out all noisy operations or in noisy areas. Selected equipment
should comply with the specification in BS EN 352. For further guidance see the information regarding noise
assessments in section B.
Eye Protection
To be used wherever there is a risk of contamination from chemicals, either by vapour or splashing, or risk from
dust or any danger from flying particles. All eye protection shall comply with BS EN 166 except in the case of lens
filters for welding, which shall comply with BS EN 169.
Respiratory Protection
Specialist operations will be covered in separate sections of the manual if tasks requiring respiratory protection
are carried out.
Disposable dust masks shall be provided and are to be used whilst performing operations giving rise to nuisance
dust.
Hand Protection
Gloves shall be provided for the handling of objects which may be sharp, rough, hot, cold, contaminated with
either chemical or biological agents or liable to cause a hazard by breaking in the hand, e.g. glass. Barrier creams
shall be provided for use when dealing with mildly irritant substances.
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Foot Protection
Safety footwear is to be worn in all areas where there is a risk of injury to the feet from either materials or
equipment crushing the feet or from materials penetrating the soles of the feet. In this circumstance steel toecaps and mid-soles to BS EN 346 will be the requirement. In addition, if there is the risk of penetration by
chemicals or water the footwear should be able to withstand that.
High-Visibility Clothing
This is made from PVC impregnated with fluorescent pigments. It must be worn by anyone working on or near
the roadside; also by anyone else working in areas where it is important to be seen to be safe, e.g. banksmen; or
when there is moving plant and poor visibility. All high-visibility clothing shall comply with BS EN 471; the flame
retardant version shall meet BS EN 469.
Safety Harnesses
Harnesses should be used only if the use of other, safer work equipment is not reasonably practicable, the work
can be performed safely while using a harness as a personal fall protection system and both the user and a
sufficient number of available people have received adequate training specific to the planned operation, including
rescue procedures.


Harnesses must always be secured to a safe anchorage when in use.



Harnesses are to be stored in a cool, dry and well-ventilated place away from direct sunlight and away
from any materials that are likely to cause them damage.



All harnesses are to be examined by a competent person every 3 months and a record kept of the
examination.
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General Guide to Selection of PPE
EYES
Hazards: chemical or metal splash; dust; projectiles; gas and vapour; radiation.
Choices: spectacles; goggles; face-screens.

HEAD AND NECK
Hazards: impact from falling or flying objects; risk of head bumping; hair entanglement.
Choices: helmets; bump caps; hats; caps; sou'westers and cape hoods; skull-caps.

BREATHING
Hazards: dust; vapour; gas; oxygen deficient atmospheres.
Choices: disposable filtering face piece or respirator; half/full face respirators; air-fed helmets; breathing
apparatus.

PROTECTING THE BODY
Hazards: temperature extremes; adverse weather; chemical or metal splash; spray from pressure leaks or spray
guns; impact or penetration; contaminated dust; excessive wear or entanglement of own clothing.
Choices: conventional or disposable overalls; boiler suits; donkey jackets; specialist protective clothing, e.g.
chain-mail aprons; high visibility clothing.

HANDS AND ARMS
Hazards: abrasion; temperature extremes; cuts and punctures; impact; chemicals; electric shock; skin infection,
disease or contamination; vibration.
Choices: gloves; gauntlets; mitts; wrist cuffs; armlets.

FEET AND LEGS
Hazards: wet; electrostatic build-up; slipping; cuts and punctures; falling objects; metal and chemical splash;
abrasion.

Choices: safety boots and shoes with steel toe caps (and steel mid sole); gaiters; leggings; spats.
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Arrangement 22

Arrangements for Safe Equipment and Plant
SHEQ Department will ensure that new plant and equipment is suitable for the intended use and meets the safety
requirements as laid down in the Provision and Use of Work Equipment Regulations before it is purchased.

SHEQ Department and appointed deputies (usually Regional Managers) will be responsible for appointing competent
persons to check inspect and examine all plant and equipment in accordance with the requirements of relevant
legislation and industry best practice.

SHEQ Department and appointed deputies (usually Regional Managers) will be responsible for ensuring that effective
procedures for the maintenance of plant and equipment are drawn up and implemented (including testing of portable
tools and appliances, i.e. PAT testing – see below).
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Procedure for Safe Equipment and Plant
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Guidance on Safe Equipment and Plant
The Provision and Use of Work Equipment Regulations (PUWER) apply to all items of "work equipment" provided
for "use" or "used", either by employees or the self-employed.
The following definitions are relevant:
Work equipment covers all machinery and tools from a major item of plant to a screwdriver.
Use includes its cleaning, repair, modification, maintenance and servicing.

General requirements and duties


Employers have a duty to ensure that equipment provided for employees and self-employed persons
working for the employer complies with the regulations.



It is the duty of any self-employed person working for a company to ensure that any equipment they
provide complies with the regulations.



When company employees are permitted to provide their own equipment this equipment must also
comply with the regulations.



In construction, items of work equipment are often used by a number of different contractors and it is
essential that they co-operate with each other and that their activities are coordinated, as required by the
Management of Health & Safety at Work Regulations. It is the company’s policy that the provision and use
of shared work equipment on construction sites shall be co-ordinated by the principal contractor.



This company shall ensure that equipment selected shall be suitable for the particular work it is provided
to do, both for the operation concerned and for the conditions under which it will be used, and that
equipment shall be maintained in safe working order and in good repair.



The extent of maintenance required may vary with the complexity of the equipment but even the
simplest hand tools shall be subject to a daily visual check by the user for defects before use. Complex
equipment is likely to require routine maintenance and planned preventative maintenance, which shall be
carried out in accordance with manufacturers’ recommendations.



A maintenance log may be required or be considered appropriate for some items of plant or potentially
hazardous equipment. All maintenance records are to be kept up-to-date.

Information and instruction
All relevant health and safety information and written instructions on the use of work equipment shall be made
available to the workforce at all levels.
The information and written instructions shall cover all the health and safety aspects of use that are likely to arise
and any limitations on these uses, together with any foreseeable difficulties that could arise, and the methods to
deal with them.
Information may be verbal or in writing but, whichever method is chosen, the company shall ensure that the
workforce properly understands the instruction.
Adequate training in the use of work equipment shall be given, both to "users" and to their supervisors and
managers. The company shall assess what training is adequate.

Policies and Procedures
Policy No: ENVMD002
Date of issue: October 2021 –Version 13

Health & Safety - Part 2

Page 147 of 201

Policy & Procedure

Policy No: ENVMD002

Specific requirements for dangerous parts of machinery
PUWER replaces most of the previous legal requirements for the guarding of machinery and requires effective
measures to prevent contact with dangerous parts of machinery. Such measures must prevent access to the
dangerous part or stop the movement of the dangerous part before access is gained.
If the dangerous part of the machine is in a place that cannot foreseeably be reached by anybody, no further
measures are necessary as that part is said to be "safe by design or position". However, in such cases access may
be needed for maintenance or repair and, if no guards or other devices are in place, a suitable system of work or
permit-to-work system shall be implemented. Three levels of effective measures are laid down:


Fixed, enclosing guards (barriers).



Other guards or protection devices (trip devices, safety mats, etc).



Protection appliances (jigs, holders, push sticks, etc).

In many cases a combination of measures will be needed.
Additionally, employers must provide such information, instruction and supervision as is necessary.
All guards and protection devices must:


Be suitable for the purpose, i.e. for the nature and use of the machine and the severity of the risks
presented. They should also conform to all recognised standards.



Be of good construction, sound material and adequate strength.



Be maintained in an efficient state, in efficient working order and in good repair.



Not give rise to any increased risk to health or safety themselves.



Not easily be disabled or by-passed.



Be situated at a sufficient distance from the danger zone they are protecting.



Not unduly restrict any necessary view of the operation concerned.



Be constructed or adapted so that they permit necessary routine repair or maintenance work.

Protection against specific hazards
Subject to the note below, work equipment must incorporate protection or steps must be taken to reduce the risk
against certain specific hazards:


Material falling from equipment, e.g. a loose board falling from scaffolding.



Material held in the equipment being unexpectedly thrown out, e.g. swarf ejected from a piece of
installed mechanical plant



Parts of the equipment breaking off and being thrown out



Overheating or fire, e.g. due to bearings running hot or ignition by welding torch.



Explosion of equipment, e.g. due to failure of a pressure relief valve, or unexpected blockage of pipe
work.



Explosion of a substance in the equipment, e.g. due to exothermic reaction, unplanned ignition of a
flammable gas or vapour, or welding work on a container with flammable residues.
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The risk assessment made under the Management of Health and Safety at Work Regulations shall identify any of
the above hazards and assess the associated risks. Emphasis shall be placed on reducing the risks by minimising
the chance of failure of work equipment and by mitigating the effect of any failures that occur. Personal
protective equipment may be appropriate where there is a need to provide further protection against risk.
Training, supervision and provision of information also have important roles to play.

Note that the protection against specific hazards in respect of any risk to a person’s health or safety may be
covered by measures as stated in specific regulations and as such would override PUWER. These regulations
include:


The Control of Lead at Work Regulations.



The Ionising Radiations Regulations.



The Control of Asbestos Regulations.



The Control of Substances Hazardous to Health Regulations (COSHH).



The Control of Noise at Work Regulations.



The Construction (Head Protection) Regulations.

High or very low temperatures
The company shall ensure that protection is provided where there is a risk of contact with accessible surfaces of
hot or very cold work equipment. Engineering measures, such as insulation, screens or barriers, shall be adopted
in preference to personal protective equipment.
Controls and control systems
The company shall ensure that the following requirements are met for powered work equipment:
When starting or changing operating conditions:


One or more controls shall be provided, where appropriate, to start equipment and starting shall only be
possible by using a control and not be an automatic process i.e. a BMS automatic switching programme



A change in operating conditions, e.g. speed or pressure, shall only be possible by use of a control;

• Controls shall be designed and/or positioned so as to prevent accidental operation and must not be
capable of operating themselves due to gravity, vibration, etc.;
• The stop control, or controls, shall be readily accessible and bring the equipment to a safe condition, in a
safe manner. It does not necessarily have to be instantaneous or to bring all moving parts to a halt.
Emergencies
An emergency stop control shall be provided if other safeguards are not adequate to prevent risk when some
unplanned event occurs, e.g. someone becoming exposed to a hazard or a dangerous malfunction of the
machine;
Emergency stop controls, where appropriate, shall be provided at every control point and, where necessary, at
other locations around the equipment so that action may be taken quickly. They shall be positioned so as to be
easily reached and operated.
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General
The intended purpose of each control shall be easily recognisable by wording or symbols and, where appropriate,
by colour, shape and position;
Normal operating controls shall not be placed where anyone using them might be placed at risk. So far as is
reasonably practicable, controls shall be positioned so that the operators of the equipment are able to see that no
other person is at risk from anything they set going. If this is not reasonably practicable a safe system of work
shall be introduced to ensure the health and safety of others;

Control Systems
The company shall ensure that failure of any part of a control system or its power supply shall lead to a "fail-safe"
condition and not impede the operation of the "stop" or "emergency stop" controls.
Isolation from sources of energy
Where appropriate, work equipment shall be provided with a clearly identifiable and readily accessible means of
isolating the equipment from all its sources of energy. Reconnection of any energy source shall not expose a user
to risk.
Isolation of equipment from its energy source is often necessary for maintenance or when an unsafe condition
develops. Isolation means establishing a break in the energy supply in a secure manner, i.e. so that unintentional
reconnection is not possible. The procedure will normally involve some form of permit-to-work system.
Lighting
The company shall ensure that all places where work equipment is used are suitably and sufficiently lit. The need
to provide additional or special lighting shall be assessed, taking due account of the circumstances and types of
task to be performed.
Maintenance operations
Where there is any risk to health or safety measures shall be taken, as far as is reasonably practicable, to ensure
that work equipment can be maintained whilst it is shut down. If this is not reasonably practicable precautions
shall be taken to prevent risks to the health or safety of those carrying out maintenance work. In this context
"maintenance" includes cleaning and repair. On construction sites the need to carry out maintenance on moving
machinery is unlikely to arise.

Markings and warnings
The company shall ensure that, where necessary, all work equipment is marked with the appropriate health and
safety warning signs and notices. Examples of markings are:


The maximum safe working load on lifting equipment.



Identification of gas cylinders by colour.



Hazard symbols on dangerous substances.

Warnings are normally in the form of notices or signs. The latter shall conform to the Health and Safety (Safety
Signs and Signals) Regulations.
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Inspection requirements
An inspection is required for work equipment whenever it has been installed or assembled in a new location to
ensure that it has been installed correctly and is safe to operate. All other work equipment must be assessed to
determine if an inspection is needed and how often.
The minimum inspection regime for work equipment shall be set by the company based on manufacturers’
information and other statutory obligations. Additional inspection requirements may be identified taking into
account the work being carried out, any site specific risks that may affect the condition of the equipment and the
intensity of use of the equipment.
Certain types of equipment are required to be inspected under specific regulations, e.g. working platforms under
the Work at Height Regulations. Other regulations lay down specific items to be examined. These specific
regulations take precedence over the requirements in PUWER.
Responsibility for inspection
A number of parties will have responsibilities for ensuring that work equipment is safe to use and that it has been
inspected in accordance with the inspection regime. Hire companies must ensure that equipment they hire out
complies with PUWER. Employers and self-employed persons have a duty to ensure that equipment they use or
provide for use complies with PUWER and that includes ensuring that inspections are carried out by a competent
person. If employees use equipment provided by another contractor the company has a duty to ensure that the
equipment is safe to use.
If equipment is provided on site for common use, e.g. a compressor or abrasive wheel, the company shall
establish who will take responsibility for the equipment and ensure it complies with PUWER. As an employer, the
company shall establish that it is safe for use by employees.
If hired equipment is used the company shall come to an agreement with the hire company as to who will carry
out the inspections and when they will be carried out.
Visual inspections
Low-risk equipment used for low-risk activities will not require a formal inspection. Visual checks may be required
by the user before each use to ensure the equipment is in good condition, e.g. it should be checked that the head
on a hammer is not loose, a ladder should be checked for broken rungs, split stiles and other defects. The person
carrying out these checks must be competent. There is no need to record the results of the visual check by the
operative.
In circumstances where additional hazards exist, low-risk equipment may need a more detailed check, e.g. a
screwdriver used for work on a live electric supply.
Equipment that is of a higher risk and equipment with moving parts should have a visual check before each use
and may require a more formal check at specified intervals. This must be carried out by a competent person in
addition to the daily checks carried out by the operator.
Inspection of equipment that poses a significant risk, e.g. a mobile elevated working platform will be carried out
by a competent person in accordance with the company’s inspection regime. These inspections are in addition to
the daily checks carried out by the operator.
For the majority of equipment the formal inspection will be undertaken weekly. Some equipment will require
more frequent inspections, e.g. equipment used in confined spaces may require an inspection before each shift.
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Recording inspections
Records of inspections must be made and kept. Examples of inspection registers can be found at the end of this
section. Records can be attached to the equipment itself or stored electronically in a tamper-proof form. They are
to be easily accessible by those who use the equipment or otherwise need the information.
If the company uses equipment acquired from another user or provides equipment for use by another user and it
is subject to an inspection regime that equipment must be accompanied by physical evidence of the last
inspection.
It is the company’s practice to keep all records of inspection and maintenance for future reference.
Marking
A CE marking stamped upon equipment indicates that there is a European product directive and that the
equipment has been manufactured to a certain standard. Environtec Ltd will only purchase or permit its staff to
purchase equipment from reputable dealers or retailers.
Self-propelled work equipment
The following requirements apply to mobile work equipment that is propelled by its own motor when in use, e.g.
a mobile elevated working platform
The company shall ensure that an unauthorised person cannot start up this type of equipment. All such
equipment shall require a key or other starter device and only authorised persons shall have access to them.
Effective devices for braking and stopping shall be fitted to all self-propelled equipment. In the event of the main
braking device failing, there shall be a secondary facility that is easily accessible or an automatic system to
prevent the equipment from running away.
Operators of self-propelled mobile plant must have a good direct field of vision from their operating position. If
there are blind areas then consideration shall be given to using mirrors, avoiding reversing, using a banksman
and fitting reversing alarms where appropriate.
Where equipment is used in the dark it shall be equipped with suitable and sufficient lighting.
Working at heights
Definition of terms
The following are definitions of some of the terms used in the Work at Height Regulations:


“Access and egress” includes ascent and descent.



“Fragile surface” means a surface which would be liable to fail if any reasonably foreseeable loading were
to be applied to it.



“Personal fall protection system” means a fall prevention, work restraint, work positioning, fall arrest or
rescue system, other than a system in which the only safeguards are collective safeguards. The term
includes rope access and positioning techniques.



“Work at height” means work in any place where a person could fall a distance liable to cause personal
injury, including a place at or below ground level, and obtaining access to or egress from such a place
while at work, except by a staircase in a permanent workplace.



“Working platform” means any platform used as a place of work or as a means of access to or egress
from a place of work and includes any scaffold, suspended scaffold, cradle, mobile platform, trestle,
gangway, run, gantry and stairway which is so used.
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Application
With certain specific exclusions, the Work at Height Regulations imposes requirements on employers, the selfemployed and those who control persons at work.
Duties are also placed upon people who are working under the control of another person to report to that person
any activity or defect relating to work at height which they know is likely to endanger the safety of themselves or
another person and to use any work equipment or safety device provided to them for work at height by their
employer (or by another person under whose control they work) in accordance with any training or instructions in
its use that they may have received.
Organisation and planning
Work at height must be properly planned, including planning for emergencies and rescue, appropriately
supervised and, so far as is reasonably practicable, carried out in a safe manner.
Work at height must only be carried out when weather conditions do not jeopardise the health or safety of
persons involved in the work.
Work at height must only be organised, planned, supervised and carried out by people who are competent to do
so or, if being trained, being supervised by a competent person.
Avoidance of risks from work at height
In order to identify the measures required to avoid the risks from working at height a site-specific risk
assessment will always need to be carried out. Where it is reasonably practicable to carry out the work safely
otherwise than at height then work at height must be avoided.
Where work is carried out at height, suitable and sufficient measures must be taken to prevent, so far as is
reasonably practicable, any person falling a distance liable to cause personal injury. These measures are to
include ensuring that, where it is reasonably practicable to carry it out safely and under appropriate ergonomic
conditions, the work is carried out from an existing place of work or, in the case of obtaining access or egress,
using an existing means. Where this is not reasonably practicable sufficient work equipment must be provided to
prevent a fall occurring.
Where the risk of a fall occurring cannot be eliminated, sufficient work equipment must be provided to minimise
both the distance and the consequences of a fall. Where it is not reasonably practicable to minimise the distance,
sufficient work equipment must be provided to minimise the consequences of a fall.
Where the risk of a fall occurring cannot be eliminated, additional training and instruction or other additional
measures must be taken to prevent, so far as is reasonably practicable, any person falling a distance liable to
cause personal injury.
Selection of work equipment for work at height
Work equipment for use in work at height must give priority to collective protection measures over personal
protective measures and, additionally, take account of:


The working conditions and the risks to the safety of persons at the place where the work equipment is
to be used.



In the case of work equipment for access and egress, the distance to be negotiated.



The distance and consequences of a potential fall.



The duration and frequency of use.



The need for easy and timely evacuation and rescue in an emergency.



Any additional risk posed by the use, installation or removal of that work equipment or by evacuation and
rescue from it.
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Only work equipment which has characteristics, including dimensions, which are appropriate to the nature of the
work to be performed and the foreseeable loadings, allow passage without risk and is in other respects the most
suitable work equipment is to be selected for work at height.
Requirements for particular work equipment
Means of Protection
Where a person could be liable to fall a distance likely to cause personal injury, suitable and sufficient means of
protection shall be provided that shall be:


Of sufficient dimensions, strength and rigidity for the purposes for which they are being used and
otherwise be suitable.



Be so placed, secured and used as to ensure, so far as is reasonably practicable, that they do not become
accidentally displaced.



Be so placed as to prevent, as far as is reasonably practicable, the fall of any person or of any material or
object from any place of work.

In relation to work at height involved in construction work the top guardrail must be fixed at a height of at least
950mm above the edge from which any person is liable to fall. Toe-boards must be suitable and sufficient to
prevent the fall of any person or any material or object and there must not be an unprotected gap exceeding
470mm between any guardrail, toe-board or other similar means of protection.
Any structure or part of a structure which supports means of protection, or to which means of protection are
attached, must be of sufficient strength and suitable for the purpose of such support or attachment.
Except at a point of access to a ladder or stairway where an opening is necessary, there must not be any lateral
opening in means of protection. Means of protection must be removed only for the time and to the extent
necessary in order to gain access or egress, or where it is necessary for the performance of a particular task, and
must be replaced as soon as practicable.
While means of protection are removed the task must not be performed unless effective compensatory safety
measures are in place.
Working Platforms
Working Platforms - stability a working platform must:


Be suitable and of sufficient strength and rigidity for the purpose for which it is intended to be used or is
being used.



Be so erected and used as to ensure that its components do not become accidentally displaced so as to
endanger any person.



When altered or modified be so altered or modified as to ensure that it remains stable.



Be dismantled in such a way as to prevent accidental displacement.

Working Platforms – stability of supporting structure in this context “supporting structure” means any structure
used for the purpose of supporting a working platform and includes any plant used for that purpose.
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A supporting structure must:


Be suitable and of sufficient strength and rigidity for the purpose for which it is being used.



In the case of a wheeled structure, be prevented by appropriate devices from moving inadvertently during
work at height.



In other cases, be prevented from slipping by secure attachment to the bearing surface or to another
structure, by provision of an effective anti-slip device or by other means of equivalent effectiveness.



Be stable whilst being erected, used and dismantled.



When altered or modified be so altered or modified as to ensure that it remains stable.

Working Platforms - a working platform must:


Be of sufficient dimensions to permit the safe passage of persons and the safe use of any plant or
materials required to be used and to provide a safe working area having regard to the work being carried
out there.



Possess a suitable surface and, in particular, be so constructed that the surface of the working platform
has no gap through which a person could fall, through which any material or object could fall and injure
a person, or giving rise to other risk of injury to any person unless measures have been taken to protect
persons against such risk.



Be so erected and used, and maintained in such condition, as to prevent, so far as is reasonably
practicable, the risk of slipping or tripping, or of any person being caught between the working platform
and any adjacent structure.



Working Platforms – loading Working platforms and supporting structures are not to be loaded so as to
give rise to a risk of collapse or to any deformation which could affect their safe use.



Scaffolding

The following additional requirements for scaffolding are to be noted.



Strength and stability calculations are to be carried out for scaffolding unless a note of the
calculations covering the structural arrangements contemplated is available or it is assembled in
conformity with a generally recognised standard configuration



An assembly, use and dismantling plan is to be drawn up by a competent person for all
scaffolding. Depending on the complexity of the scaffolding selected, this plan may be in the
form of a standard plan supplemented by items relating to specific details of the scaffolding in
question. A copy of this plan is to be kept available for the use of persons concerned in the
assembly, use, dismantling or alteration of scaffolding until it has been dismantled



The dimensions, form and layout of scaffolding decks must be appropriate to the nature of the
work to be performed, suitable for the loads to be carried, and permit work and passage in
safety

While a scaffold is not available for use (including during its assembly, dismantling or alteration) it is to be
marked with general warning signs and be suitably delineated by physical means preventing access to the danger
zone.
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Collective Fall Arrest Systems
A collective safeguard for arresting falls, e.g. a net, mat or inflated device designed to catch a falling person, is to
be used in preference to personal fall protection systems. However, such a safeguard is only to be used if:


A risk assessment shows that, so far as is reasonably practicable, work can be performed safely while
using it and without affecting its effectiveness.



The use of other, safer work equipment is not reasonably practicable.



A sufficient number of available persons have received adequate training specific to the safeguard,
including rescue procedures.

A safeguard must be suitable and of sufficient strength to arrest safely the fall of any person who is liable to fall.
Where a safeguard is designed to be attached it must be securely attached to all the required anchors.
Additionally, the anchors and the means of attachment thereto must be suitable and of sufficient strength and
stability to safely support the foreseeable loading in arresting any fall and during any subsequent rescue.


An airbag, landing mat or similar safeguard must be stable.



A safeguard which distorts in arresting a fall must afford sufficient clearance.



Suitable and sufficient steps must be taken to ensure, so far as is reasonably practicable, that the
safeguard itself does not cause injury to any person involved in a fall.



Personal Fall Protection Systems



A personal fall protection system is only to be used if:



A risk assessment shows that, so far as is reasonably practicable, work can be performed safely while
using that system.



The use of other, safer work equipment is not reasonably practicable.



The user and a sufficient number of available persons have received adequate training specific to the
operations envisaged, including rescue procedures.

A personal fall protection system must:


Be suitable and of sufficient strength for the purpose for which it is being used having regard to the work
being carried out and any foreseeable loading.



Where necessary, fit the user.



Be correctly fitted.



Be designed to minimise injury to the user and, where necessary, be adjusted to prevent the user falling
or slipping from it, should a fall occur.



Be so designed, installed and used as to prevent unplanned or uncontrolled movement of the user.

Where a personal fall protection system is designed for use with an anchor it must be securely attached to at least
one anchor. Each anchor and the means of attachment thereto must be suitable and of sufficient strength and
stability to safely support any foreseeable loading.
Suitable and sufficient steps must be taken to prevent any person falling or slipping from a personal fall
protection system.
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Work Positioning Systems
A work positioning system is only to be used if the system either includes a suitable back-up system for
preventing or arresting a fall and, where the system includes a line as a back-up system, the user is connected to
it or, where this is not reasonably practicable, all practicable measures are taken to ensure that the work
positioning system does not fail.
Fall Arrest Systems


A fall arrest system must incorporate a suitable means of absorbing energy and limiting the forces
applied to the user’s body.



A fall arrest system must not be used in a manner which involves the risk of a line being cut, where its
safe use requires a clear zone which cannot be made available, or which otherwise inhibits its
performance or renders its use unsafe.

Work Restraint Systems
A work restraint system must be so designed that, if used correctly, it prevents the user from getting into a
position in which a fall can occur. Work restraint systems must be used correctly.
Ladders
A ladder is only to be used for work at height if a risk assessment shows that the use of more suitable work
equipment is not justified because of the low risk, together with the short duration of use or existing features on
site which cannot be altered.
A ladder is only to be used where the surface on which it rests is stable, firm, of sufficient strength and of
suitable composition to support the ladder and any loading intended to be placed on it safely, so that its rungs or
steps remain horizontal.
To ensure its stability during use, a portable ladder should always be placed at the correct angle, which is about
75° (roughly 1.0 metre out for every 4.0 metres up).
A suspended ladder must be attached in a secure manner so that it (with the exception of a flexible ladder)
cannot be displaced and swinging is prevented.
The options for securing a ladder are as follows:


Tie the ladder to a suitable point making sure both stiles are tied.



Where this is not practical, use a safe, unsecured ladder or a ladder supplemented with an effective
ladder stability device.



If this is not possible, securely wedge the ladder, e.g. against a wall.



If none of the above can be achieved, foot the ladder. Footing is the last resort and should be avoided,
where reasonably practicable, by the use of other access equipment.

A ladder used for access must be long enough to protrude sufficiently above the place of landing to provide a
handhold, unless a firm handhold has been provided by other measures.
An interlocking or extension ladder must only be used if its sections can be prevented from moving relative to
each other while the ladder is in use.
A mobile ladder must be prevented from moving before it is stepped on.
Where a ladder or run of ladders rises a vertical distance of 9.0 metres or more above its base at least one safe
landing area or rest platform must be provided, where reasonably practicable.
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As a guide, only use a Class 1 (industrial specification) ladder or stepladder:


In one position for a maximum of 30 minutes.



For “light work (for example - surveying and carrying out visual inspections) - they are not suitable for
strenuous or heavy work. If a task involves a worker carrying a load weighing more than 10kg up the
ladder or steps it will need to be justified by a detailed manual handling assessment.



Where a handhold is available on the ladder or stepladder.



Where you can maintain three points of contact (hands and feet) at the working position. On a ladder
where you cannot maintain a handhold, other than for a brief period of time, other measures will be
needed to prevent a fall or reduce the consequences of one. On stepladders where a handhold is not
practicable a risk assessment will have to justify whether it is safe or not.

Fragile surfaces
You must ensure that no one working under your control goes onto or near a fragile surface unless that is the
only reasonably practicable way for the worker to carry out the work safely, having regard to the demands of the
task, equipment or working environment.
If anyone does work on or near a fragile surface you must:


Ensure, as far as it is reasonably practicable, that suitable platforms, coverings, guardrails and the like
are provided and used to minimise the risk.



If any risk of a fall remains, do all that is reasonably practicable to minimise the distance and effect of a
fall.

If anyone working under your control may go onto or near a fragile surface you must do all that is reasonably
practicable to make them aware of the danger, preferably by prominent warning notices fixed at the approaches
to the danger zone.
*This particularly relevant if surveying sites with asbestos cement roof coverings
Falling objects
Suitable and sufficient steps must be taken to prevent, so far as is reasonably practicable, materials or objects
from falling and causing injury to any person. If it is not reasonably practicable to prevent materials falling
precautions must be taken to prevent people being struck. Materials or objects must not be thrown from a height
if they could injure someone. All materials and equipment are to be stored safely so as to prevent their collapse,
overturning or unintended movement causing risk to any person.
Danger areas
Where a workplace contains an area in which there is a risk of any person at work being injured by falling a
distance or being struck by a falling object the workplace is, so far as is reasonably practicable, to be equipped
with devices preventing unauthorised persons from entering that area and that area must be clearly indicated.
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Inspection of work equipment
In addition to any pre-use operator checks, equipment provided for work at height requires regular formal
inspection to ensure that it is safe to use. In this context, equipment provided for work at height includes:


Guardrails, toe-boards, barriers or other similar collective means of protection.



Working platforms.



Scaffolding.



Nets, airbags or other similar collective safeguards for arresting falls.



Personal fall protection systems, work positioning systems, rope access and positioning techniques, fall
arrest systems or work restraint systems.

Ladders
For most equipment, the nature, frequency and extent of any inspection will be determined by a competent
person. However, the following specific requirements apply: Where the safety of work equipment depends on how
it is installed or assembled it must not be used after installation or assembly in any position until it has been
inspected in that position by a competent person.
Where work equipment is exposed to conditions causing deterioration that is liable to result in dangerous
situations it must be inspected by a competent person at suitable intervals and each time that exceptional
circumstances that are liable to jeopardise the safety of the work equipment have occurred.
A working platform that is used for access and from which a person could fall 2.0 metres or more must be
inspected at least every 7 days (this includes a mobile working platform).
With the exception of lifting equipment, which is covered by the requirements of the Lifting Operations and
Lifting Equipment Regulations, all work equipment that leaves one company for use by another company must be
accompanied by physical evidence that the last required inspection has been carried out.
Any person who carries out an inspection under Regulation 12 of the Work at Height Regulations shall prepare a
report before the end of the working period during which the inspection is completed. A copy of this report must
be provided to the person requesting the inspection within 24 hours.
A copy of this report must also be held on site throughout the duration of the work and, after the work at that
site is complete, at the company head office for at least 3 months after the work was completed.
The report must be made available, at reasonable times, for inspection by Her Majesty’s Inspector of Health and
Safety.
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The report must incorporate the following particulars:


The name and address of the person on whose behalf the inspection was carried out.



The location of the work equipment inspected.



A description of the work equipment inspected.



The date and time of the inspection.



Details of any matter identified that could give rise to a risk to the health and safety of any person.

•

Details of any action taken as a result of any matter identified.

•

Details of any further action considered necessary.

•

The name and position of the person making the report.

Inspection of places of work at height
So far as is reasonably practicable, in order to identify any obvious defects a competent person must check the
surface conditions and every parapet, permanent rail or other fall protection measure of every place of work at
height on each occasion before work starts. These checks do not have to be recorded.
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Arrangement 23
Portable Appliance Testing Policy
Introduction
The Electricity at Work Regulations 1989 came in to force on 01 April 1990. The Regulations are made under the
Health and Safety at Work Act 1974 and require precautions to be taken to prevent death or personal injury from
electricity in work activities. The Regulations impose responsibilities on the employer and employees to conform
with these regulations in every respect. The testing of electrical equipment is an inherent part of compliance with
these regulations, therefore, the Institute of Electrical Engineers (I.E.E.) have issued a Code of Practice for inservice inspection and testing of electrical equipment (called the I.E.E. Code of Practice).
Statement of Intent
Environtec Ltd shall take all reasonable steps to ensure that all portable appliances are tested in accordance with
the relevant I.E.E. Code of Practice, and to facilitate this, shall provide all training and equipment necessary to
carry out tests and provide a satisfactory means of recording data.
Definition of Portable Appliances
Only equipment fitted with a plug, rated between 110 and 500 volts ac, and allowing disconnection from the
electrical supply without the use of a tool, will fall within the scope of this Portable Appliance Testing policy.
Responsibility of Directors
The Technical Director shall:

1

Be responsible for ensuring that all portable electrical appliances in their charge are examined and
tested in accordance with the Regulations and withdrawn from use if found to be unsafe.

2

Ensure that the risks to personnel are assessed and records of inspections and tests are maintained.

3

Be responsible for ensuring that members of staff appointed to test portable electrical appliances are
competent to undertake the duties imposed upon them.

Competency of Appliance Testers
Members of staff selected to undertake testing duties will be made fully aware of their responsibilities and of the
consequences involved should they fail to carry out their duties in a prescribed manner. Training is required for
all members of staff who undertake to carry out the testing of portable electrical appliances.
Duties of Employees
Environtec Ltd undertakes to inform all staff of their duties under the Regulations and provide appropriate
training where required. It is the duty of all employees who use any electrical equipment to ensure that it is free
from any visible damage and supports a valid test label. Where any visible damage is present then the equipment
must be taken out of use until inspected by a competent person and any defects which may be dangerous
rectified. If the equipment does not have a valid test label then the employee shall inform her/his line manager
who will then contact the Technical Director.
Employees wishing to bring their own equipment to site must first inform their line manager and make
arrangements to have that equipment tested (if it does not already carry a valid certificate of inspection). A
record of the appliance must be made and it must be identified as personal equipment. Should the equipment be
faulty, then it shall be removed from the site.
Any breach of these duties by a member of staff may lead to disciplinary action by Environtec Ltd.
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Duties of Visitors
Equipment belonging to and used by persons visiting Environtec Ltd must be in an electrically safe condition.
Environtec Ltd reserves the right to prohibit the use of any electrical equipment brought into the Company by a
visit which does not appear to meet this requirement.
Duties of Contractors
Equipment belonging to and used by contractors of Environtec Ltd must have a valid test certificate or label
attached which is available for inspection upon request by any Environtec Ltd employee. If the equipment does
not possess relevant safety documentation it will not be allowed onto the site.
Arrangements
Portable electrical appliances must be regularly inspected and tested by competent persons to ensure that they
can continue to be used safely.
The planned inspection and testing will include:

a)

Visual inspection for signs of damage or deterioration; and

b)

Electrical tests, i.e.,
i. An Earth Continuity test; and
ii.

Relevant Insulation tests.

The test results will be recorded to allow for future comparison, for written identification of defects to be
remedied and to provide information for an assessment of risk.
Each department will be responsible for making its own inspection and testing arrangements. Some departments
will have the technical resources to carry out these arrangements. Those who do not are advised to contract the
services to a reputable external electrical contractor.
Where departments allow its staff to use their own appliances, e.g. kettles, coffee percolators, electric fans, they
must be included in the inspection and testing arrangements. If they are found to fail in any way they must be
removed from the premises and repaired at the owner’s expense. The use of personal electric heaters is not
permitted. With the exception of the domestic services division, Environtec does not insure electrical appliances
which are not used in connection with their business.
A portable electrical appliance is, literally, any electrical equipment capable of being carried and, in general,
connected to the mains supply by a flexible lead and a plug. The definition includes appliances with their own
power sources, e.g. ‘intrinsically safe’ equipment used in potentially explosive environments and equipment
designed to operative at 110 volts. The definition does not include equipment which is ‘hard’ wired, e.g. heavy
equipment supplied by fixed, armoured, power cables, which is tested using other regimes.
Class I appliances rely on earthing of the conductive case and one layer of insulation covering its live internal
parts for protection against electric shock.
Class II appliances are ‘double insulated’ i.e. they rely on two layers of insulation between live internal parts and
the user for protection against electric shock.
Competent person is a person who is employed or contracted by the University who has received suitable and
sufficient training in Portable Electrical Appliance Inspection and Testing.
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SCHEDULE OF INSPECTION AND TESTING
Visual Inspection
Since over 80% of electrical faults are discovered by visual inspection, this is the most important element of
inspection and testing.
The following Schedule for Checking is recommended.

COMPONENT

a)

b)

Plug

Mains Lead

COMMON FAULT



Cracked casing



Bent pins



Incorrectly rated fuse



Incorrectly connected wires



Loose connections



Loose cable clamp



Cuts, fraying, brittle



Kinked, coiled



Taped joints



Overloaded (overheated)



Male connector (if fitted)
Non-standard (IEC 320, BS4491, CEE22

c)

Appliance



Not secured by grommet/clamp on appliance



Damage/faulty operation of off/on switch



Damage to casing



Loose parts



Missing screws



Evidence of overheating



Evidence of moisture


casing (where appropriate)
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ELECTRICAL TESTING
A commercially available portable appliance tester (PAT) is required for electrical testing of robust appliances.
Some PATs have a facility for testing 110V equipment. A PAT must not be used on sensitive electronic equipment
such as computers, as permanent damage may be caused by the high test voltages and currents.
The following schedule is recommended, carried out in the order as written:
Class 1 Appliances – Earth continuity/bonding test
This test is for checking the earth lead continuity and earth connection (or bonding) to the metal casing of an
appliance. A voltage is established between the appliance’s mains supply earth pin and its case.
There are usually two tests available:
4 A / 300 mW for light duty supply cables (up to 6 A); and
25 A / 300 mW for heavy duty supply cables.
The resistance between the earthed case and the earth pin on the mains plug must not be more than 300mW.
Insulation Test
This test checks the integrity of the appliance’s insulation. For Class 1 appliances the test voltage is applied
between the appliance’s mains supply plug P (phase) and N (neutral) pins connected together, and the E (earth)
pin which is held at earth potential. The insulation resistance must withstand a high voltage (500V dc / 2 MW) for
five seconds.
Earth Leakage Test
This test shows the level of leakage current in the appliance by monitoring the difference in currents flowing in
the phase and neutral connections; any difference must be flowing to earth. This provides a useful way of
predicting approach of appliance breakdown since the level of leakage current is a guide to the condition of
insulation. Since many appliances are designed with earth leakage, this test is not mandatory; faults are
indicated in the insulation test described above.
Flash Test
This test shows the response of the insulation to ac voltage (indicating problems due to excessive capacitive
current) and gives an early warning of insulation problems. There is normally a choice of two flash tests; low and
high voltage. Since the high voltage test may stress the insulation and cause degradation, it is recommended
that the low voltage flash test only is used.
The following test is optional:
Operation VA Test
This test indicates that the appliance is in good working order and not drawing excessive current.
Class II Appliances
Test as for Class I Appliances, except with the omission of the Earth Continuity / Bonding Test.
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Sensitive Electronic Equipment
Earth Continuity / Bonding Test ONLY – Do NOT use a PAT device.
Using a multimeter able to read to 300 mW, the resistance between the earth pin and exposed metal (not signal
sockets) should be less than 300 mW.
FREQUENCY OF INSPECTION AND TESTING
There is no statutory frequency of inspection and testing. The frequency should reflect the risk of the appliance
causing damage or injury. This increases with amount of appliance use and the harshness of its working
environment. The following is recommended as a minimum standard:

Visual Inspection

Visual
Inspection
Electrical Testing

On initial use and
moving the appliance
and

Laboratory Equipment

Portable power tools H type
vacuums

Every 12 months

Frequently moved: Sampling
pumps

Every 12 months

after

Chargers
Microscopes
Acetone Vaporisers
Infrequently moved:

Every 24 months

Fume cabinet
Laboratory Microscope
Oven
Balance
Office/Domestic Equipment

Frequently moved:

(Low Risk Environment)

Kettles

Every 12 months

Desk Lamps
Heaters
Infrequently moved:

Every 24 months

Servers
Photocopiers/Personal
Computers
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RECORDING OF INSPECTION AND TESTING RESULTS
A dated test label indicating PASS or FAIL and its identification (eg department inventory number) must be affixed
to the appliance (and to the plug, if the lead is detachable).
The inspection and test result must be kept in written form; on record cards, sheets or in a book. Computers
may aid record keeping.
Departments should keep the results centrally, as the Enforcing Authorities (eg the Health and Safety Executive)
may wish to inspect them.
MONITORING OF INSPECTION AND TESTING RESULTS
Departments must send a summary of the results, ie;

a)

Number of appliances tested; and

b)

Test result (pass or fail)

To the Technical Director. This will provide important information on the number and condition of appliances in
each Department. A form for this purpose is given in Appendix 1.
Using the results, the Technical Director will advise Departments as to when a change in test frequency is
considered necessary.
REMEDIAL ACTION
If inspection and testing show the appliance is faulty, it is UNSAFE and it MUST BE TAKEN OUT OF SERVICE
UNTIL REMEDIAL ACTION IS TAKEN.
Unless remedial action is immediate a “DO NOT USE” label must be attached to the appliance and plug.
TRAINING
Inspection and testing must be carried out by Competent Persons, ie; staff who have received suitable and
sufficient training.
The decision as to whether an individual is competent to undertake a particular task is left to the department. It
is necessary to weigh up the job’s skill content against the individual’s attributes, taking into account his or her:

a)

Electrical knowledge;

b)

Electrical experience;

c)

Understanding of the system/equipment to be worked on;

d)

Understanding of the hazards which could arise; and

e)

The ability to recognise at any time whether it is safe to continue to work.

Both formal theoretical training and practical “on the job” training, using the test equipment, are normally
necessary. The former can be arranged with a training provider (PAT Training Service 0113 2489966) and carried
out within the department under direct supervision of a competent person.
Where external electrical contractors are employed, staff should request written evident of their competence.
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GUIDANCE NOTES
General
Nearly a quarter of all reportable electrical accidences involve portable equipment. The majority of these
accidents result in electric shock; others result in fires, eg nearly 2000 fires in 1991 were caused by faulty leads
to appliances. A major cause of such accidents is failure to maintain the equipment. The likelihood of accidents
occurring and their severity will vary, depending on the type of electrical equipment, the way in which it is used,
and the environment in which it is used.
Under no circumstances should a person use electrical apparatus if they have any doubts as to its safety. If in
doubt they should consult their manager as appropriate or the Health & Safety Office directly.
Specialised appliances frequently require special precautions to be taken and reference should also be made to
the manufacturer’s instructions.
ELECTRICAL HAZARDS
Personal Injury
a)

Electric Shock

Electric shock is the effect produced on the body, particularly its nervous system, by an electrical current passing
through it. The extent of injury depends upon the current strength which in turn depends upon the voltage, the
path the current takes through the body, the surface resistance of the skin (much reduced when wet) and several
other factors. A voltage as low as 15V can produce discernible shock effects and 70V has been known to cause
death. But generally speaking, fatalities involve domestic voltages (240Vac) and currents of 25-30 milliamps.
The most common cause of death from shock is suffocation and accordingly it is highly desirable that those
dealing with electricity should be training in resuscitation. Minor shocks in themselves may not be serious buy
they can lead to serious consequences; for example, the associated muscle contraction may lead to falls from
working platforms or ladders.
b)

Burns

These are caused by the passage of heavy current through the body or by direct contact with an electrically
heated surface. They may also be caused by the intense heat generated by arcing from a short circuit. Electrical
burns are a very unpleasant form of burn and require immediate medical attention.
Explosions
The main causes of electrically induced explosions are:
i)

In situations where flammable gases or vapours are present so that a spark could initiate an event. In such
environments all electrical equipment should be flame-proofed.

ii)

Where electrical arcing takes place in a confined space causing intense local heating with consequent
bursting of the enclosure by the expansion of trapped air.

Fires
A large percentage of fires are of electrical origin, caused by one or more of the following:i)

Sparks

A spark arises from a sudden discharge through the air between two conductors or from one conductor to earth.
The current produced is usually small so that serious fires are unlikely unless explosive gases or vapours are
present, or highly flammable material is in contact with the conductor.
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ii)

Arcs

iii)

An arc is a much larger and brighter discharge where the current flow may be hundreds of amps. It usually
arises when a circuit is broken or when a conductor melts or fractures leaving a gap across which the
current continues to flow. When an arc is struck, the air in the vicinity becomes ionised and forms a
conductor which may allow current to flow to a nearby metal framework. Any combustible material in the
vicinity could therefore lead to a fire.

iv)

Short Circuits

A short circuit is formed when the current finds a path from the outward conductor wire to the return wire other
than through the equipment to which it is connected. The current flow may be large because of the low
resistance of the leads and arcing often occurs at a contact between the conductors. Insulation may therefore be
burned and set fire to adjacent flammable material.
ASSESSMENT OF RISK
High Risks would result from the use of electrically powered pressure water cleaner outside, powered by 240 volt
electricity supply, with the cable trailing on the ground where it can be damaged by vehicles and other
equipment, and where water is present. Damage to the cable or other parts is likely to result in the operator or
others receiving an electric shock. Similar risks result when other electrical equipment such as drills and portable
grinders are used in harsh environments, eg. Construction sites, where there is a high probability of mechanical
damage result in danger.
Medium Risks would result from floor cleaners or kettles which are usually used in a more benign environment,
eg offices, but can be subject to intensive use and wear. This can eventually lead to faults which can also result in
a shock, burns or fire.

a.

Specialised equipment, eg information technology (IT) equipment (computers and printers), photocopiers,
fax machines etc are considered Low Risk; they are usually double insulated, are used in dry clean
environments and are infrequently moved or stressed.

b.

Equipment which is held by hand or is handled when switched on will present a greater degree of risk
because, if a dangerous fault occurs, then the person holding it will almost certainly receive an electric
shock.

c.

The risk of receiving an electric shock will be greater when the equipment user is standing on the ground
outside or a concrete floor, scaffolding or similar which is a good conductor, than if standing on a wooden
floor or dry carpet and not in contact with earthed metal work (ie using double insulated appliances or 110
volt tools which have a centre tapped transformer to give 55 volts between live and earth).

d.

Because the consequences of an accident are so serious – potentially fatal electric shock, or fire affecting
the whole premises – the inspecting and testing system is designed to be proactive, ie planned to prevent
incidents arising, rather than reactive where action is taken following an incident/accident. The frequency
of inspection and testing is directly related to risk.

e.

The greatest overall reduction of risk will take place when the inspection and testing regime is first put into
practice. Thereafter, it will take time to establish the appropriate test frequency based on experience. A
low failure rate would indicate that the test interval can be increased and a high failure rate that the
interval should be shortened.
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Arrangement 24

Arrangements for Manual Handling Operations
Manual handling means any transporting or supporting of a load including lifting, putting down, pushing, pulling,
carrying or moving by hand or by bodily force.

In accordance with the Manual Handling Operations Regulations the company will endeavour to avoid the need for
employees to undertake manual handling operations that involve a risk of injury. If this is not reasonably practicable
then the company will make a suitable and sufficient assessment of the task and reduce the risk to the lowest level that
is reasonably practicable.

This will include, where possible, the provision of information and general indications on the weight of each load and
the heaviest side of any load whose centre of gravity is not positioned centrally.

Assessment will be recorded and reviewed if no longer valid or there is significant change in the matter to which it
relates.

The requirement that the employee has a duty to make full and proper use of any system of work provided by this
company (as their employer) to alleviate or reduce the risk of manual handling operations will be communicated to the
company’s employees.
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Procedure for Manual Handling Operations
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Guidance on Manual Handling Operations
The Manual Handling Operations Regulations apply to any manual handling operation that may cause injury at
work. These operations will be identified by the risk assessment carried out under the Management of Health and
Safety at Work Regulations.
They will include not only lifting but also lowering, pushing, pulling, carrying or moving loads by hand or other
bodily force.
As an employer, the company is required to take three key steps:


Avoid hazardous manual handling operations where reasonably practicable.



Adequately assess any hazardous operations that cannot be avoided. Ergonomic assessment looks at the
weight, shape and size of the load, the handler's posture, the working environment and the individual's
capability. Unless the assessment is very simple, a written record will be needed.



Reduce the risk of injury as far as is reasonably practicable.

Principles
The correct method of lifting makes the job easier, less tiring and is less likely to lead to back injuries. Lifting is
to be done using the correct muscles - back and abdominal muscles are weak, the leg and thigh muscles are
strong. A good posture at the start of the lift is essential; slight bending of the back, hips and knees is preferable
to fully flexing the back (stooping) or fully flexing the hips and knees (squatting). If the load can be kept close to
the body a person can act as a human elevator - resulting in far heavier loads being lifted with far less effort.
There are six significant points in manual handling:


Grip - A good grip makes maximum use of the palm of the hand, the ball of the thumb and the base of
the fingers. Considerable damage can be caused by using the sensitive fingertips; continued use of them
leads to strained fingers and forearms.



Back - The back should be slightly bent, as should the hips and knees, in order to get close to the load
and then to raise it, pushing upwards with the leg muscles. The back should not be flexed any further
while lifting, as can happen if the legs begin to straighten before starting to raise the load. Avoid twisting
the back or leaning sideways, especially when the back is bent.



Head - Keep the head up when handling. Once the load is held securely, look ahead, not down at the
load.



Feet - The correct position of the feet is approximately the width of the hips apart, with one foot slightly
in front of the other in order to maintain balance. This position provides a stable base as the load is
lifted. Be prepared to move the feet during the lift to maintain stability - turning by moving the feet is
better than twisting and lifting at the same time.



Arms - Where possible, the load should be hugged as close to the body as possible so that the body does
not become unbalanced.



Body - Keep the load close to the body for as long as possible while lifting and keep the heaviest side of
the load next to the body.
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Other precautions


A person should always be able to see where they are going.



It is good practice to look over the route before lifting to ensure that there are no obstructions or
obstacles in the way.



Stacking is only to be as high as it is possible to go with the elbows still tucked into the sides.



Hand hooks or other lifting aids are to be used if loads are unwieldy or irregular in shape.



If there is uncertainty as to the weight of the object to be lifted, or the person who is to do the lifting is
unsure of their capabilities, help is to be sought.

Associated Forms & Guidance


Manual Handling Assessment Form
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Arrangement 25
Arrangements for Lone Working
It is the policy of Environtec Ltd to conduct a risk assessment of all situations where lone working may occur. As
a result of this assessment the employer shall reduce the risks to the lowest extent reasonably practicable.
Specific Requirements
There is no legal prohibition on working alone. However, there are general duties in the Health and Safety at
Work etc Act, and also requirement to assess and control risks in the Management of Health and Safety at Work
Regulations 1992. These require an employer to provide safe systems of work and safe workplaces as far as
reasonably practicable, and to control risks that do arise from work activities.
General Guidance
In practice, lone working does occur, for example – at the start and end of the working day, during holiday
periods, at weekends. In many cases, the risks are low and work takes place without incident. However, in an
emergency, lone workers are more vulnerable because they may not be able to summon assistance or deal
effectively with a potentially dangerous situation.
For the purposes of this policy, a lone worker is someone who has no visual or audible communication with
another person who is capable to providing assistance without delay, should illness or injury occur.
As part of standard Company procedures all staff considered to be lone workers must contact their respective
Line Managers at the end of the working day, or prior to leaving a site. In addition the Logistics Manager has
access to a vehicle tracking system which allows the ‘real time’ monitoring of Company vehicles, all irregular or
unauthorised vehicle movements are monitored and investigated immediately.
In the following situations, lone working should normally be prohibited:


Entry into confined spaces where there may be a risk of inadequate ventilation (eg tanks,
manholes, pipes, ducts and flues, enclosed basement rooms).



Use of ladders where the height of the ladder is such that footing is required and the latter
cannot be lashed securely.



Use of dangerous machinery where there is a risk of entanglement, entrapment, crushing, impact
or injury from cutting or shearing, stabbing or puncture (eg woodworking machinery, abrasive
wheels, some food preparation equipment, plastics processing machinery, etc)



Work on or near live, un-insulated conductors



Work in laboratories involving flammable, highly flammable or extremely flammable liquids,
flammable gases, asphyxiates, toxic substances, corrosive substances.



Work on unoccupied or derelict sites



Work including potential attack or highly sensitive environments.



Refurbishment/demolition surveys where the building is vacant
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Risk Assessment Process
In other circumstances lone working may be permitted, but only when the work activity has been subject to a
careful and comprehensive risk assessment which has been signed by the Head of Department or his nominee.
A suitable risk assessment would need to consider the following factors, together with any specific risks
associated with the work:


Is there safe access and exit arrangements?



Are the fire precautions for the building fully operational (eg fire alarm, emergency lighting)?



Is the lone worker fully familiar with how to respond in an emergency, eg how to activate the fire alarm?



Are there effective communication links (phone to the office)?



Can the lone worker operative all the equipment on their own?



Is there access to a first aid kit?



Is there, or could there be, a requirement to lift or handle objects which are too heavy or unwieldy for
one person?



Is the level of supervision at other times sufficient to ensure that any problems are identified and dealt
with?



Are there aspects of the individuals health that could lead to increased risk, for example, could the lone
worker make regular contact with another person, should they be equipped with lone worker’s safety
alarm (to detect absence of movement after a pre-set time)?

As with all risk assessments, the findings should be reviewed at reasonable intervals, and in the light of
experience. This requirement should be part of departmental procedures generally.
References and Further Guidance

Ref No

Issue

Referenced Source

1

HSE Guidance

HSE INDG73 Working in Safety
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Arrangement 26
Arrangements for Noise Assessments
In accordance with the Control of Noise at Work Regulations, Environtec will ensure that the risk from the
exposure of their employees to noise is either eliminated at source or, where this is not reasonably practicable,
reduced to as low a level as is reasonably practicable.
The levels of exposure averaged over a working day or week; and the maximum noise (peak sound pressure) to
which employees are exposed in a working day, shall determine the actions we will take as an employer. The
values are:
Lower Exposure Action Values:


daily or weekly exposure of 80 dB;



peak sound pressure of 135 dB;

Upper Exposure Action Values:


daily or weekly exposure of 85 dB;



peak sound pressure of 137 dB.

There are also levels of noise exposure which must not be exceeded:
Exposure Limit Values:


daily or weekly exposure of 87 dB;



peak sound pressure of 140 dB.

(Note: Exposure limit values take account of any reduction in exposure provided by hearing protection).
Exposure Assessment
If it is perceived that there may be a noise problem in our workplace, we will assess the risks and put in place a
programme of noise controls as necessary. The risk assessment should help us to:
Identify where there may be a risk from noise and who is likely to be affected;


estimate our employees’ exposure levels for comparison with the exposure action values and limit values
(see above);



identify what we need to do to comply with the law, e.g. whether noise-control measures and/or hearing
protection are needed, and, if so, where and what type;



identify any employees who need to be provided with health surveillance and whether any are at
particular risk.

Our estimate of employees’ exposure shall be based on reliable information, e.g. measurements in our
workplaces, information from other workplaces similar to ours (where available), and/or data from suppliers of
machinery. It shall specifically take account of:


the work they do or are likely to do;



the ways in which they do the work;



how it might vary from one day to the next.
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Assessment Records and Review
Risk assessments shall be recorded (see Noise Assessment form below) along with any recommendations in an
action plan. The plan shall set out what we have done and what we are going to do, with appropriate timescales
and who will be responsible for ensuring that those actions are carried out.
We shall review our risk assessment if circumstances in the workplace change which might affect noise
exposures. We shall also regularly monitor and review the effectiveness of our actions to reduce our employees’
exposure risk.
Employee Responsibilities
We shall endeavour to ensure that employees are made fully aware of their responsibilities under the Control of
Noise at Work Regulations, through our policy of providing adequate information, instruction and training.


In order to help us control their exposure to noise, employees must:



co-operate with any proposed actions we take in order to protect their hearing;



use any noise control devices (e.g. noise enclosures), and follow any working methods that are put in
place;



use any hearing protection they are given, wear it properly, and make sure they wear it all the time when
doing noisy work within hearing protection zones;



look after their hearing protection, check it remains in good condition and store it in designated areas
where appropriate;



report any problems with their hearing protection or noise control devices to their supervisor straight
away;



let their supervisor or line manager know immediately if they have any kind ear trouble or hearing
problems.

Health Surveillance
Where assessment shows that our employees are or are likely to be regularly exposed to noise levels at or above
the upper exposure action values, or are at risk for any reason, e.g. they already suffer from hearing loss or are
particularly sensitive to damage, we shall provide suitable health surveillance programmes for individuals as
required.
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Arrangement 27
Arrangements for New or Expectant Mothers
A new or expectant mother is a woman who is pregnant, has given birth within the last six months or is
breastfeeding.
‘Given birth’ is described in the Management of Health and Safety at Work Regulations 1999 (the Management
Regulations) as having ‘delivered a living child or, after 24 weeks of pregnancy, a stillborn child’.
Risks to new and expectant mothers (for example, from working conditions, or the use of physical, chemical or
biological agents). Any risks identified must be included and managed as part of the general workplace risk
assessment.
If you are notified that an employee is pregnant, breastfeeding or has given birth within the last six months, you
should check your workplace risk assessment to see if any new risks have arisen. If risks are identified during the
pregnancy, in the first six months after birth or while the employee is still breastfeeding, you must take
appropriate, sensible action to reduce, remove or control them.
While it is a legal obligation for employers to regularly review general workplace risks, there is actually no legal
requirement to conduct a specific, separate risk assessment for new and expectant mothers. However, if you
choose to do so, this may help you decide if any additional action needs to be taken.
Your workplace risk assessment must specifically consider any risks to the health and safety of a new or
expectant mother, or that of her baby.
Possible risks include:
Physical agents



Movements and postures



Manual handling



Shocks and vibrations



Noise



Radiation (ionising and non-ionising)



Compressed air and diving



Underground mining work

Biological agents



Infectious diseases



Chemical agents



Toxic chemicals



Mercury



Antimitotic (cytotoxic) drugs



Pesticides



Carbon monoxide



Lead
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Working conditions



Facilities (including rest rooms)



Mental and physical fatigue, working hours



Stress (including post-natal depression)



Passive smoking



Temperature



Working with visual display units (VDUs)



Working alone



Working at height



Travelling



Violence



Personal protective equipment



Nutrition

If a significant health and safety risk is identified for a new or expectant mother, which goes beyond the normal
level of risk found outside the workplace, you must take the following actions:



Action 1: Temporarily adjust her working conditions and / or working hours; or if that is not possible



Action 2: Offer her suitable alternative work (at the same rate of pay) if available; or if that is not possible



Action 3: Suspend her from work on paid leave for as long as necessary to protect her health and safety,
and that of her child.
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Arrangement 28
Arrangements for Young persons
Special risk assessments need to be carried out on any risks to young persons (under the age of 18 years) before
they start work, or existing assessments will be reviewed where young persons are already in employment. The
young persons risk assessments will follow the same procedure as that for other risk assessments, but will
specifically take the following into account:


The young person’s inexperience, lack of perception of danger and immaturity;



Their workplace and workstation;



Any exposures to physical, chemical and/or biological agents;



Any work equipment used;



The work activities and processes to be undertaken;



Any training provided, and any risks from specified agents, including ionising radiation, carcinogens,
temperature extremes, noise or vibration; and processes.

Following the risk assessment, a copy of the form should be forwarded to the guardian of the young person and a
detailed briefing on the detail of the risk assessment given to the young person by his manager
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Arrangement 29

Arrangements for Display Screen Equipment (VDU’s)
The introduction of VDUs and other display screen equipment has been associated with a range of symptoms
relating to the visual system and working posture, e.g.: fatigue and stress, upper limb pains and discomfort, etc.
The workstation assessment form attached seeks to identify any potential problems relating to a person’s
workstation before harm to health and safety is realized.
The provision of good ergonomic and environmental conditions must be considered in the planning of the work
station for VDUs.
Posture and Good Practice:


Since each user is an individual size and shape the user must participate in the organization of their
workstation:



To find the best working position sit on your chair, then sit rigidly upright, and then relax a little. Now
adjust your chair to support your back in this position.



Use a foot rest if that helps.



Adjust the height of the chair such that when your fingers are resting comfortably on the keyboard's
"home keys" the elbow is at an angle of approximately 90 degrees.



It is often more comfortable to have 100mm of workbench in front of the keyboard to rest the hands
upon



Arrange the VDU in such a manner that you do not face, or have a window as a background and so that
the light sources do not reflect glare into your eyes.



Adjust the screen height such that the top row of the characters on the screen is level with or just below
your eye level.



When copy typing use a copy holder or some other device which allows you to look from copy to screen
without excessive head or neck movement. If the copy and screen are the same distance from your eyes
then your eyes will not have to constantly change focus.



Leave sufficient space to gain access to the VDU for any maintenance that may be needed.



Cables must be kept tidy at all times and not cause an obstruction to the operator or others who may
have cause to enter the work area.

Work Patterns
VDUs should not be used continually. It is not the length of break taken away from the VDU that is important but
the frequency. Break up work patterns with other tasks so that you get a regular rest from the VDU.
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Eye and Eyesight Tests
According to the Guidance to the Regulations, there is no reliable evidence that work with display screen
equipment causes any permanent damage to eyes or eyesight, but it may make users with pre-existing vision
defects more aware of them. This (and/or poor working conditions) may give some users temporary visual fatigue
or headaches. It is recognized that uncorrected vision defects can make work at display screens more tiring or
stressful than it should be, and that correcting defects can improve comfort, job satisfaction and performance.
In accordance with the Health and Safety (Display Screen Equipment) Regulations and the Health and Safety
(Miscellaneous Amendments) Regulations, this company will arrange for sight testing for users, or those who are
to become users of display screen equipment, as defined in the regulations, who request such testing. For a
person who is to become a user, testing should be carried out before that person becomes a user. This company
will also ensure that at regular intervals, further sight testing for users is arranged as soon as is practicable after
any such request.
Provision of Training
In accordance with the Health and Safety (Display Screen Equipment) Regulations, and the Health and Safety
(Miscellaneous Amendments) Regulations, this company will ensure that new employees are provided with
adequate Health and Safety training in the use of a workstation, before they are required to start work in such an
undertaking, or where the duties of existing employees are changing in such a way that will make them become
users of display screen equipment.
Formal Risk Assessment will require constant review to ensure identification of all hazards and implementation of
suitable control measures to facilitate safe continuation of the task. Significant changes in hazard(s) will require
reconsideration and revision of the formal assessment.
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Display Screen Equipment Diagram
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Arrangement 30
Arrangements for Company Staff Visiting Hazardous Areas/Sites
If company employees are required to work in/visit external work sites or parts of the company’s premises that are
deemed to be hazardous then there will either be a specific risk assessment or safe system of work which might
incorporate a permit-to-work system to ensure their safety.

It will be for Alan Frost to ensure that a safe working procedure is generated and adhered to.

Employees are required to comply with the requirements of that safe working procedure.

Procedure for Company Staff Visiting Hazardous Areas/Sites
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Guidance for Company Staff Visiting Hazardous Areas and Sites
“Hazardous areas” in the context of this section relates to areas within the company premises or on external work
sites, e.g. construction sites, where company employees are required to work/visit on company business.
It is the policy of this company that in the event of any of our company employees being required to periodically
work at or visit external work sites, or parts of the company’s premises that are deemed to be hazardous, the
following health and safety rules and procedures shall be put into effect:
Hazardous areas within this company’s premises
The manager/supervisor in control of the hazardous area(s) must ensure that:


Written procedures are in place for the effective monitoring and/or supervision of company staff required
to work in or visit hazardous or restricted areas.



A risk assessment is made of the hazardous area in question to identify company staff at risk and control
measures required to reduce that risk. The risk assessment must be recorded and be readily available for
inspection purposes and must take the provision of first aid into account.



Company staff at risk are made aware of hazardous or restricted areas on the company premises through
provision of information, instruction or training (this may include induction training as the case may be),
before entering such areas.



The area is adequately signed to indicate the nature and severity of the hazard and the precautionary
measures required (this may include display of a safe system of work for the area, symbolic safety signs
requiring personal protective equipment to be worn in the affected area, etc.).



There is an adequate provision of personal protective equipment readily available for use by company
staff before entering the hazardous area and that such staff are aware of where that equipment is
located.



A suitable and effective emergency and evacuation system is in place for the area concerned, which is
tested at regular intervals.

In the case of external personnel (e.g. cleaners, members of public, visitors, etc.) entering the hazardous area the
precautions above must still be taken as if that person were an employee of this company.
Hazardous external sites
Where it is necessary for company employees to visit or work at external sites that present a significant risk to
their health and/or safety the following procedures must be in place prior to any works being carried out:
Company employees must be made aware of the significant risks to health and safety of the site concerned (such
information may be in the form of induction training and should be provided either by the client or by this
company), as well as arrangements in place/required to be taken to adequately reduce such risks to the lowest
levels. Where the degree of hazard or risk warrants such action, risk assessments and/or safe systems of work
must be drawn up, be put in place and be made available to company employees. The responsibility for
determining the level of risk, the appropriate action to be taken and liaison to help determine risk will be a
management function of this company.
Any personal protective equipment required to be worn on site must be provided (either by the client or this
company as the case may be) and worn before entering the hazardous area.
All safety rules and instructions relating to the hazard/s or risk which are displayed or provided by the client/this
company must be complied with at all times (in certain cases this may include a permit-to-work system).
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Arrangement 31
Arrangements for Visitors
It is Environtec policy to ensure that all visitors are provided with the same level of protection as employees. The
objective is to ensure that, in so far as is reasonably practicable, no visitor will be subject to harm at Environtec
facilities.
Specific Requirements:


There is a signing in and out procedure for visitors.



Visitor’s rules are drawn up and provided to visitors as they sign in.



Visitors are accompanied and not allowed to move around unsupervised.



Where required, visitors are provided with and wear the relevant personal protective equipment.



No person other than authorised employees are allowed in an area where asbestos removal operations
are in place.

General Guidance:


All visitors are required to sign in and out on Environtec sites and wear their visitors badges at all times.



Visitors should not be allowed to roam unsupervised, as this may lead to situations where they may be at risk
of injury. A person or persons should accompany visitors during their visit.



PPE must be provided for visitors who are entering a laboratory or other area where ppe is required.



General emergency evacuation procedures should be explained to visitors as they sign in.
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Arrangement 32
Drugs and Alcohol Policy
To assist in the safe performance of our duties, Environtec Ltd operates a strict policy of no alcohol and no drugs in the
workplace.

No alcohol or drugs will be tolerated in the workplace. Anyone who presents themselves for work under, or apparently
under, the influence of drugs or alcohol will be refused entry to the workplace.

For their own safety, that of their workmates and members of the public, any member of staff believing that another
member of staff is under the influence of drugs or alcohol should report this immediately to their direct manager.

Drugs supplied by a medical practitioner or chemist may still affect safety performance and the employee’s direct
manager must be informed of that circumstance.

In addition to the overarching policy on drugs and alcohol in the work place Environtec also implement the following
policy in respect to works on Rail infrastructure or property.
Environtec Ltd has adopted the principles of the Network Rail Alcohol and Drugs Policy as follows:

All employees who hold PTS certification or are holders of Safety Critical Work posts should be aware that while working
on Network Rail Managed Infrastructure, additional legislation is applicable to them and their work. In particular the
Transport and Works Act 1992 Part 2 Section 27 specifically notes the need for employees to be free from the effects of
Alcohol and Drugs. The requirement of Network Rail Company Standard NR/L1/OHS/051 applies.

Employees should therefore:

Not present themselves for work if they are unfit, due to alcohol or drugs.

Not present themselves for work if they have just consumed or taken drink or drugs.

Not be in possession of drink or drugs in the workplace (including the van).

Not consume or take drink or drugs whilst at work

If employees are on prescribed medication or are taking medicines that may make them drowsy, e.g. cold cures,
Solpadine, they should advise their Doctor and seek alternatives AND report the fact to their line manager or the
Managing Director.

If employees are considered unfit for work, then we, with Network Rail have a legal duty to test their blood, urine or
breath for drink or drugs. For the purpose of this policy an unfit state through consumption of alcohol is defined as
detection by testing of:




More than 29 milligrams per 100ml of blood;
More than 13 micrograms of alcohol in 100ml of breath; or
More than 39 milligrams of alcohol in 100ml of urine.

This is known as a ‘positive result’ of an alcohol test. Any traces of illegal drugs, such as Cannabis, Cocaine,
Amphetamines, Barbiturates, Methadone’s etc. found will be deemed a positive test result.
Testing will be carried out by Link-Up approved medical providers.
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Environtec Ltd are not looking to victimise employees who admit to having a drink or drug related problem, and
who approach the Company for help and are prepared to undergo an agreed form of treatment. We offer to
assist any employee who voluntarily declares an alcohol or drug related problem. This will provide both
confidential support and guidance to employees and their families.
If you have or think that you may be developing an alcohol or drug related problem then you must advise the
Managing Director immediately so that the help procedures can be applied. Disclosure or discovery of a problem
prompted by a positive test result or an impending test is not acceptable.
All employees are strongly advised to drink in moderation during the week and preferably leave 12 hours before
commencing a shift. Don’t forget to take into account any on-call, weekend or night shift work. Unannounced
drug & alcohol testing will be carried out annually on a random selection of staff and operatives and our subcontractors on a no-notice basis.
All new employees and those existing employees who wish to start work on Network Rail Managed Infrastructure
will be required to undertake full screening for drugs and alcohol before employment and Environtec Ltd. will not
knowingly employ people who are recreational or habitual users of drugs.
For-cause screening will be carried out with no notice if there are reasonable grounds for someone to be
suspected of being under the influence of alcohol or drugs or if their behaviour prompts it or if there has been an
incident or accident in the work area.
If laboratory analysis reveals the presence of prohibited substances consistance with a therapeutic dosage of
undeclared medication the donor will be interviewed to establish the reason for non-declaration. If the Medical
Officer is satisfied a ‘negative’ result may be given. If not satisfied this will recorded as a No Result and the
donor must be re-tested immediately and will not be allowed to work on Network Rail Managed Infrastructure
until a negative (pass) result is achieved. Network Rail also has a policy of unannounced screening for which no
notice will be given.
A refusal to undertake any of the above tests would be deemed to be a positive result resulting in the same
disciplinary action as if tested positive. If you fail to turn up for an arranged test without good reason accepted
by the Director, you will be considered as having refused the test.
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Arrangement 33
Driving & Operating Company Vehicles /vehicles on Company business
As your employer granting authority for you to operate a company vehicle on behalf of the company and in connection
with your work we need to know that you are:

legally entitled to drive the vehicle you are using (including the towing of any trailer)

using a vehicle that is safe and road legal (including trailer if applicable)

properly trained and competent to drive it safely

Using it for suitable work related purposes
As your employer we will ensure that it is properly registered, taxed, MOT’d, serviced and insured.

Using Your Own Vehicle
Even if you are using your own vehicle in connection with company business, the company has the same legal duty to
ensure it is safe and legal when it is being used to provide a service for them.

Therefore, they may wish to check that your vehicle is taxed, MOT’d and serviced and that you are properly insured to
drive it on company business.

Motoring offences
Motoring offences, including cautions, summons or convictions should be reported to your line manager.

Our policy:

Driving Licences will be checked every 6 months

All motoring offences are to be reported within 5 working days to your line Manager, where these offences are
connected with your work or whilst driving a company vehicle you will report these offences by the quickest possible
means.

Journey Planning
It is important to plan your route before every journey. The more planning in advance you can do, the less that
unforeseen and risky circumstances will arise, and you will be better prepared to deal with them if they do.

Preventing driver sleepiness is something that your organisation can help you manage.
Crashes caused by driver fatigue are most likely to occur:

On long journeys on monotonous roads

Between 2am and 6am

Between 2pm and 4pm

After having less sleep than normal

After drinking alcohol

After taking medicines which cause drowsiness

On journeys home after night shifts.

As a general rule, drivers should take a 15-minute break after driving for 2 hours. You need to examine work
schedules in advance to ensure that you will not be pressured by time.
Driving at night, especially after a long shift, should also be avoided. Overnight stays can be arranged in order to
help drivers stay within daily and weekly driving limits, and avoid crashes due to fatigue.
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Our policy
Wherever possible the best your of Regional resources will be made so as to avoid the need to travel great
distances in connection with our work.
Where staff are working on nights and are required to travel by road following this work a designated driver will
be identified and that person shall be given additional periods of rest during that night shift to ensure that he is
capable of driving safely.
The monitoring of the ‘tracker systems’ will be carried out to ensure that personnel are taking regular breaks if
required to drive for more than 2 hrs.
Fitness to drive
As your employer we need to know that you:


are fit to drive at all times



do not drive when affected by alcohol, drugs or medicines



do not drive when affected by illness



Do not drive when you are too tired to do so safely.

You should inform your line manager about any health issue or personal circumstances that may affect your
driving. You are also legally required to inform the DVLA of any medical condition that may affect your ability to
drive safely.
Eyesight
The minimum legal eyesight standard for driving is that you can read a new style number plate (e.g. AB 123 ABC)
at a distance of 20 metres (around 65 feet), or an old style number plate (e.g. A 123 ABC) at a distance of 20.5 m
(67 feet). If you have to use glasses or contact lenses to do this, then they must be worn when driving.
It is strongly recommended that you have your eyesight checked regularly (at least every two years, or more often
if your optician recommends it).
Alcohol
Avoid drinking alcohol in the hours before you will be driving. It can take several hours for alcohol to be removed
from your body, and you may still be over the limit, or affected by alcohol the morning after you have been
drinking.
Alcohol impairs judgement, making drivers over-confident and more likely to take risks. It slows their reactions,
increases stopping distances, impairs judgement of speed and distance and affects vision.
Even a small amount, well below the legal limit, seriously affects the ability to drive safely.
The legal drink drive limit is 80 mg of alcohol per 100 ml of blood. Drivers with a blood alcohol concentration
between 50 and 80 mg per 100ml of blood are 2 to 2.5 times more likely to crash and 6 times more likely to be
in a fatal crash. The risk increases massively when over the limit. A driver who is double the legal limit is 50 times
more likely to be in a fatal crash.
The advice is always ‘have none for the road’.

Policies and Procedures
Policy No: ENVMD002
Date of issue: October 2021 –Version 13

Health & Safety - Part 2

Page 189 of 201

Policy & Procedure

Policy No: ENVMD002

Drugs
Do not drive if you have taken any illegal drugs. They can affect your decision-making and driving skills, as well
as your physical and mental condition and behaviour.
Medicines
Check with your GP or pharmacist whether any over-the-counter or prescribed medicines you are taking are likely to
affect your driving (for example, by causing drowsiness). If so, ask for an alternative that does not, or avoid driving.
Always check the label of medicines and the Patient Information leaflet to see if there are any warnings. If the label says
that certain side-effects may occur, assume that they will do so.
Illness
Illness can also affect our ability to drive. We can often be tempted to ‘soldier’ on, when in fact it would be safer for
everyone concerned, not to drive until we are feeling better.
Fatigue
Consider whether you are likely to be drowsy or sleepy while driving. Tired drivers are more likely to crash, especially on
long monotonous journeys, and in the early hours of the morning.
If you are driving in the evening after a full day’s work you may also be more tired.
Discuss any problems with your line manager.

Our policy on Fitness to Drive:

Alcohol – We have a zero tolerance towards driving company vehicles or driving on behalf of the company whist under
the influence of alcohol, therefore our policy is that you are not permitted to operate a company vehicle or drive on
behalf of the company with any alcohol in your body, this regardless of the national drink driving limits detailed above.
To do so would evoke disciplinary action in accordance with established company procedure.

Drugs – We have a zero tolerance towards driving company vehicles or driving on behalf of the company whist under
the influence of illegal drugs or substances which may affect your ability and judgement therefore our policy is that you
are not permitted to operate a company vehicle or drive on behalf of the company whist under the influence of illegal
drugs or substances in your body.

Reporting to work under the influence of illegal drugs and substances is a disciplinary offence and may result in formal
disciplinary actions against you.

Medicines – Where it is necessary to take either prescription or over the counter medicines that can impair your
judgement, cause drowsiness, or affect your ability to drive you are required to inform your line manager in order
alternative arrangements can be made.

Illness – Should you be suffering from and illness that could affect your ability to drive, or become ill whilst at work you
should inform you line manager at the earliest opportunity.

Eyesight – If you are required to wear prescription lenses in order to meet the minimum requirement detailed previously
you are required to wear those lenses at all times whilst driving a company vehicle or driving whilst in connection with
company business.

Fatigue – Every effort will be made to manage journey times so as to reduce the potential effects of fatigue on drivers,
however if you feel tired whilst driving you are required to stop at the earliest, most convenient and safest place and
take a break, a high caffeine content drink is not a substitute for a break from driving.
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Safe Speed
Drivers who travel at higher speeds have less time to identify and react to what is happening around them. It takes them
longer to stop. And if there is a crash, it is more severe, causing greater injury to the occupants and any pedestrian or
rider they hit.

Higher speeds also magnify other driver errors, such as close-following or driving when tired or distracted, thus
multiplying the chances of causing a crash.

Excessive speed contributes to 26%of collisions in which someone is killed, 18%of crashes resulting in a serious injury
and 12% of all injury collisions. This means that around 900 people are killed each year on Britain’s roads because
drivers and riders travel too fast, and over 6,000 are seriously injured.

Speed Limits
Always stay within speed limits (including variable limits and temporary limits at road works) even if you think the limit
is too low, additional consideration must be given to obeying the speed limits imposed on vehicles towing trailers.

Speed limits set the maximum speed for that road. But, there are many circumstances when it is not safe to drive at that
speed (for example, around schools at opening and closing times, on busy, narrow roads, on rural roads which are
bendy and hilly and visibility is restricted).

Make sure you know the speed limit of the roads you are using. Far too many drivers, who have been caught speeding,
complain that they thought the road had a higher speed limit (40 mph instead of 30 mph).
In many cases, the nature of the road does not indicate the speed limit. In urban areas, for example, dual carriageways
can have limits of 30 mph, 40 mph, 50 mph, 60 mph or 70 mph.

When driving on street-lit roads, assume the limit is 30 mph until you see a sign saying otherwise. But, remember
the limit could be lower – 20 mph.
Speed limit signs tend to be placed at junctions because this is often the point at which the limit changes.
However, junctions are also where you need to absorb a wide range of different information and it is easy to miss
a speed limit sign when concentrating on one or more other things (e.g., which way am I going, is that driver
going to pull out, etc). So you need to get into the habit of checking for speed limit signs at junctions, and
looking for repeater signs after the junction, especially if the nature of the road has changed. If you are not sure,
assume the limit is lower until you see a sign.
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Staying Within the Limit
If you find it difficult to keep your vehicle within 30 mph when driving in a 30 mph zone, try driving in 3rd gear
(or lower when necessary). If you can comfortably travel at 30 mph in 3rd gear without feeling that the engine is
laboured, adopt ’no higher than 3rd in 30 mph’ as a principle.
We all have our ‘speed triggers’ – things that make us more likely to speed up and perhaps exceed the limit
unintentionally. This could be feeling the need to keep up with other drivers, feeling stressed by a driver too
close behind; it could be something as simple as going downhill.
Learn to recognise your own ‘speed triggers’. This will make it easier to avoid being ‘pushed’ into speeding. It
will also make driving less stressful and more relaxing.
Give Yourself Time Plan your journey to allow sufficient time to complete it (include rest breaks and take account
of foreseeable weather and traffic conditions) at safe speeds and without needing to exceed speed limits.
The time it takes to complete a journey is determined much more by your average speed during the whole
journey, rather than the maximum speed you achieve for part of it. This is especially true in urban areas, where
you constantly have to slow down for junctions, traffic lights and other road users. The faster you drive, the
sharper you have to brake. This also uses much more fuel and so makes driving more expensive.
Knowing that you have plenty of time to complete your journey will help you to relax and avoid the temptation to
push your speed.
Our policy is:
All drivers of company vehicles shall abide by the stated and displayed speed limits for the roads on which they
are travelling, this taking in to account the vehicle they are driving and whether they are towing mobile
decontamination and hygiene units.
The company will be not take any responsibility for breaking the speed limit and will not instruct you to do so
under any circumstances.
All company vehicles are fitted with a tracker and Environtec uses Masternaught to monitor employee driving.
Distractions
Driving requires your full concentration all of the time. Trying to do something else while driving will distract you,
slow your reactions and increase the risk of crashing.
Mobile Phones
A substantial body of research shows that using a hand-held or hands-free mobile phone while driving is a
significant distraction, and substantially increases the risk of the driver crashing.
It is illegal to use a hand held mobile phone while driving (this includes any activity that involves holding the phone such
as dialling a number or writing a text message). It can also be illegal to use a hands-free phone while driving. Depending
upon the circumstances, drivers could be charged with ‘failing to have proper control of their vehicle’, or careless or
dangerous driving if they are distracted because they are using a hands-free phone.
Using a hands-free phone while driving does not significantly reduce the risks because the problems are caused mainly
by the mental distraction and the divided attention of taking part in a phone conversation at the same time as driving.
It is also an offence to “cause or permit” a driver to use a hand held mobile phone
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Other Equipment
An increasing number of vehicles are being fitted with various devices designed to help the driver, with SatNavs being
the most common. While these devices can, if used properly, reduce the risk of drivers crashing, they can also increase
the risk (e.g., by distracting the driver) if not used properly.

If your vehicle is provided with any technology (such as SatNavs) you should not adjust or operate devices while actually
driving. For example, routes in the SatNav should be set before the journey starts. If it is necessary to make adjustments
or to input new information, only do so when stopped in a safe place.

Eating, Drinking, Smoking, Tuning the Radio
Many other things, that might seem simple and innocent, can be distracting when driving. Fatal crashes can, and do,
occur because a driver chose to un-wrap a sweet, take a drink or light a cigarette while driving. Remember that safe
driving needs concentration; avoid unnecessary distractions.

Our policy is:
Mobile Phones – You are not permitted to make or receive calls if your vehicle is not fitted with a hands free phone kit,
and you are only permitted to receive calls using this kit, if you are required to make a telephone call find a safe place to
stop.
Other Devices – Items such as SatNavs should be programmed prior to commencing your journey, where you are
required to drive to multiple destinations you must programme each destination prior to leaving the previous one.
Eating, drinking – Eating and drinking whilst driving is not permitted, use your rest breaks from driving to eat and drink
Smoking – It is both against the law and company policy to smoke in company vehicles, to do so may result in
disciplinary action. As the driver of the vehicle you must also ensure that any passengers abide by the same policy and
do not smoke whilst in the vehicle, moving or not.

Almost all crashes are caused by, or involve, driver error. This ranges from simple mistakes and mis-judgements to
careless, reckless or aggressive driving. Our ability to anticipate and cope with the mistakes and misbehaviour of other
people is just as important as our own driving skills and attitudes.
We all develop our own driving style and habits over time, and often do not realise that we could improve our driving.
It is our policy to try and learn from driving accidents, this on the basis that we should learn from accidents have lower
accident rates than those that do not. Driver training can help us to avoid making mistakes, and to better anticipate and
cope with the unexpected, including the errors of other road users. It can make driving safer, less stressful and more
enjoyable, as well as reduce costs, such as fuel consumption, vehicle wear and tear and, often, lower insurance
premiums.
Check your organisation’s policies on assessment and training – they may be able to assist you in undertaking some
refresher or further training. This can take many forms, ranging from classroom sessions to in-vehicle training. You may
be required to attend a driver assessment or driver training session when you start with the company or after an
accident or motoring conviction.
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Driver training is particularly important if you are driving a vehicle that you do not normally drive.
Learning from experience, including near misses, is an important part of safe driving. If you have been involved in a near
miss or were unhappy with something that happened when you were driving, think about what else you could have
done. Try and identify common themes and whether it was partially due to the way you or the other driver acted and
what you might have done better.

Our policy:
It is our commitment to learn from all near misses and accidents, on the basis of lessons learned training needs can be
identified.

For drivers who repeatedly disregard the contents of this policy or are subject to formal action from the police or other
regulatory body in respect to their driving standards shall be considered and assessed to determine whether driver
training would be appropriate.

Vehicle Occupant Safety

Seat Belts
The most effective way of protecting people inside vehicles is to make sure that every occupant always wears a seat belt
on every journey, no matter how short the journey. It is just as important for passengers in the rear to wear seat belts as
those in the front.

In a crash at just 30 mph, an unrestrained person is thrown forward with a force 30 to 60 times their body weight. They
are thrown about inside the vehicle, injuring themselves and quite possibly seriously injuring (or killing) other people
inside the vehicle. They could also be ejected from the vehicle through one of the windows. Seat belts save lives.

Child Seats
Seat belts on their own are less effective for children because they are mainly designed for adults. In a crash, a child may
slip out of their seat belt because it is too big, and an ill-fitting belt could even cause injuries.

It is a legal requirement that children up to their 12th birthday or under 135cm in height (whichever comes first) use the
correct child restraint for their weight. In cars, vans or goods vehicles, it is the responsibility of the driver to ensure that
children under 14 are using the correct restraint or seat belt.

Seat belts must be worn, if fitted.

Head Restraints
Adjust your head restraint correctly, and check that every passenger has their head restraint correctly adjusted. Properly
adjusted head restraints help to protect against whiplash, and prevent long-term injuries. The top of the head restraint
should be level with the top of your head and it should be as close to the back of your head as possible.

Our policy:
Seat Belts – Seat belts are to be worn at all times when driving company vehicles, the driver must also ensure that all
passengers are wearing seat belts.

Child Seats – Where you are authorised to carry passengers and children within company vehicles you are to ensure that
all child seats are properly fitted and suitable for the age and weight of child using the seat.
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Vehicle Safety
Vehicle defects are only involved in a small proportion of crashes. However, the type of vehicle also has a major
influence on the likelihood and severity of injuries when there is a collision.

Our organisation has a clear rule that any vehicle that is, or suspected to be, in an unsafe or illegal condition will not be
used until all necessary repairs have been completed.

As the driver, you are also responsible for ensuring that the vehicle you are driving is safe and legal.

Before driving any vehicle, check:

Tyres are undamaged (no cuts or bulges), are at the correct pressure for the number of passengers or
equipment being carried, and have enough tread depth. The legal minimum is 1.6mm, but above 3mm gives
much shorter braking distances in the wet

there are no signs of vehicle damage

oil, coolant and windscreen wash levels are correct (check when cold)

you know the correct type of fuel for the vehicle

brakes are working

lights and indicators are working

windscreen and windows are not damaged

washers and wipers are working

mirrors are correctly positioned

all occupants are using their seat belts and head restraints are adjusted correctly

Loads are securely restrained.
If in any doubt how to check any of the above, read the vehicle’s handbook, and/or ask someone to show you.
If you find any problem during the check, report it to your manager immediately.

Driving Position
You should be able to see and reach all of the controls comfortably. Good all-round, unobstructed, visibility is vital.
Check whether the pillars between the front and side windows and the space taken up by the door mirrors still allow you
to see forward without moving your head.

Also check that your view is not obstructed unnecessarily by objects such as stickers or devices such as SatNavs, and
that SatNavs are not placed where they might be hit and flung forwards by an airbag.

Look at the dashboard when you start the vehicle, check which lights illuminate and then go off. If you are not familiar
with the vehicle, check the handbook to ensure you know what the different lights mean.

Finally, consider whether the vehicle is suitable for the task – for example,

If carrying passengers, is there a seat belt for each occupant

If carrying children, is there an appropriate child seat for each child that needs one?

If carrying a heavy load, can you secure it safely?
Our policy is:

Vehicle Condition – The vehicle shall be maintained in accordance with the manufacturer’s recommendations and that all
necessary repairs and defects will be completed in a timely manner and without undue delay. Where the identified
defects have an impact on the safe use of the vehicle it will be withdrawn from service until such time as the necessary
repairs have been completed

Policies and Procedures
Policy No: ENVMD002
Date of issue: October 2021 –Version 13

Health & Safety - Part 2

Page 195 of 201

Policy & Procedure

Policy No: ENVMD002

Pre-drive Checks – Prior to using the vehicle each day the driver will complete a daily ‘before use inspection’ this
inspection will incorporate but not be limited to the following;









Tyre condition (tread depth and visual signs of wear)
All lights are fully functioning and clean from dirt (including trailer if applicable)
All mirrors and warning devices (if fitted) are functioning and correctly positioned
All safety devices are fully functioning (including seat belts)
All number plates are clean and undamaged (including trailer if applicable)
All doors and loads are properly secured
All dashboard warning lights are fully functioning
The oil and water levels are checked and topped up if necessary

Any defects identified as part of this inspection must be communicated to your line manager who will arrange for
repairs, however in some cases may result in the vehicle being removed from operational service until the deficiencies
are rectified.

In the event of a breakdown, accident or other emergencies you are to ensure that you have;

Contact details for the person(s) to whom you should report emergencies

Contact details of the breakdown firm your organisation uses and any reference numbers that you may need to
quote.

Make sure you have a fully charged mobile phone to summon help if necessary (do not use the phone while
driving)

Accidents

use hazard warning lights and switch off your engine

do not move injured passengers unless they are in immediate danger of further injury

from other vehicles or from fire or explosion

call the emergency services immediately; provide them with information about the situation, any special
circumstances for example, if any passengers have injuries or special needs

if child passengers are present, ensure an adult remains with them

if the emergency services are called, stay at the scene until they allow you to leave

obtain the names and addresses of all independent witnesses (if possible)

ensure the vehicle is roadworthy before continuing the journey

If there is any injury or the names of people involved are not exchanged, you must report the accident to the Police
as soon as possible or in any case within 24 hours.
Following an accident you may need to discuss the details with your line manager at the earliest opportunity – Do not
admit any form of liability for any accident

Breakdowns

Move the vehicle off the carriageway (onto the hard shoulder on a motorway) and switch on the hazard warning
lights

If this is not possible, move it as far away from moving traffic as you can

Move passengers out of the nearside of the vehicle and as far away from it and other traffic as possible. No one
should stand between the vehicle and oncoming traffic

On motorways or other busy roads, passengers should be taken onto the embankment or grass margin and as far
from the traffic as is practicable

Keep passengers together, keep children under constant supervision

Telephone the emergency services, or breakdown firm, giving them accurate details of the vehicle's location, and
whether children or passengers with mobility problems are being carried

Telephone your nominated contact person to tell them what has happened

On a motorway, use the roadside emergency telephone as this will enable the Police to pinpoint your location.
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Arrangement 34
Arrangements for the Environmental Policy
As part of Environtec’s commitment to reducing the impact on the environment through our activities the
following keys aspects have been identified;


Fuel



Electricity



Paper



Waste

On an annual basis Environtec will review use and management of each of the above identified aspects
highlighted above. Environtec will also review and maintain our ISO 14001:2004 accreditation.
As part of the requirements of ISO 14001; Quality Management Standards International (QMS) will undertake an
annual audit until 2021.
Fuel
Consumption will be monitored on a monthly basis through the Masternaught Green Flag tracking system to
ensure staff are driving efficiently. Where deficiency are noted the individuals will be provided with training to
reduce their Co2 emissions.
Electricity
The use of electricity consumption is in ever growing demand due to the continued rapid growth of the
organisation. Ongoing training will be provided to staff to ensure that electrical devices are switched off when not
in use. Where electrical equipment is to be purchased a AA rated appliance will be sourced when applicable.
Paper
It is Environtec’s policy to ensure that the amount of paper products is kept to a minimum wherever possible. In
order to meet this requirement the following measures have been implemented.


Emails are not printed unless a hard copy is required



All printing is double sided



All printing paper is from FSC approved sources



Any other paper products are either FSC approved or made from recycled materials.

Waste
Any waste produced by our business activities is of a low quantity however the organisation is fully committed to
ensuring that any waste is disposed of in accordance with current legislation. Where possible suitable recycling
facilities will be made available for the recycling of;


Paper



Cardboard



Batteries

Any electrical items must be disposed in accordance with the current WEEE regulations.
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Environtec’s 10 Objectives to Greener Business
Objective 1 – Commitment
Environtec Ltd want to achieve a greener environment and be prepared to be held to account as part of our
commitment to the environment. Environtec Ltd shall:


Measure and track our waste. In order to achieve our objective.



Benchmark where we are now and compile a strategy to get to where you want to be.



Conduct our own “Green Audit”. This is as simple as counting or weighing the waste containers
Environtec Ltd disposes of on a weekly or monthly basis and checking energy utility bills.



Publish our environmental improvement plan including specific time referenced goals. Set targets,
appoint project leaders and set individual responsibility for their achievement

Objective 2 – Environtec Ltd Approach to Use Less Energy
Reduce the demand on power stations, the nation’s leading contributors to global warming and save a bundle on
our energy bills. Environtec Ltd shall:


Have trained internal Energy Efficiency Surveyors who will complete an energy audit. This will
provide a detailed report about how our firm can save on energy costs.



Turn off lights and unplug electronics after hours. Computers and other electronics use energy while
they’re plugged in, even when they’re switched off.



Set computers to sleep and hibernate when inactive and lose screen savers. Flying toasters and
slideshows on a single PC can use up about £25 of electricity in a year.



Use low energy products from lighting to office equipment. Most major brands carry energy-saving
models marked with the Energy Star label for example.

Objective 3 – Environtec Ltd Re-use and Recycling Culture
Set up a workplace recycling system for paper, plastics, aluminium and glass. Remember that wasted materials
are wasted money. Encourage employees to reduce, re-use and recycle waste. Environtec Ltd shall:


Use better paper and less of it. On average, 5 reams of paper are sent to landfill per employee, per
year.



Set your printers to print double-sided or designate a draft tray and fill it with paper that is blank on
one side



Buy copier paper with a minimum 30 percent recycled content (100 percent is best!)



Collect used paper separately for recycling and set up a recycling system that works for everyone. If
you can, also recycle other materials like aluminium, glass and plastic



Stock bathrooms with post-consumer recycled tissue products. Tissue manufacturers destroy forests
when they turn virgin wood into throw away paper products.



Cut off e-mail strings. E-mails often start off as one page then finish as a fifteen page e-mail string.
Not only is it a waste of paper, it increases the need for storage space exponentially.
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Objective 4 – Environtec Ltd Approach to Reduce Travel/Transport
Investigate our suppliers and our own product mileage. The farther something travels, the higher the
environmental impact and greater the cost. Environtec Ltd shall:


Implement transport reduction initiatives. This could include back hauling schemes, introducing
balers/compactors to increase transport payloads



Encourage alternative transportation. Support an employee car pool program and offer incentives such
as transit subsidies, preferred parking for car-poolers and racks for cyclists



Green our fleet. Use vehicles with the highest possible fuel economy or those that use alternative fuel
sources such as electric, hybrid or fuel-cell vehicles



Make our meetings matter. Try to tele/video conference, rather than travel to a meeting

Objective 5 – Environtec Ltd Employees
Environtec Ltd shall:


Create incentives such as rewards and recognition for employees who drive our company’s
environmental efforts. Employee participation is essential to a successful environmental initiative



Investigate the viability of our staff working from home. This has huge benefits for the planet and for
our company such as dispersed business continuity risk and less money spent on office space.

Objective 6 – Cut Water Waste
Use water efficiently to help ensure that future generations have access to the water they need. One billion
people on our planet can’t get safe drinking water. Environtec Ltd shall:


Reduce and conserve water. Locate and fix water leaks routinely. Regularly conduct a water audit to
find taps and toilets that leak and have them fixed as soon as possible. Promote water efficient
landscaping, called xeriscaping. Other outdoor water saving practices include mulching, timed irrigation
and night time irrigation.



Install water-efficient fixtures. Consider low-flow aerators for taps and other devices for toilets. On
toilets that use a spring loaded lever instead of a handle, install water-saving diaphragms. When
building or remodelling, seek out low-flow appliances and devices.



Re-use water. Collect rainwater for irrigating and other non-potable uses. In manufacturing and rinsing
procedures – re-circulate cooling water, eliminate plenum flushes, convert from continuous flow to
intermittent flow, and improve control of the use of deionised water.
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Objective 7 – Environtec Ltd Shall Look to Find Alternatives to Toxic and Hazardous Substances
Environtec Ltd shall:


Identify opportunities to reduce the use of toxic substances. Even an office operation can use toxic
substances in the form of computer or copier toner, cleaning supplies, glues, batteries and other
supplies. Evaluate all parts of our company from the front office to the loading dock to the factory floor,
to identify opportunities to reduce the use of toxic substances.



Dispose of toxics properly. Create a plan to ensure that all employees safely dispose of toxic
substances including batteries, copier toner, paints, motor oil, dyes and solvents. Check with your local
authority to find hazardous waste disposal facilities in your area.

Objective 8 – Environtec Ltd Product Life Cycle
Environtec Ltd shall:


Understand our impact. Conducting a life cycle assessment looks at the “cradle-to-grave” impacts of
our products – from the raw materials to their manufacture, sale, use and disposal. Life-cycle
assessments can help identify opportunities to improve efficiency, reduce waste, improve quality, save
money and provide products that are more environmentally friendly.



Design for the environment. Goods designed for the environment also can be less expensive to
manufacture and will keep you ahead of regulations.

Objective 9 – Environtec Look to Offset Our Remaining Carbon Emissions
Environtec Ltd shall:


Calculate our facility’s carbon emissions and implement measures to minimise them. The beauty of
measuring our carbon footprint is that it becomes the currency for our environmental success enabling
us to gauge year on year how well we are performing.



Offset our remaining Carbon Footprint. We can never eliminate all our emissions, but we can do
something to mitigate their effect through tree planting, forest protection efforts and other energy
efficiency projects. To do this, utilise a suitable and credible offset provider such as Climate Care.
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Objective 10 – Environtec Ltd Look to Reinforcing Success
Environtec Ltd shall:


Seek recognition for our environmental efforts. Environtec Ltd is accredited to ISO14001 for all
operations. This ensures our business is operating at optimum environmental efficiency.



Share our experience with other companies. By making our green vision a reality, we have likely
become a useful resource on how to work cleaner, leaner and more profitably.



Put our knowledge and experience to work by developing or participating in a corporate environmental
mentoring program. Mentoring will help reinvigorate our company’s environmental efforts, encourage
the growth of new ideas and provide opportunities for effective networking. What better place to start
than with our customers, suppliers and friends.

Signed:

Date: 22nd October 2020

Mathew Dennis, Managing Director
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