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Health & Safety Policy General Introduction

The legal framework governing health and safety in the workplace, and the specific requirements
for health and safety policies, are established under Section 2(3) of the Health and Safety at Work
Act 1974, which states:

"It shall be the duty of every employer to prepare, and as often as may be appropriate revise, a
written statement of their general policy with respect to the health and safety at work of their
employees, and the arrangements for the time being in force for carrying out that policy, and to
bring the statement and any revision of it to the notice of all employees."

This Policy reflects the organisation’s commitment to the effective management of health, safety,
and wellbeing at all levels of the business. It applies to all employees, contractors, and any
persons who may be affected by the organisation’s operations.

To ensure robust health and safety management, the organisation engages AW Safety
Management Ltd as a competent external health and safety advisor. AW Safety provides specialist
guidance to support the development, implementation, monitoring, and continuous improvement of
the Health & Safety Management System (HSMS). Their expertise ensures that all legal duties are
met, risks are effectively managed, and best practice standards are maintained.

The Health & Safety Management System has been structured to enable the organisation to:

o |dentify hazards and assess risks associated with all operational activities.

¢ Implement suitable and proportionate control measures.

e Monitor, review, and improve health and safety performance across all areas of
responsibility.

e Provide clear roles, responsibilities, and accountabilities for employees at all levels.

e Ensure compliance with statutory requirements and recognised industry standards.

Where new activities, processes, or equipment are introduced, or where risk assessments indicate
the need for further control measures, the organisation will seek advice from AW Safety as the
competent person to ensure that all arrangements remain effective and legally compliant.

This Policy will be reviewed at least annually, or sooner if required due to legislative changes,
organisational developments, or following incidents. All revisions will be communicated to
employees and supporting Policy Arrangement documents are available through the IRM Connect
Portal.
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HEALTH & SAFETY MANAGEMENT POLICY STATEMENT

1. The Company intends to provide safe and healthy working conditions for its employees and to
ensure that its activities do not adversely affect the health or safety of employees or others. This is
an integral part of our business and has equal status to other aspects of business performance.

2. As with other aspects of our business we are committed to achieving high levels of occupational
health and safety performance. Compliance with legal requirements is the minimum acceptable
standard and we are committed to progressive, cost-effective improvement.

3. The Company will review this policy at least annually, will revise it as often as is appropriate, and
will set and publish specific health and safety objectives.

4. Appropriate financial and physical resources will be provided to implement the policy.

5. The management of health and safety is a prime responsibility of managers at all levels but the
objectives of this policy can only be achieved with the support and commitment of all employees.
Compliance with the policy is a condition of employment.

6. In order to gain the full commitment of employees, the Company will ensure that:
eemployees or their representatives are involved and consulted on matters of health and safety
e all employees at all levels are aware of their general and specific responsibilities for health and
safety
e all employees at all levels receive appropriate information and training, and are competent to
carry out their duties and responsibilities

7. Expert advice will be obtained where necessary to determine the risks to health and safety within
the establishment and the precautions required.

8. Duties and responsibilities for matters of health and safety and risk control systems for the
implementation of the policy are set out in our Health and Safety Management System.

The Company will ensure that this policy and its objectives are understood, implemented and
maintained at all levels in the organisation. This will be achieved by the progressive development of
health and safety management systems, and by periodic auditing of those systems to ensure their
adequacy and effectiveness.

Company Name:

Print Name:

Job Title:

Signature:

Date:

A copy of the signed H&S Statement of Intent should be displayed for all employees to see.
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Organisational Responsibilities

All organisations are responsible for ensuring a safe and healthy working environment for their
employees, contractors, and visitors. Effective health and safety management requires clear
allocation of responsibilities at all levels of the organisation.

Board / Senior Management:

¢ Demonstrate commitment to health and safety through visible leadership and active
participation.

o Ensure compliance with relevant legislation, regulations, and standards.

e Provide the necessary resources, systems, and training to enable safe working practices.

e Set clear organisational objectives and monitor performance through audits, inspections,
and reviews.

Managers / Supervisors:

Implement organisational policies and procedures within their areas of responsibility.

¢ Identify and assess risks, taking appropriate action to eliminate or control hazards.
Ensure employees are competent to carry out their work safely through training,
supervision, and guidance.

¢ |nvestigate incidents and near misses and take corrective action to prevent recurrence.

Employees / Workers:

o Take reasonable care for their own health and safety and that of others who may be
affected by their actions.

¢ Follow organisational procedures, instructions, and training for safe work practices.

e Report hazards, incidents, and near misses promptly to management.

o Participate in health and safety training and initiatives provided by the organisation.

Health and Safety Advisors / Specialists (if applicable):

Provide expert guidance on legislative requirements, risk management, and best practices.
e Support management in developing policies, conducting audits, and implementing control
measures.
e Monitor trends in incidents and recommend proactive interventions to improve safety
performance.
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Health & Safety Arrangements

1. Health & Safety Management
The Company is committed to managing health and safety in a systematic and proportionate
manner to prevent injury, ill health and loss arising from its activities. The Company will establish,
implement and maintain suitable arrangements for the planning, organisation, control, monitoring
and review of health and safety risks. This will include the identification of hazards, the assessment
of risks, and the implementation of appropriate control measures to reduce risks to the lowest level
reasonably practicable. Roles, responsibilities and authorities for health and safety will be clearly
defined and communicated at all levels within the organisation. Line Management are responsible
for ensuring that health and safety arrangements are implemented within their areas of control and
that employees are provided with appropriate information, instruction, training and supervision. The
Company will ensure that adequate resources are made available to manage health and safety
effectively and that competent advice is obtained where required to support compliance with legal
and other applicable requirements. Health and safety performance will be monitored through
appropriate means, which may include inspections, audits, incident reporting and review of risk
assessments. The Company will investigate accidents, incidents and near misses to identify root
causes and to implement corrective actions to prevent recurrence. Health and safety arrangements
will be reviewed periodically, and following significant change, to ensure they remain suitable,
sufficient and effective.

2. Accidents, Incidents & Near Misses
Employees are responsible for reporting injuries, illnesses, accidents or near misses which take
place at work. The Company has a duty to record all incidents and complete an investigation and
report, where necessary, to the relevant enforcing authority. The aim of recording and investigating
incidents is to prevent a similar event happening again. All incident information will be reviewed by
Line Management, with support sought from our external safety advisors when required. The
complexity and depth of an investigation is determined by the nature of the incident. The outcome
of the investigation will determine what course of action the Company will take. Various report
forms are available within the Company’s Health & Safety Management System to allow incident
information to be recorded, reviewed and actioned.

3. Asbestos
Where the Company has responsibility for the maintenance, repair or management of non-
domestic premises, it acknowledges its duties under the Control of Asbestos Regulations.
The Company will ensure that a suitable and sufficient asbestos survey is in place where
applicable and that an asbestos management plan is developed, implemented and reviewed as
required.

Where asbestos containing materials are identified, they will be managed, monitored or removed in
accordance with legal requirements by competent and appropriately licensed contractors.

Relevant information relating to asbestos risks will be made available to employees, contractors
and others who may be affected. Records relating to asbestos surveys and management
arrangements will be retained and made available to enforcing authorities upon request.

4. Company Vehicles & Occupational Driving
All vehicles, whether purchased, hired or leased will be suitable and safe for their intended
purpose. Only those who are authorised and have the necessary competency (training / licencing)
are permitted to operate vehicle on behalf of the business. Driving is limited to work-related
activities, unless otherwise approved in writing and in advance by Line Management. Employees
are responsible for adhering to the requirements of the Highway Code (speed limits, seat belts,
road types, eyesight, drug/drink driving, in-vehicle technology etc.) when driving a vehicle. The
Company, unless alternative arrangements are made in writing, are responsible for arranging
servicing, maintenance and testing. Maintenance will be undertaken on a routine basis at
appropriate / nominated workshops, and will be dependent on the law, Company rules or
manufacturer’'s recommendations. Employees, when instructed by Line Management, are required
to perform periodic checks on vehicles and must report any issues, damage or defects to Line
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Management. In order to maintain vehicles and comply with the Road Traffic Act, it is the
responsibility of all drivers to undertake daily checks before starting the engine. This is particularly
important when vehicles are working in dirty conditions when mirrors, lights, registration plates,
etc., can become ineffective. When requested, employees should provide a copy of any required
licence to Line Management. Every employee working within the Company has a duty to notify
Line Management of changes to their driving licence entitlements. All drivers must complete an
Occupational Driving / Road Risk Assessment, at least, annually. Where any changes take place,
an additional assessment must be completed. Actions arising from any assessment must be put
into place. Line Management, in conjunction with drivers, are responsible for ensuring;

o Adequate consideration is given to preventing / reducing driver fatigue
o Routes and journeys are adequately planned
e Driving hours / distances are kept to the lowest practical level

If a vehicle breaks down, the driver must consider their own and other road user’s safety. Where
possible, the driver must get their vehicle off the road and use the hazard warning lights to warn
other road users, if the vehicle is causing an obstruction. If exiting the vehicle, drivers are required
to wear high visibility clothing to ensure they are visible to other road users. Drivers involved in an
accident or collision must ensure their vehicle (if possible) is moved to a safe location and the
engine is switched off. Drivers must report any breakdown or collision to the appropriate authorities
and Line Management as soon as possible. The Company will take the necessary steps to ensure
the driver is assisted and the vehicle is recovered promptly. It is the responsibility of the vehicle
driver to inform Line Management of any points, convictions or infringements that occurred whilst
driving a Company, personal or hire vehicle. The Company reserves the right to take disciplinary
action against employees who incur driving points, bans or convictions.

5. Contractors
As Contractors could potentially place at risk the health & safety of our own employees or
employees of other Contractors, we expect the same standards of health and safety performance
from Contractors that we do from our own employees. The Company will ensure any Contractor
engaged to perform works on site or on behalf of the business is adequately vetted and provided
with the necessary information, instruction and supervision. When deemed necessary, Contractors
will be asked to provide certain documentation, certification and evidence of their competency.

6. Display Screen Equipment (DSE)
Any employee expected to use Display Screen Equipment will be provided with information on the
risks associated with using the equipment and suitable instruction on how to set up & use the
equipment safely. When deemed necessary, employees will be provided with specific DSE
training, which will be refreshed periodically. Users of Display Screen Equipment are required to
complete a user assessment at least annually. Completed assessments will be reviewed by Line
Management with action taken as required. Further details can be found by accessing the HSE
website, HSE guidance document INDG36. Any concerns or issues relating to the use or set up of
Display Screen Equipment are to be discussed immediately with the appropriate Line Manager or
Safety Advisor. When required, further advice will be sought from a Medical Professional.

7. Drugs, Alcohol, Smoking & Fitness
The Company recognises that the health, wellbeing and fitness for work of its employees is
essential to maintaining a safe and productive working environment. Employees must be capable
of performing their duties safely and without risk to themselves or others at all times. The Company
requires all employees to be fit for work. Employees must not attend work, or remain at work,
where there is reasonable cause to believe that their ability to work safely is impaired due to
alcohol, drugs or the misuse of prescribed or over-the-counter medication. The consumption,
possession or misuse of alcohol or drugs during working hours, or whilst undertaking work on
behalf of the Company, is prohibited. Any breach of this requirement may be treated as a
disciplinary matter in accordance with Company procedures. Employees who are taking prescribed
or over-the-counter medication which may affect their ability to work safely must inform Line
Management, so that appropriate controls, adjustments or alternative duties can be considered
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where reasonably practicable. The Company encourages employees who believe they may have a
dependency, health or wellbeing issue which could affect their fithess for work to seek support and
to discuss the matter in confidence with Line Management. Where appropriate, employees may be
supported in seeking medical advice or treatment, and reasonable adjustments may be considered
to support a return to safe work. The Company is committed to providing a working environment
that protects employees from exposure to tobacco smoke. Smoking is not permitted within
Company buildings, Company vehicles, or immediately outside entrances and exits. Smoking will
only be permitted in designated areas, which will be clearly identified and communicated. The use
of electronic smoking devices may be restricted or prohibited within Company premises and
vehicles where deemed necessary to protect health, safety or the Company’s professional image.
The Company also recognises that excessive or unmanaged work-related stress can have an
adverse effect on health and safety. The Company will take reasonable and practicable steps to
manage work-related stress through risk assessment, appropriate workload management and
effective communication. Employees are encouraged to raise any concerns relating to stress or
wellbeing with Line Management at the earliest opportunity.

Further advice and guidance relating to fitness for work, substance misuse, smoking or wellbeing
will be obtained from competent advisors or medical professionals where required.

8. Stress, Mental Health & Fatigue
The Company recognises that work-related stress, poor mental health and fatigue can adversely
affect employee wellbeing, performance and safety. The Company will take reasonable and
practicable steps to identify and manage risks associated with work-related stress, mental health
and fatigue through risk assessment, appropriate job design, workload management, working time
arrangements and effective communication. Line Management are responsible for monitoring
workloads, working hours and patterns of work within their areas of control, and for taking
appropriate action where there is reason to believe that stress or fatigue may present a risk to
health and safety. Employees are encouraged to raise concerns relating to stress, mental health or
fatigue at an early stage with Line Management, so that appropriate support, controls or
adjustments can be considered. The Company will seek to promote a supportive working
environment and, where appropriate, may support employees in accessing occupational health or
other professional support. Any information disclosed in relation to mental health will be treated
sensitively and in confidence, in line with data protection requirements. Arrangements for
managing stress, mental health and fatigue will be reviewed periodically and in response to
incidents, absence trends or significant organisational change.

9. Dust
In accordance with the requirements of the COSHH (Control of Substances Hazardous to Health)
Regulations, Line Management are required to plan, organise, carry out and supervise work
activities so as to prevent and control nuisance from dust, as far as is reasonably practicable.
There are a number of workplace operations which have the potential to create dust. To ensure the
risk to employees is as low as reasonably practicable, the Company will carry suitable risk
assessments and implement control measures. Control measures may include local exhaust
ventilation (LEV), dust monitoring or personal protective equipment (PPE). The findings of any risk
assessments, including control measures, will be communicated to all employees. Employees are
encouraged to report any health issues or concerns to Line Management.

10. Electrical Equipment
To ensure compliance with the necessary regulations, the Company will ensure all portable
appliances are inspected / tested, by a competent person, periodically. The inspection & testing
schedule will be decided by Line Management and will be determined by factors such as;
manufacturer’s instructions, voltage, areas of use, type of equipment and risk assessment. The
condition of the fixed wiring system will also be checked, by a competent person, as per the
guidance detailed in the BS7671 IET Wiring Regulations or as recommended by the competent
inspector. Any new electrical installations will comply fully from installation. Anyone using electricity
and electrical equipment will be made aware of the risks of electrocution, electric shock, burns, fire
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and explosion. All precautions will be taken to reduce such risks. Employees must report any fault
or defect which they notice in any electrical installation or equipment to Line Management as soon
as they discover it. Defective installation / equipment must not be used until fully repaired and
should be isolated from any power source.

11. Employee Induction & Consultation
New employees joining the Company will receive induction training and records will be kept, signed
by the person providing the instruction and the new employee. Induction training will include, as a
minimum, the following — explanation of the Company Health & Safety Policy, findings of any risk
assessments relevant to the employees duties, description of the employees duties and
responsibilities, site rules, welfare arrangements, first aid arrangements, fire procedures, incident /
accident reporting, lines of communication and any other information deemed necessary by Line
Management. The Company acknowledges the importance of employee involvement in health and
safety matters and will ensure employees are consulted on relevant matters. Consultation will be in
various forms and the frequency will be dependent on the nature of the matter.

12. Fire Procedures
The Company recognises that a fire within our premises is a significant risk to the health & safety
of any person in the premises, within the vicinity of our premises and to fire fighters / rescue
services who may have to attend in an emergency. The Company and those under its control will
do all that is reasonably practicable to prevent fire. Suitable fire precautions will be maintained, and
all site personnel will be instructed in fire procedures. The Company will seek expert advice on fire
safety management and will carry out or appoint a competent person to perform on our behalf, a
fire risk assessment. The assessment will be recorded, communicated and reviewed periodically.
In relation to fire safety, the Company will ensure; fire system components (where installed,
detection, warning, lighting & extinguishing) are regularly inspected, tested & maintained, good
housekeeping and working practices are maintained, safe means of escape are provided &
maintained, a suitable emergency evacuation plan is established & practiced, employees are
trained / instructed on fire procedures, high risk activities are identified & controlled, persons
requiring additional assistance or information are considered, appropriate signage is displayed /
installed and that appropriate records are kept. The safety of visitors will also be considered, and
any necessary information will be provided.

13. First Aid
Line Management are responsible for carrying out an assessment of the Company’s first aid
needs. The assessment will consider any specific training requirements, the quantity of people who
require training and the size / type of first aid kits. The Company will ensure any necessary
provisions are provided. Any training provided will be refreshed at suitable intervals and any first
aid kits supplied will be checked and replenished on a regular basis. Details of the Company’s first
aid arrangements will be communicated to employees and visitors. Additional assessments will
need to be carried out when employees perform high hazard activities, work in remote areas or
work alone.

14. Gas Safety
Where heating equipment is supplied by gas, the Company will ensure systems are serviced and
maintained as per the manufacturer’s instructions. Any person engaged by the Company to service
or maintain mains gas systems must be on the Gas Safe Register. Where portable gas equipment,
including cylinders, are in use, the Company will ensure; equipment is regularly maintained and
safe for use, equipment is handled, stored, used and transported safely, employees are provided
with the necessary information, instruction, training & supervision and that the use of any such
equipment is adequately assessed. Following assessment, the Company will ensure appropriate
control measures are communicated and implemented.

15. Hazardous Substances
The Company understand the use of hazardous substances could adversely affect the health &
safety of employees. The details of any substances used, handled or stored by the Company (and
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its employees) will be detailed on a register. The register will be periodically reviewed and updated.
A Material Safety Data Sheet (MSDS) will be obtained and retained for all products on the register.
When required, based on the properties or use of the substance, a subsequent COSHH Risk
Assessment will be carried out. The details provided on the MSDS and / or COSHH Assessment
will determine what follow up action is to be taken. The Company will ensure employees are
provided with information, instruction and training on the risks associated with substances used
and the safe handling, storage, transportation, use and disposal of substances. Employees will
also be provided with any necessary protective clothing or equipment. In order to safeguard
employees and ensure compliance with the COSHH Regulations, the Company will seek expert
advice from the HSE, industry professionals, manufacturers and suppliers and through
consultation.

16. Hot Works
Line Management will designate areas where hot works can be carried out. The Company will
avoid hot works wherever possible outside of the designated areas. Where hot works are carried
out by Company employees, during routine or work-based operations, the Company will complete
a risk assessment. Controls highlighted by the relevant task-based risk assessment must be in
place and adhered to. Only employees that have the relevant competency and authorisation are
permitted to carry out hot works. Failure, by any employee, to operate within the controls of the risk
assessment will result in potential disciplinary action. Any equipment provided to perform hot works
will be adequately maintained and safe for use. When deemed necessary by Line Management, a
permit to work system will be used.

17. Information, Instruction & Training
Health & Safety information comes from numerous sources. The Company Health & Safety
Management System provides the primary source of information. Employees who seek further
information are advised to contact Line Management. In addition, free HSE advisory leaflets may
be obtained directly from the HSE website, www.hse.gov.uk or through Management. The
Company will ensure that the correct instruction and supervision is provided to all employees.
Instruction may take the form of supplier’s instructions or risk assessment. These instructions must
be followed in all circumstances. Training needs may be identified and provided as a result of risk
assessment. Most training can be carried out by experienced, competent staff; however, specialist
instructors may be required in some instances. In some instances, on-line or toolbox talks style
training can provide a flexible method for training delivery.

18. Lone Working
The Company will ensure, as far as is reasonably practicable, the safety of its employees and self-
employed contractors who, at times, may be required to work alone or unsupervised for significant
periods of time are protected from risk to their health and safety. Lone working may expose
employees and others to additional hazards. The Company will either remove the risk from these
hazards or, where this is not possible, reduce them to an acceptable level. Line Management are
responsible for carrying out a Lone Working Risk Assessment and consideration should be given
to the following; the remoteness / location of the workplace, the task(s) to be undertaken,
communication methods, the possibility of external interference and the nature of injury or ill health
which may be suffered. The relevant persons shall be given all necessary information, instruction,
training and supervision to enable them to recognise the hazards associated with lone working.
Lone workers will be required to follow safe working procedures including communication methods,
emergency procedures, first aid provision and ‘check in’ systems when working alone. Young,
inexperienced persons or new starters shall not work alone until their competence has been
confirmed by Line Management. The Company will confirm to workers the limits of work / tasks that
may be carried out when lone working. Whenever lone working takes place, a defined ‘check in’
system will be used that shall include maximum time limits for contact between Line Management
and the lone worker.

19. Manual Handling
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The Company has a legal duty under the Manual Handling Operations Regulations and is
committed to; avoiding manual handling operations so far as is reasonably practicable, providing
suitable mechanical aids, assessing tasks and looking at ways a task, load or working environment
can be changed and taking the necessary steps to ensure the risk to health is at the lowest
practicable level. Line Management in control of their respective activities are responsible for
ensuring a suitable manual handling assessment has been carried out for all operations which are
to be undertaken. Assessments are to be reviewed and updated as required. The Company will
ensure employees are provided with the necessary information, instruction, training, supervision
and protective equipment to ensure manual handling operations are performed safely.

20. Monitoring, Measuring & Reviewing Health & Safety Performance
In order to maintain and improve the Company’s health and safety performance, it is essential to
measure it. Two approaches, pro-active and reactive monitoring, are taken to ensure effective
management and development of a positive safety culture. The Company will use the information
gained from both sources to improve health and safety. Pro-active monitoring is undertaken
through a number of auditing and inspection activities (such as statutory examinations, internal
inspections and auditing from an external source) and can be carried out by Line Management,
employees, contractors and safety advisors. The Company’s incident reporting system and internal
inspection reports allow monitoring of incidents and current activities in the workplace. The
following are examples of areas of reactive monitoring — injuries and ill health resulting from work,
accidents resulting in property or equipment damage and near miss incidents. Both methods of
monitoring provide valuable information which should be used to update processes and
procedures to prevent any recurrence as quickly as possible. The Company will also regularly
review its Health and Safety Management System to ensure that all elements remain suitable and
effective in protecting its employees and any others that may be affected by its activities. The
review will address the possible need for changes to policy, objectives and other elements of our
Health and Safety Management System, in the light of Health and Safety Management System
audit results, changing circumstances and the commitment to continual improvement. Reviews will
be completed on a regular basis, at least annually. Following each review, specific arrangements
will be made for any revisions to our Health and Safety Policy that may be required. Specific
remedial actions will be assigned to designated individuals, together with target dates for
completion. Follow-up arrangements will be established to ensure satisfactory implementation of
remedial actions identified during the review and areas of emphasis will be reflected in the planning
of future internal health and safety audits.

21. Noise
The Company will assess the risk arising from exposure to noise in the workplace in accordance
with the Control of Noise at Work Regulations. Where noise exposure is identified as reaching or
exceeding the lower exposure action value, the Company will implement appropriate control
measures and provide employees with information and training. Where exposure reaches or
exceeds the upper exposure action value, additional controls will be implemented, including
engineering or organisational measures, and the use of hearing protection will be enforced where
required. Areas where there is a foreseeable risk of harmful noise exposure will be identified and
controlled. Hearing protection, where provided, must be worn and maintained as instructed.
The Company will seek competent advice and arrange noise monitoring where required to ensure
risks are reduced to the lowest level reasonably practicable.

22. Personal Protective Equipment (PPE)
The Company will use the findings of risk assessments, safe systems of work, material safety data
sheets and information provided by suppliers / manufacturers to determine what PPE is to be
available and supplied to employees. Any required PPE will be made available and must be, used
when required and adequately maintained. It is important to note that PPE should always be
regarded as a ‘last resort’ so engineering controls and safe systems of work should always be
considered first as it may be possible to do the task by another method which does not require the
use of PPE. PPE registers will be developed, and these will detail what PPE has been supplied to
employees. Employees are required to sign their supply register to confirm receipt of PPE. If new
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PPE is required, employees are required to report to Line Management, who will take the
necessary action. Employees will be provided with information, instruction and training on how to
use, clean, store and maintain PPE. Line Management will also, annually, inspect employees PPE
to ensure it is still available and in a serviceable condition. When an activity requires the use of
PPE, common sense must prevail. Whilst the Company is responsible for providing a safe working
environment, every person is required under the Health and Safety at Work Act to act responsibly
and to take all reasonable precautions to protect themselves from accident.

23. Plant, Machinery and Work Equipment
Work equipment includes any machinery, appliance, apparatus or tool which is used by a person at
work. It may include equipment not in the Company’s ownership (e.g. equipment which is owned
privately by an employee). The use of any equipment which is not owned by the Company must be
authorised in advance by Line Management. Work equipment is covered under the Provision and
Use of Work Equipment Regulations 1998 (PUWER). Incorrect and / or careless use of equipment
can result in personal injury to any person and damage to property or equipment. All equipment
must be used with due care, for its intended purpose and in its intended conditions only.
Equipment must be used in accordance with its instructions for use and any applicable directions
and training. Where necessary, users of work equipment shall receive information, instruction and
training before they begin to use any equipment and, thereafter, if necessary. This shall include
information etc., about potential hazards; safe conditions and methods of use; use of protective
equipment; possible emergencies and emergency action. Only trained and authorised persons
may use hazardous equipment. Use of hazardous equipment by unauthorised persons may result
in disciplinary action. All equipment must be maintained in a safe and efficient condition and good
repair. Storage and maintenance must be suitable for the specific equipment. Where necessary,
equipment will be inspected, serviced and examined (as per any relevant statutory requirements)
to ensure that it is safe for use without risk of injury or damage and appropriate records shall be
kept up to date. Users of work equipment are required to report any fault / defect which they notice
in any work equipment or safety device attached to it, or any personal protective equipment to Line
Management, immediately on discovering the said fault / defect. Equipment must not be used until
defects / faults have been rectified (unless it has only minor defects which do not carry risk to
health and safety and where a person receives prior written authorisation from Line Management).
Where necessary, safety devices shall be attached to equipment (e.g. protective devices, markings
or warnings). Equipment must be operated with or in accordance with any safety devices attached
to it. Safety devices must not be removed, circumvented or otherwise tampered with. Where
appropriate, personal protective equipment will be provided and must be used at all times when
operating, working or being in the vicinity of the relevant equipment. When buying new work
equipment, or disposing of old equipment, relevant legal requirements and product safety
regulations shall be followed. For example, all new equipment must carry the CE/UKCA mark or
appropriate international kite-mark. Depending on the specific piece of plant or equipment,
additional training may be required. Line Management are responsible for assessing training needs
and providing training (this may include certain qualifications, certification or licences). To ensure
the health & safety of all persons, it is imperative that only those with the relevant training,
knowledge and authorisation use or operate plant and equipment. Maintenance work should only
be carried out by those who are authorised, trained and competent. Reference should be made to
the relevant risk assessment, held within the Company’s Health & Safety Management System,
when using or maintaining plant and equipment.

24. Risk Assessment & Safe Systems of Work
The Management of Health & Safety at Work Regulations require the Company to assess the risks
for work activities. In addition, the Health and Safety at Work Act 1974 places the duty to ensure
there are safe systems of work for direct employees and employees of subcontractors. The
Company is committed to adhering to the requirements of the above. There is no such thing as a
risk-free workplace, some workplaces have high levels of risk. The aim of the Company is to
minimise threats to health & safety by good management and processes. Risk assessment is the
key to effective management of health & safety. The law does not expect that all risks are
eliminated, but employers are required to protect employees as far as “reasonably practicable”.
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The aim of assessments & procedures is to design the work activity covering the following main
elements, people (their physical capabilities and levels of training), their interface with the work
equipment they use and the environment in which they work. The aim of the assessment system is
to break the work activity down into systematic steps from start to completion, at each step
identifying the hazards and where possible eliminating the hazards. Where elimination is not
practicable the controls to be used must be identified. The use of PPE is only to be considered as
a last resort, as indicated in the hierarchy of controls. Line Management in control of their
respective activities are responsible for ensuring task specific risk assessments are carried out and
then task safe systems of work issued, communicated and implemented. Line Management and
employees are to be responsible for undertaking risk assessments. When required, the Company
will seek the advice of, suppliers, manufacturers and industry professionals for development and
review of assessments. To simplify and standardise core activities a central index is to be held,
from which a hard copy of the risk assessment / safe system of work can be obtained. The aim of
the index is to be comprehensive and hold numerous site-specific practical scenarios, which can
be developed when the need for a new site-specific assessment / system of work is required. For
tasks that are not contained within the core index, Line Management and employees are to
complete a new specific assessment and complete a task safe system of work, where required.
Management will link the training identified in the risk assessment / safe system of work to the
personnel under his / her control. Using the system will enable Management to plan the training
needs of their personnel and to ensure that all personnel are in possession of the correct level of
competence to perform the task of work they are to undertake. The Company understand the
importance of reviewing risk assessments / safe systems of work and making sure they remain
suitable and sufficient. Documents / processes will be reviewed annually, and any changes will be
communicated to the relevant persons. Further advice on risk assessment will be obtained from
the HSE and through consultation.

25. Vibration
Vibration exposure from prolonged and regular work with powered hand-held tools, equipment or
processes can have adverse effects on the hands and arms of users. Without effective controls,
workers using such equipment may suffer various forms of damage, known as ‘hand-arm vibration
syndrome’ (HAVS), the most common form of damage is ‘vibration white finger’ (VWF). This is a
painful condition, and the effects can include impaired blood circulation, damage to the nerves and
muscles, and loss of ability to grip properly. Hand Arm Vibration Syndrome is a prescribed
occupational disease, diagnosed cases confirmed by a doctor are reportable under the Reporting
of Injuries Diseases and Dangerous Occurrences Regulations (RIDDOR). The Company is
committed to reducing the risks associated with hand arm vibration and will assess the risk to
vibration from all vibrating tools used in the business, whether supplied by the Company or the
employee. Employees tools must be logged on a register and tagged as ‘Authorised Tools’, tools
that are not authorised MUST NOT be used. Employees will be provided with information on
potential sources of vibration, potential health effects, vibration data of tools in use, their duties in
relation to hand arm vibration and how they can assist in controlling exposure risk. Employees are
required to report any new tools, damaged tools, signs of excessive exposure or health concerns
to Line Management. When purchasing, hiring or replacing equipment, the Company will, so far as
is reasonably practicable, source equipment with reduced vibration emissions. The Company will
periodically review its equipment to check if any lower vibration equipment is available. The
findings of any risk assessment will be communicated and will determine the need for tool
replacement, further training and monitoring. Further information will be obtained from the HSE and
through consultation.

26. Legionella
The Company recognises its responsibilities to control the risk of exposure to legionella bacteria
arising from water systems under its control. Where the Company has responsibility for water
systems, it will ensure that a suitable and sufficient assessment of the risk of legionella is carried
out and that appropriate control measures are implemented, monitored and maintained in
accordance with legal requirements and recognised guidance. A responsible person will be
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appointed to oversee the management of legionella risks. Where necessary, competent external
specialists will be engaged to carry out risk assessments, monitoring, inspection, maintenance or
remedial works. Control measures may include temperature control, regular inspection and
maintenance, system flushing, cleaning and disinfection, and the maintenance of appropriate
records. Employees and contractors who may be affected by legionella risks, or who are involved
in the management of water systems, will be provided with relevant information, instruction and
training. Legionella risk assessments and associated control measures will be reviewed at
appropriate intervals and whenever there is reason to believe they are no longer valid, including
following changes to water systems or building use.

27. Visitors
Responsibility for the health and safety of visitors rests with the person who invited them onto
Company premises. All visitors will be provided with appropriate health and safety information,
instruction and supervision relevant to the nature of their visit and the areas accessed. Where
necessary, suitable personal protective equipment will be provided. The Company will take
reasonable steps to ensure that visitors who may require additional assistance, including those
with mobility or sensory impairments, are able to visit the premises safely. Where appropriate,
individual emergency arrangements (such as Personal Emergency Evacuation Plans) will be
considered.

Visitors will not be permitted to enter hazardous areas unless they have been authorised, informed
of the risks, and provided with suitable controls and supervision.

28. Waste Materials
The Company recognise their responsibility to manage the waste produced by their activities and
the environmental impact of their activities, products and services. In order to promote good
environmental practices and to ensure waste is suitably managed by the company, the Policy with
regard to waste management is as follows:

o Hazardous waste materials must be segregated and disposed of only in approved
containers which should be clearly labelled

o Departmental waste must be placed in the correct containers

e Suitable provisions to deal with spillages to be made available for any tasks performed by
the Company

o Waste material will be disposed of in conjunction with the Company’s environmental policy
procedures

¢ Advice will be gathered from suppliers, manufacturers and industry professionals

o Where ever possible, waste materials will be recycled, and overall waste kept to a minimum
The Company will promote environmental awareness in order to increase and encourage
waste minimisation, reuse and recycling

e Specialist waste will only be handled by authorised and competent persons

e Waste handling records will be retained

29. Welfare Facilities
The Company will ensure that; toilet facilities are kept clean and orderly with sufficient toilet paper
& facilities for washing and drying hands, an adequate supply of drinking water from the mains is
supplied with suitable cups or other drinking vessels available (this will be located away from
contamination sources), an adequate supply of hand washing facilities, including soap, water and
towels are available and replenished as required and adequate rest and eating facilities are
provided (this will be located away from the work station and will include; an appropriate amount of
seating, adequate cooking and suitable washing up facilities). When required, based on work
activities, additional arrangements will be made to accommodate clothing and the changing of
clothes. When necessary, arrangements will be made to ensure adequate welfare facilities are
available for staff involved with work away from our premises.
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30. Work Arrangements (General)
Buildings where work may be carried out will be of sound construction with safe means of access
and egress. Working areas will be designed to ensure suitably adequate space, light, temperature
and ventilation for reasonable comfort and safety. Any area of special hazard shall be signed
clearly and be subject to suitable safety measures and access arrangements. Appropriate
protective equipment / clothing shall be provided for dealing with any particular danger or risk at
the relevant area and must be used / worn. Only specially trained and authorised persons may
enter and, if necessary, work in a special hazard area (such as; roofs and confined spaces which
are likely to be unventilated). Such persons are required to contact Line Management to take all
the necessary precautions before commencing work. Where required a Permit to Work must be
completed. Corridors and staircases will provide safe emergency escape routes and access. They
must not be used as storage or work areas. Windows, doors, gates etc. will be suitably constructed
and if necessary, fitted with safety devices. All floor structures will be adequately maintained and
safe for use. Steps shall be taken to endeavour to keep temperature in Company premises within a
comfortable range and in any event above the statutory minimum guidelines of 13 degrees
centigrade for active work and 16 degrees centigrade for office work (after the first hour of work
and except for rooms which are open to the outside and the like). There is no set maximum
temperature, but the Company shall endeavour to ensure that temperature is maintained at a
comfortable level. In addition, the Company shall endeavour to keep buildings at a comfortable
humidity range (40-75% RH) to prevent irritation to eyes and respiratory tract. When requested to
do so, the Management will carry out temperature and humidity monitoring. Where, due to a
person’s work, it is not practicable to maintain the temperature and level of humidity specified
above (e.g. because a person works outdoors), the Company shall take all reasonable measures
to prevent the risk of injury to the person (e.g. providing personal protective clothing, allowing for
acclimatisation to the work environment and training and allow regular breaks). All persons are
required to adhere to all such measures and use protective equipment at all times. The Company
will endeavour to ensure adequate lighting is available in all areas. Any issues relating to lighting
levels should be reported to Line Management, who will take the necessary steps to resolve the
issue. All areas of the workplace, including floors, walls and ceilings and the furniture, furnishings
and fittings will be kept clean, tidy and in good order.

31. Working at Height
The Work at Height Regulations cover the obligations of the Company, and any person under our
control, within the workplace. A summary can be found in Health and Safety Guidance INDG401.
The Work at Height Regulations applies to all work at height where there is a risk of a fall liable to
cause personal injury. The Company will ensure employees are provided with the necessary
information, instruction, training and supervision to enable work at height to be carried out safely.
Any work at height equipment supplied will be suitable for the task, the user, regularly inspected
and adequately maintained. Any work at height equipment not supplied by the Company may only
be used if written authorisation is provided by Line Management. The Company will conduct risk
assessments for any activity which involves work at height. Where possible, work at height will be
avoided. Where work at height cannot be avoided, work equipment or other measures to prevent
falls will be supplied. Where the risk of a fall cannot be eliminated, the use of work equipment or
other measures to minimise the distance and consequences of a fall, should one occur, should be
used. Employees are required to; inspect equipment before use, work safely, following any training
they have received, report any hazards, concerns or defects and use any equipment / safety
devices provided.

32. Working Time
The regular attendance at work and punctuality of employees are important factors to personal
success and to the success of our organisation. We all work as a team to provide services to our
customers and clients, and this requires that each person be at work at the assigned times. If a
situation arises which makes it impossible to report to work, or if you are going to be late,
employees must immediately contact Line Management. The Company discourage the working of
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excessive hours and will do all it can to ensure compliance with the Working Time Regulations.
The regulations are complex, but the main provisions are as follows:

o That employees should not be required to work more than a maximum of 48 hours per
week (including overtime) averaged over a 17-week period

¢ That employees should not be required to work more than a maximum of an average of
eight hours’ night work per 24-hour period

o That employees should have a minimum daily rest period of 11 consecutive hours

o Workers have the right to one uninterrupted 20-minute break during their working day
where the working day is longer than 6 hours

o That employees should have a minimum rest period of one day per week

Employees are entitled to paid annual leave in accordance with the Working Time Regulations.
This currently equates to a minimum of 5.6 weeks’ paid leave per leave year, inclusive of
public/bank holidays, calculated on a pro-rata basis for part-time staff.

Annual leave arrangements will be managed in line with Company procedures and employment
contracts. The Company will ensure that employees are able to take their statutory entitlement and
will maintain appropriate records to demonstrate compliance.

The only way that employees will be permitted to work in excess of an average of 48 hours per
week averaged over a seventeen-week period, will be if they agree formally to opt out of this
provision which has been introduced to protect their health and safety at work. Further information
will be provided to employees when required. Where young persons are employed, the Company
will seek specialist advice to ensure compliance with the regulations. The Company is also
committed to maintaining records of working hours, to ensure continued compliance. Whilst
research has shown that work is generally good for your health, it is also now recognised that an
excess of work that is unrelenting can have adverse health effects. Employees will be informed of
the ill-health effects of working excessive hours and the Company will monitor working hours to
ensure compliance but also prevent ill health of employees.

Version History & Approval

Author /
Version Date Prepared Summary of Changes / Notes
By

Comprehensive rewrite of the policy. Added new sections,
strengthened organisational responsibilities, clarified use of
external competent advisor (AW Safety), updated general
introduction, and expanded guidance.

1.0 15 Jan 2026 ||AW Safety

Distribution / Communication:

This policy must be communicated to all employees, contractors, and relevant stakeholders.
Supporting documentation and arrangements are available via the IRM Connect Portal.

Confidentiality:

This document is for internal use only and should not be shared outside the organisation without
prior approval.
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