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Part A: Statement of Intent 
 
Big Creative Academy recognises that it has responsibilities for the health and safety of 
our workforce whilst at work and others who could be affected by our work activities. We 
will assess the hazards and risks faced by our workforce in the course of their work and 
act to control those risks to an acceptable, tolerable level. 

Our managers and supervisors are made aware of their responsibilities and required to 
take all reasonable precautions to ensure the safety, health and welfare of our workforce 
and anyone else likely to be affected by the operation of our business. 

This business intends meeting its legal obligations by providing and maintaining a safe and 
healthy working environment so far as is reasonably practicable. This will be achieved by; 

• providing leadership and adequate control of identified health and safety 
risks; 

• consulting with our employees on matters affecting their health and safety; 
• providing and maintaining safe plant and equipment; 
• ensuring the safe handling and use of substances; 
• providing information, instruction, training where necessary for our workforce, 

taking account of any who do not have English as a first language; 
• ensuring that all workers are competent to do their work, and giving them 

appropriate training; 
• preventing accidents and cases of work-related ill health; 
• actively managing and supervising health and safety at work; 
• having access to competent advice; 
• aiming for continuous improvement in our health and safety performance and 

management through regular (at least annual) review and revision of this 
policy; and 

• the provision of the resource required to make this policy and our health and 
safety arrangements effective. 

We also recognise; 

• our duty to co-operate and work with other employers when we work at 
premises or sites under their control to ensure the continued health and 
safety of all those at work; and 

• our duty to co-operate and work with other employers and their workers, 
when their workers come onto our premises or sites to do work for us, to 
ensure the health and safety of everyone at work. 

To help achieve our objectives and ensure our employees recognise their duties under 
health and safety legislation whilst at work, we will also remind them of their duty to take 
reasonable care for themselves and for others who might be affected by their activities. 

 

Signature: 

Role:   Principal

Date: 

 

27/1/25



Part B: Responsibilities for Health and Safety 
 

Although the Board of Governors have overall responsibility for the implementation of 
this policy day to day responsibility for specific issues has been delegated to key 
personnel. 

  
The management structure within our business is shown here and the allocation of day 
to day responsibility for specific health and safety issues is shown in the Responsibility 
Chart which appears later in this document. 
 

The Board of Governors have recognised that they retain overall responsibility for health 
and safety matters.  They also recognise that the business needs to take action in 
respect of the key points listed here. In managing these matters emphasis is placed on 
managers and supervisors for recognising hazards and potential risks and then taking 
steps to minimise their effects on employees and others. 
 

General 
• Provide and resource an effective health and safety management system. 
• Make arrangements to consult with employees on health and safety matters. 
• Arrange and maintain appropriate Employers’ Liability Insurance cover. 
• Ensure that health and safety implications are considered when acquiring 

new equipment and machinery. 
• Ensure that contractors (when used) are competent and monitored during 

work. 
• Ensure that a process is in place to identify and report hazards. 
• Ensure that all employees receive appropriate health and safety training. 
• Provide measures to protect the health and safety of employees working 

alone. 
• Monitor the health and safety performance of the organisation. 

 

Occupational Health 
• Ensure that adequate procedures are in place to identify and address 

occupational health risks. 
• Ensure that the measures required to reduce and control employees’ 

exposure to occupational health risks are in place and used. 
• Implement measures to reduce stress within the workplace. 

  

   Student Services

   Caretaker

     Facilities Manager

  
   Academy Business Manager/DDOITB

   Curriculum Managers

   Principal

   Board of Governors
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Accidents, Incidents and First Aid 
• Record accidents and incidents. 
• Complete accident and incident investigations, identify causes and measures 

for prevention. 
• Ensure that applicable injuries, diseases and dangerous occurrences are 

reported to the Enforcing Authority. 
• Ensure that adequate first aid arrangements are in place. 

  

Fire and Emergency Arrangements 
Ensure that; 

• Adequate arrangements are in place to deal with fire safety at our premises 
or at our member’s premises. 

• Employees are aware of the fire and evacuation arrangements and other 
emergency procedures. 

• Emergency equipment is provided, tested and maintained appropriately. 
• Adequate Fire Risk Assessments are completed. 

  

Risk Assessment 
Ensure that; 

• Risk assessments are complete and Safe Systems of Work are produced for 
all activities that pose a significant risk of harm. 

• Risk assessments are documented. 
• The outcomes of risk assessments are carefully explained to the workforce. 

  

Premises 
• Provide a suitable and safe working environment for employees with 

adequate welfare facilities. 
• Ensure that the fixed electrical installation is adequately installed and 

maintained. 
• Introduce and maintain measures to control and manage the risks from 

asbestos. 
• Ensure good housekeeping standards are instigated and maintained. 
• Provide suitable and sufficient maintenance of the facilities provided within 

the workplace. 
  

Equipment 
                             Ensure that; 

• All equipment provided by the organisation is suitable and properly used. 
• All work equipment is adequately maintained and safe. 
• Portable electrical appliances are adequately maintained, inspected and 

tested. 
• Appropriate hand tools are provided and maintained. 
• Any Personal Protective Equipment (PPE) provided gives suitable protection, 

is used and that employees are given information, instruction and training on 
its use. 

  

  

Managers and supervisors 
 



In addition to their general responsibilities for health and safety the Responsibility Table, 
shown later, sets out specific delegated health and safety responsibilities and identifies 
the managers and supervisors they are allocated to. They should refer to the associated 
Safety Arrangements, set out later, for further detail about those responsibilities. 
 
 

Employee and workers’ responsibilities 
 
Our policy takes account of the specific statutory duties placed on people to take care 
for their own health and safety whilst at work and for that of others. Specifically we 
expect employees to; 

• Ensure that company policies and procedures are read, understood and 
followed at 
all times. 

• Ensure that isolation and lockdown procedures are followed at all times. 
• Follow booking on and off site procedures at all sites (including head office). 
• Take reasonable care for their health and safety and the safety of others 

whilst at work. 
• Not intentionally or recklessly interfere with or misuse anything required by 

law or provided by the company in the interests of health and safety. 
• Visually inspect tools, PPE and equipment prior to use. 
• Ensure that PPE, tools and equipment are maintained, used and stored in 

accordance with manufacturer documentation. 
• Follow all safety instructions and guidance when using equipment 
• Report any Good Catches, incidents, accidents and non-conformances to the 

H&S manager. 
• Contribute to the promotion of health and safety in the workplace 
• Follow all written safe systems of work (ssow) including method statements, 

risk assessments, COSHH data, permits to work etc. and their requirements. 
• Follow the safety instructions of senior management. 
• Ensure that they do not use tools and equipment unless they have been 

formally trained and are competent to do so. 
• Comply with legislation, Approved Codes of Practice and guidance notes. 
• Ensure all company vehicles are driven in a safe and suitable manner, and 

that the vehicle is left secure when not in use. 
• Consult on health and safety matters and investigations to ensure a safe 

working environment is established. 
• Seek advice from management on any issues relating to health and safety at 

work. 
• Obey all site safety signs, general site rules and arrangements. 

  
  

Monitoring 
The operation of this policy and arrangements is actively monitored through the periodic 
review of our completed Safety Record Forms and also by using Periodic Workplace 
Checklists. The Board of Governors have overall responsibility for this, but some of the 
routine tasks may be delegated. We also use an Annual Health and Safety Review form 
to determine whether our existing health and safety procedures and arrangements are 
adequate. 
  
People who have delegated responsibilities under this policy will also complete Periodic 
Checklists of compliance with the policy and procedures arranging for remedial actions 
to be taken where necessary. The outcomes of these periodic reviews will also be taken 
into account during the annual review. 
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Monitoring and review help us to check the effectiveness of our Safety Management System.  
Responsibility Table 

  
This Responsibility Table shows the allocation of responsibility for particular health and 
safety issues to named people or management positions. 

 

Students 
While Academy staff carry the main responsibility for health and safety provision, and 
the correct implementation of Academy policy and procedure, it is vital that students 
understand their role and responsibilities when it comes to whole-Academy and 
personal health and safety in order for staff to be able to carry out their roles effectively. 
 

Students are expected to: 
• exercise personal responsibility for their own health and safety and that of others 

by ensuring that their actions are safe for themselves and will not harm others in 
any way 

• observe the rules of the Academy and in particular the instructions of members 
of staff 

• observe standards of dress and behaviour consistent with the safety of 
themselves and others 

• being sensible around the Academy site and when using any equipment 
• report health and safety concerns or incidents to a member of staff immediately 
• act in line with the Academy code of conduct 

  
  

Responsibility Table 
Key 



P - Principal 
ABM – Academy Business Manager 
FM - Facilities Manager 
CM - Curriculum Manager 
BG - Board of Governors 
C - Caretaker 
SEN - Student Services 

 
Safety arrangements 

Managing Safety & Health at Work ✓  ✓  ✓         

Managing Migrant Workers   ✓           

Accident, Incident, Ill Health Reporting and 
Investigation 

    ✓         

Workplace H&S Consultation - One-to-one ✓  ✓  ✓         

Risk Assessment and Hazard Reporting     ✓         

Substance & Alcohol Abuse ✓  ✓  ✓         

Purchasing   ✓   ✓       

New and Expectant Mothers     ✓         

Employing Children & Young Persons     ✓         

Lone Working     ✓         

Health & Safety Training     ✓         

Health & Safety of Visitors ✓  ✓  ✓  ✓       

Personal Protective Equipment     ✓         

Home Working ✓  ✓  ✓  ✓       

Employing Agency and Temporary Staff   ✓   ✓       

Safe Systems of Work ✓  ✓  ✓  ✓       

Action on Enforcing Authority Reports ✓       ✓     

Equality and Disability Discrimination 
Compliance 

✓   ✓   ✓     

H&S Information for Employees     ✓         

Fire Safety - Arrangements and Procedures     ✓     ✓   

First Aid     ✓         

Welfare, Staff Amenities, Rest Rooms & the 
Working Environment 

    ✓     ✓   

Housekeeping and Cleaning     ✓     ✓   
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Safety arrangements 

Pest Control     ✓     ✓   

Building Services     ✓     ✓   

The Control of Hazardous & Non Hazardous 
Waste 

    ✓     ✓   

Access, Egress, Stairs & Floors     ✓     ✓   

Windows, Glass & Glazing in the Workplace     ✓     ✓   

Water Temperature Control     ✓     ✓   

Premises     ✓     ✓   

Electrical Safety     ✓     ✓   

The Provision, Use & Maintenance of Work 
Equipment 

    ✓     ✓   

Hand Tools     ✓     ✓   

Office Equipment     ✓         

Storage of Chemical Substances & Agents     ✓     ✓   

Control of Flammable Liquids     ✓     ✓   

Slips, Trips & Falls     ✓     ✓   

Special Events   ✓ ✓         

Lifting Equipment & Lifting Operations     ✓         

Work at Height     ✓     ✓   

The Prevention of Sharps and Needlestick 
Injuries 

    ✓       ✓ 

Manual Handling     ✓         

Display Screen Equipment & DSE User Eye 
Tests & Spectacles 

    ✓         

Legionella Control     ✓     ✓   

Use of Chemical Agents & Substances     ✓     ✓   

Asbestos at Work-Survey No ACMs & Off Site 
Risk 

    ✓         

Stress in the Workplace ✓ ✓ ✓ ✓       

Aggression & Violence in the Workplace ✓ ✓ ✓ ✓       

Educational Visits     ✓         

Contractor Control & Management     ✓         

      



People with delegated responsibilities for health and safety issues should ensure that 
the 
required risk assessments and safety records are completed, either by them or by 
others and that the required control measures are implemented when work activities 
take place. 

  
Where more than one person has been assigned responsibility to a particular subject, 
each should ensure that they have fulfilled their responsibilities in the areas under their 
control and completed the relevant records. Together they need to check that 
collectively the organisation has covered all aspects of safety management for the 
subject. 

 

Part C: Arrangements for Health & Safety 
 

Managing safety and health at work 
 
We recognise the business benefits that can accrue from the effective management of 
safety and health at work. To obtain these benefits for our company we have recognised 
the need for an effective management system and have taken steps to put such a 
system in place. 
  
We have done this by; 

• Nominating an individual member of the management to take responsibility for 
managing safety and health at work. 

• Providing adequate resources 

• Providing such health and safety information, instruction and training for all 
workers as is necessary for them to be able to work without risk to their health 
or safety so far as is reasonably practicable. 

• Recording and analysing all reportable accidents, minor accidents, near-miss 
incidents and dangerous occurrences. 

• Reporting reportable accidents within the statutory timescales (information is in 
our Guidance Notes). 

• Providing and recording relevant training. 

• Routinely reviewing the operation of our reporting system. 

• Having access to competent health and safety advice. 

 
The person nominated with responsibility for overseeing this organisation’s 
arrangements for managing safety and health at work is identified within the 
Responsibility Table of our Health and Safety Policy. 
 

Managing migrant workers 
 
We recognise that we need to properly manage the health and safety of migrant workers 
who may not have English as a first language. We need to ensure that they understand 
information and training given to them and that they are able to comprehend instructions 



• 
given by their Managers. We have therefore taken steps to ensure that the health and 
safety at work of migrant workers is not compromised. 
  
We do this by; 

• Nominating an individual member of the senior management to take 
responsibility for the employment of migrant workers. 

• Providing adequate resources. 

• Providing such health and safety information, instruction and training for 
migrant workers in language understood by them as is necessary for them to 
be able to work without risk to their health or safety so far as is reasonably 
practicable. 

• Providing instruction to Supervisors so that they can effectively manage migrant 
workers. 

• Keeping records of all this training. 

• Routinely reviewing the operation of this policy and checking that staff 
understand and follow the correct procedures. 

• Having access to competent translation services. 

  
The person nominated with responsibility for overseeing this organisation’s 
arrangements for managing safety and health at work is identified within the 
Responsibility Table of our Health and Safety Policy. 
 

Accident, incident, ill-health and investigation 
 
We encourage our employees to report all personal injury accidents, near miss incidents 
(dangerous occurrences) and ill-health that happen in the course of their work so that 
we can investigate the causes, learn from experience and improve our management of 
health and safety. We also use the information to help us meet our obligations under the 
legislation requiring accidents to be reported to the Enforcing Authority. 
  
We do this by; 

• Nominating an individual member of staff to be responsible for investigating, 
recording and reporting accidents, incidents and cases of work related ill-
health. 

• Having accident, incident and work related ill-health reporting procedures.  

• Recording and analysing all reportable accidents, minor accidents, near-miss 
incidents (dangerous occurrences) and work related ill-health. 

• Reporting reportable accidents, dangerous occurrences and work related ill-
health within the statutory timescales (information is in our Guidance Notes). 

• Developing and implementing investigation protocols and policies. 

• Providing and recording relevant training. 

• Ensuring that those carrying out investigations are competent. 

• Routinely reviewing the outcome of investigations and the operation of our 
reporting system. 

  
The personnel responsible for reporting accidents, dangerous occurrences and work related 
illhealth are identified within the Responsibility Table of our Health and Safety Policy. 



 
Risk assessment and hazard reporting 
 
We have a duty to consult with our workforce on matters affecting their health, 
safety and welfare whilst at work. To meet this obligation, we have established a 
process for Managers to consult with employees and elected safety 
representatives about work-related health, safety and welfare issues. We also 
use this system to deliver simple safety messages and rules through short 
toolbox talks. 

  

We do this by: 

• Nominating Supervisors and Managers to organise and hold consultation 
meetings and tool box talks. 

• Arranging scheduled formal consultation meetings or tool box talks between 
Managers, elected representatives and employees (see also Guidance Note – 
Workplace Health and Safety Consultation). 

• Developing and implementing consultation procedures. 

• Implementing and undertaking where necessary a ‘one to one’ consultation 
process with individual employees. Details of such sessions will be recorded. 

• Taking and keeping minutes of consultation meetings, making them available to 
all staff. 

• Being seen to listen and act on issues and concerns raised during ‘one to 
one’ consultation meetings. 
• The management and supervisory personnel responsible for 
implementing and operating this consultation process are identified within the 
Responsibility Table of our Health and Safety Policy. 

Substance and alcohol abuse 
  

We have a duty to protect the safety, health and welfare of our employees and others from the 
hazards that may arise as a result of workers abusing alcohol and other substances. 

  

We do this by: 

• Nominating senior staff members to coordinate and manage our substance and 
alcohol abuse policies and provision. 

• Developing and implementing strategies, policies and procedures. 

• Providing competent accredited trained personnel to provide support and counselling 
services. 

• Employees and others adhering to the contents of our procedures and policies. 

• Providing and recording relevant training 



• 
• Monitoring and reviewing our systems; using our experience of operating these 

arrangements we aim to make improvements to the way we manage the risks from 
substance abuse. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Purchasing 
  

We have a duty to ensure the safety, health and welfare of our employees and others who 
enter our premises and we have systems in place to protect these groups from any adverse 
effects of all plant, equipment, supplies and substances that we purchase to support our work 
activities. 

  

Our systems consist of: 
  

• Nominating senior staff members to identify and manage the organisation’s safe 
purchasing requirements. 

• Developing and implementing a purchasing policy, identifying the safest available 
options. 

• Ensuring that this policy is implemented by trained and competent staff. 

• Ensuring that the equipment purchased is safe, adequate and suitable for its purpose, 
and that safety devices and other control measures are fitted. 

• Providing adequate and sufficient personal protective equipment to employees. 

• Providing relevant training. 

Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to our purchasing policy. 

  

The personnel responsible for the above measures are identified within the Responsibility Table 
of our Health and Safety Policy. 
 

New and expectant mothers 
  

We have a duty to protect the health of new and expectant mothers from hazards that might be 
present in the workplace. We also have a duty to assess the risks to women of child bearing 
age from our activities and inform them of any potential risks that might affect a pregnancy. 

  

We do this by: 
  

• Nominating senior staff members to identify and assess the hazards which pose risk to 
new and expectant mothers. 

• Developing and implementing systems and procedures that will protect all women of 
child bearing age from risks to unborn children. 



• Developing and implementing systems and procedures that will protect new and 
expectant mothers and their children from hazards and risks in our workplace or risks 
from the work activity. 

• Considering the personal needs of each new and expectant mother. 

• Ensuring that the assessments are sensitively carried out by competent, trained 
personnel. 

• Implementing the findings of each assessment. 

• New and expectant mothers and other workers following agreed procedures and 
control measures. 

• Recording our assessments and agreed plans. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage potential risks to 
new and expectant mothers. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 
 

Employing children and young persons 
  

When we employ children and young persons or give them work experience we have particular 
duties to protect their safety, health and welfare whilst at work. 

  

We do this by: 

• Nominating senior staff members to be responsible for the young people and to 
identify the hazards which pose risk to young persons. 

• Developing and implementing young person risk assessments, procedures, Safe 
Systems of Work and control measures. 

Ensuring that any young person assessments are particularly thorough and 
undertaken by competent, trained personnel. 

• Explaining these assessments to the young people and their Supervisors. 

• Ensuring that young persons are closely managed and supervised. 

• Regularly inspecting the premises to identify any new processes, personnel or 
changes to the building’s structure which would trigger the need for re-assessment. 

• Employees and others adhering to the contents of procedures, control measures and 
Safe Systems of Work. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks to young 
people whilst they are working for us. 
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The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Lone working 
  

Our company has a duty to ensure the safety, health and welfare of our workforce whilst at 
work. That duty extends to employees who travel during the course of their work and those 
who work away from our core premises. 

  

We do this by: 
  

• Nominating senior staff members to consider the health, safety and welfare of lone 
workers. 

• Identifying situations where lone working is required which affect our employees. 

• Making an assessment of the risks to members of our workforce who are or may 
become lone workers. 

• Developing and implementing control measures and procedures to ensure their health 
and safety whilst at work. 

• Providing sufficient funding support to enable the development and implementation of 
procedures, risk assessments and control measures. 

• Ensuring that procedures and control measures are in place for lone working 
situations. 

• Ensuring that identified equipment needs are met and training on their use is given. 

• Ensuring that the content of the procedures and risk assessments are made available 
to all staff. 

• Providing and recording training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks from 
lone working. 

  



The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Health and safety training 
  

We have a duty to protect the health, safety and welfare of our employees whilst they are at 
work and others who might be affected by our work activities. Among other specific 
arrangements we need to be sure that our workforce is trained to recognise hazards and risks 
and what they need to do to eliminate, reduce and avoid risk. 

  

We do this by: 

• Nominating senior staff members to manage Health and Safety training. 

• Making an assessment of the risks to our workforce and others from an inadequately 
trained workforce. 

• Developing and implementing training policies, programmes and arrangements. 

• Ensuring that the management of the policy, programmes and arrangements are 
undertaken by competent, trained personnel. 

• Managing our activities to ensure that employees are adequately trained for the variety 
of tasks which they may be required to do. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage our Health and 
Safety training programmes. 

  

The personnel responsible for above measures are identified within the Responsibility Table of 
our Health and Safety Policy. 
 

Health and safety of visitors 
  

We have a duty to ensure the health and safety of members of the public who come into our 
workplace. 

  

We do this by: 

• Nominating senior staff members to identify and risk assess the workplace hazards 
which pose risk to visitors. 

• Making an assessment of the risks to visitors. 

• Providing a visitors’ book to track visitors present in our premises. 

• Developing visitor procedures and control measures. 

• Implementing visitor procedures and control measures. 

• Ensuring that risk assessments are undertaken by competent, trained personnel. 



• Regularly inspecting the premises to identify any new processes, personnel or 
changes to the building’s structure that could pose new risk to visitors. 

• Ensuring employees and others adhere to the contents of procedures, control 
measures and Safe Systems of Work. 

• Providing relevant information and training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks to 
visitors. 

 

Personal protective equipment 
  

Where the protection of the health, safety and welfare of our workforce and others who may 
be affected by our work activity can only be achieved by the issue of personal protective 
equipment we have a duty to provide such equipment as is necessary. 

  

We do this by: 

• Nominating senior staff members to coordinate the management of work related health 
and safety issues. 

• Reviewing our arrangements and procedures for the management of hazards and risk 
to identify where existing controls are not sufficient to protect workers or others from 
the risk of ill health. 

• Identifying where personal protective equipment (PPE) are required to reduce risk to 
an acceptable level or provide further protection. 

• Assessing the suitability and adequacy of the PPE supplied for use. 

• Explaining the need for and the correct use of PPE to the workforce. 

• Making sure that Managers and Supervisors know why and when PPE is required. 

• Managers and Supervisors ensuring employees and others wear PPE in designated 
areas. 

• Providing facilities for storage, cleaning, maintenance and replacement of PPE. 

• Providing and recording relevant training. 

• Monitoring and reviewing the policy and procedures; using our experience of operating 
these arrangements we aim to continuously improve and reduce the incidence of work 
related ill health. 

  

The personnel responsible for monitoring and implementing the use and issue of personal 
protective equipment are identified within the Responsibility Table of our Health and Safety 
Policy. 

 

Home working 
  



We have a duty to protect our employees from the hazards and risks which may arise when 
employees work from home. 

  

We do this by: 

• Nominating senior staff members to manage and reduce the risks posed from home 
working. 

• Making an assessment of the risks arising from home working to our workforce and 
others. 

• Developing and implementing control measures, policies and Safe Systems of Work. 

• Ensuring that the policy, procedures, Safe Systems of Work and control measures 
relating to home working are managed by competent, trained personnel. 

• Managing our activities to ensure that employees and others use the control measures 
provided and follow our policies, procedures and Safe Systems of Work. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks posed 
from home working. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Employing agency and temporary staff 
  

We have a duty to ensure the health, safety and welfare of agency and temporary staff who 
are employed on our premises. 

  

We do this by: 

• Nominating senior staff members to liaise with recruitment agencies and coordinate 
the selection process of suitable, competent agency staff and temps. 

• Identifying any specific risks to these temporary or agency staff whilst they are 
employed on our premises. 

• Developing and implementing procedures and control measures necessary to protect 
the health and safety of temporary and agency to effectively control the risk posed. 

• Assessing the abilities and health and safety of agency or temporary staff at work in 
the job for which we employ them. 

• Ensuring that any assessment of these people is carried out by competent, trained 
personnel. 

• Ensuring that all workers including the agency or temporary workers are aware of the 
procedures and measures in the event of an emergency. 

• Ensuring that agency staff and temporary workers comply with our specific company 
rules. 



• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks to 
agency and temporary workers. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 
Safe systems of work 
  

We have a duty to ensure our workforce are provided with clear instructions and training when 
undertaking potentially hazardous tasks that pose significant risks. 

  

We do this by: 

• Nominating senior staff members to oversee and implement Safe Systems of Work. 

 

 Identifying where Safe Systems of Work are required. 

• Developing Safe Systems of Work to effectively control the work activities within our 
work premises. 

• Communicating the Safe Systems of Work to applicable employees. 

• Ensuring that Safe Systems of Work are created by competent, trained personnel. 

• Providing training on the Safe System to the workforce. 

• Regular checks to ensure that the Systems are being followed. 

• Reviewing our systems. 
  

The personnel responsible for the above measures are identified within the Responsibility Table 
of our Health and Safety Policy. 

  

We use the experience from operating these arrangements to make improvements to our 
safety, health and welfare management system. 

 

Action on enforcement authority reports 
  

We recognise the benefits that will accrue from early action following receipt of reports from the 
Enforcement Authority in regard to health safety and welfare issues. To obtain these benefits 
we have recognised the need for an effective management system and have taken steps to be 
able to action such reports. 

  

We have done this by; 

  

• Nominating an individual member of the senior management who will coordinate actions 
required to meet the requirements of Enforcement Authorities. 



• Providing adequate resources either financial or human to be able to meet the 
requirements of the Enforcing Authority. 

• Routinely reviewing the operation of our reporting system. 

• Having access to competent health and safety advice. 
  

The person nominated with responsibility for overseeing this organisation’s arrangements for 
compliance with Enforcing Authority requirements is identified within the Responsibility Table of 
our Health and Safety Policy. 

 
 
Equality, disability discrimination and compliance 
  

  

We recognise the benefits that will accrue from planned and carefully considered arrangements 
in regard to the equal treatment of all people and health, safety and welfare issues. To obtain 
these benefits we have recognised the need for an effective management system and have 
taken steps to be able to successfully manage disability in the workplace. 

  

We have done this by; 

• Nominating an individual member of the senior management who will coordinate actions 
required to meet the requirements of disadvantaged and vulnerable persons 

• Providing adequate resources either financial or human to be able to reasonable 
adjustments to our workplace(s) 

• Allowing employees to nominate safety representatives who will coordinate issues 
arising from their colleagues in respect of health, safety and welfare. 

• Providing adequate resources 

• Providing such health and safety information, instruction, and training for all workers as 
is necessary for them to be able to work without risk to their health or safety or welfare 
so far as is reasonably practicable. 

• Recording and analysing all reportable accidents, minor accidents, near miss incidents 
and dangerous occurrences. 

• Providing and recording relevant training 

• Routinely reviewing the operation of our reporting system. 

• Having access to competent health and safety advice. 
  

The person nominated with responsibility for overseeing this organisation’s arrangements for 
compliance with statutory requirements in this respect is identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Health and safety information for employees 
  
  



We recognise the benefits that will accrue from the provision of effective information regarding 
health safety and welfare activities to our employees. To obtain these benefits we have 
recognised the need for an effective management system and have taken steps to provide 
adequate information to employees and others. 

  

We have done this by; 

  

• Allowing employees to nominate safety representatives who will coordinate issues 
arising from their colleagues in respect of health, safety and welfare. 

• Providing adequate resources 

• Providing such health and safety information, instruction, and training for all workers as 
is necessary for them to be able to work without risk to their health or safety or welfare 
so far as is reasonably practicable. 

• Recording and analysing all reportable accidents, minor accidents, near miss incidents 
and dangerous occurrences. 

• Providing and recording relevant training 

• Routinely reviewing the operation of our reporting system. 

• Having access to competent health and safety advice. 
  

The person nominated with responsibility for overseeing this organisation’s arrangements for 
provision of information to employees is identified within the Responsibility Table of our Health 
and Safety Policy. 

 

Fire safety – arrangements and procedures 

We have a legal duty to implement and maintain a fire safety programme, for assessing 
and controlling the risks from an outbreak of fire and for the provision of fire warnings, fire 
fighting equipment, emergency lighting, emergency signs, adequate means of escape and 
evacuation procedures. We have put in place arrangements to meet these responsibilities 
and to identify and reduce the risks associated with fire and emergency situations. 

Our arrangements consist of: 

• Nominating a ‘responsible person’ to coordinate fire and emergency arrangements and 
take responsibility for the completion and regular review of a Fire Risk assessment. 

• Identifying fire risks and potential emergency situations and who may be affected. 

• Assessing the level of risk and recording the information in the Fire Risk Assessment 
and emergency plan 

• Implementing procedures and control measures to mitigate the risks posed. 

• Liaising with the emergency services, informing them of any workplace or process 
hazards that have the potential to create fire or emergency situations. 

• Developing Safe Systems of Work to reduce the potential incidence of fire and 
emergency situations. 



• Adequate provision of tested and inspected fire fighting and warning equipment. 

• Practicing and recording fire evacuation procedures. 

• Delivering training on the emergency plan, the Fire Risk Assessment and on the use of 
any fire fighting equipment provided. 

• Reviewing our system. 
  

The personnel responsible for fire and emergency arrangements are identified within the 
Responsibility Table of our Health and Safety Policy. 

We use the experience of operating these systems to make improvements to our safety, health 
and welfare management system. 

 

First aid 
  

We have a duty to provide suitable first aid arrangements for our staff whilst at work and 
visitors who may be affected by our activities.  We have taken steps to provide first aid 
arrangements that meet this requirement. 

  

We do this by: 

  

• Nominating a Senior Manager to identify our needs and ensure continuing 
arrangements for first aid provision. 

• Assessing the reasonable level of first aid provision required for our business at 
our workplace and for travelling staff. 

• Recruiting sufficient members of staff to undertake first aid training as a first 
aider or appointed person, as appropriate. 

• Arranging approved training for those people and keeping records of their 
training. 

• Providing adequate numbers of trained personnel to be available at all times 
during business hours. 

• Providing and maintaining sufficient quantities of first aid equipment and 
consumables. 

• Displaying names and locations of first aid trained personnel or appointed 
persons in prominent positions throughout the premises. 

• Routinely reviewing our first aid arrangements for suitability and ensuring that 
where we have trained first aiders qualifications are up to date. 

 

Welfare, staff amenities, rest rooms and the working environment 

  

We are obliged to make and maintain arrangements for welfare and the provision of a safe and 
healthy working environment for our workforce whilst they are at work. This includes a duty to 



provide restrooms where work is arduous or conducted in a hostile environment and for the 
welfare of new and expectant mothers. 

  

We do this by; 

  

• Nominating senior staff members to oversee our provision and maintenance of welfare 
facilities and a safe working environment. 

• Maintaining our workplace including buildings and fixtures in good order and according 
to required standards. 

• Providing welfare facilities that are fit for purpose and include adequate hot, cold and 
drinking water, sanitary conveniences, hand washing facilities, facilities for meal 
breaks, sufficient light, heat and ventilation. 

• Implementing housekeeping, cleaning and maintenance regimes. 

• Providing and recording relevant instruction and training. 

• Regular monitoring and review of our arrangements and facilities to ensure that they 
remain sufficient and are adequately maintained. 

  

The personnel responsible for these measures are identified within the Responsibility Table of 
our Health and Safety Policy. 

 

Housekeeping and cleaning 
  

We have a duty to ensure the safety, health and welfare of our employees and others who 
enter our premises by keeping it in a clean, tidy and sanitary condition. 

  

We do this by: 

• Nominating senior staff members to oversee the provision and management of 
housekeeping facilities and arrangements. Where necessary, making a risk 
assessment of the risks posed to our workforce and others from housekeeping 
activities. 

• Developing and implementing cleaning procedures and associated safe systems of 
work where required. 

• Ensuring that competent, trained personnel undertake the management of the policy, 
cleaning regimes and control measures. 

• Carrying out regular housekeeping audits. 

• Providing and using personal protective equipment where necessary. 

• Managing our activities to ensure that employees and others use the control measures 
provided and follow our policies and procedures. 

• Providing instruction and where necessary training which is recorded. 



• Regular monitoring and review of our arrangements; to ensure that the workplace is 
kept clean and that our cleaning arrangements are adequate. 

• Employees and others adhering to the contents of the procedures and safe systems of 
work. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Pest control 
  

We have a duty to protect the safety, health and welfare of our employees and others who 
enter our premises from the hazards and risks that arise because of pest infestations on our 
premises and pest control measures. 

  

We do this by: 

• Nominating senior staff members to control the incidence of pests within our work 
premises, to minimise the risk posed by pests. 

• Identifying and implementing control measures, developing procedures and Safe 
Systems of Work. 

• Ensuring that where relevant pest control work is undertaken by competent, trained 
personnel, using the correct personal protective equipment. 

• Ensuring that the safest option or substance is used to control pests. 

• Inspections carried out by competent accredited persons to determine the levels of 
pests affecting our premises ensuring that any pest control work is subject to Safe 
Systems of Work and suitable control measures. 

• Employees and others adhering to procedures, control measures and Safe Systems of 
Work. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks from 
pest control activities. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Building services 
  

We have a duty to protect our employees and others from the risks of injury if adequate controls 
are not in place and maintained for basic building services such as gas, electricity, oil, 
telephones, clean and waste water. 

  

We do this by: 



• Nominating senior staff members to reduce the risks posed by the services. 

• Making an assessment of the risks from the services to our workforce and others. 

• Developing and implementing sufficient control measures to  identify all of the major 
services in the workplace e.g. gas, electricity, water etc 

• Ensuring that the management of the control measures relating to services are 
undertaken by competent, trained personnel. 

• Managing our activities to ensure that employees and others use the control measures 
provided and follow our policies, procedures and Safe Systems of Work. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks from 
building services. 

  

The personnel responsible for above measures are identified within the Responsibility Table of 
our Health and Safety Policy. 

 

 

Control of hazardous and non- hazardous waste 

We have a duty to ensure that we effectively and safely dispose of waste materials and 
products and control the methods of disposal used so that our workforce and any others who 
might be affected are not at risk to their health, safety or welfare. 

  

We do this by: 

• Nominating senior staff members to control the disposal of waste, both hazardous 
and non-hazardous wastes, from our work premises to minimise the risk posed. 

• Assessing the risks to our workers from the handling and disposal of waste. 

• Developing and implementing policies, procedures, Safe Systems of Work and 
control measures relevant to the control of waste including measures necessary to 
ensure compliance with environmental legislation. 

• Ensuring that environmental recyclable waste is segregated from non-recyclable 
waste. 

• Ensuring that waste disposal is undertaken by competent, approved personnel, using 
the correct personal protective equipment. 

• Ensuring that the safest means of disposal is used to protect the environment. 

• Employees and others adhering to procedures, control measures and Safe Systems 
of Work. 

• Providing and recording relevant training. 

• Regular monitoring and review of our arrangements and facilities to ensure that we 
continue to manage and dispose of waste, hazardous and non-hazardous, without 
risks to health or safety. 



  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Access, egress, stairs and floors 
  

We have a duty to protect the health, safety and welfare of our workforce while at work and 
others who come onto our premises from the risk of injury due to badly maintained access and 
exit routes, stairs and floors. 

  

We do this by: 

  

• Nominating senior staff members to be responsible for monitoring and reducing 
incidents occurring as a result of incidents involving access and egress facilities, 
including stairs and floors etc. 

• Making an assessment of the risks from incidents involving access and egress 
facilities, including stairs and floors etc. 

• Developing and implementing control measures, policies and Safe Systems of Work. 

• Ensuring that the management of the policy, procedures, Safe Systems of Work and 
control measures relating to slips, trips and falls are undertaken by competent, trained 
personnel. 

• Managing our activities to ensure that employees and others use the control measures 
provided and follow our policies, procedures and Safe Systems of Work. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage these risks. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Windows, glass and glazing in the workplace 
  

We have a duty to ensure the safety, health and welfare of our employees and others who 
enter our premises from the risks posed by glass and glazing. 

  

We do this by: 

  

• Nominating senior staff members to reduce the risks from glass and glazing systems. 

• Making an assessment of the risks from glass and glazing systems to our workforce 
and others. 

• Developing and implementing control measures, policies and Safe Systems of Work. 



• Ensuring that the management of the policy, procedures, Safe Systems of Work and 
control measures relating to glass and glazing systems are undertaken by 
competent, trained personnel. 

• Managing our activities to ensure that employees and others use the control 
measures provided and follow our policies, procedures and Safe Systems of Work. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks from 
glass and glazing systems. 

  

The personnel responsible for the above measures and training relating to glazing within our 
workplace are identified within the Responsibility Table of our Health and Safety Policy. 

 

Water temperature control 
  

We have a duty to protect our workforce and others who may be affected by our activities from 
the risk of contact with high water temperatures which could give rise to burns. 

  

We do this by: 

  

• Nominating senior staff members to risk manage, identify and minimise the risks 
created by hot water. 

• Assessing the risk of burns from hot water systems. 

• Developing and implementing control measures, procedures and Safe Systems of 
Work. 

• Ensuring that water temperatures are maintained and checked at appropriate intervals. 

• Providing thermostatic mixing valves, to control water temperature. 

• Ensuring that our actions are carried out by competent and trained personnel. 

• Following our procedures, control measures and Safe Systems of Work. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to continuously improve to the way we manage health and 
safety risks associated with our business. 

  

The personnel responsible for the above measures are identified within the Responsibility Table 
of our Health and Safety Policy. 

 

Premises 
  



We have a duty to protect our employees and others from the hazards and risks posed by 
entering our premises and to ensure that our facilities are provided and maintained to an 
acceptable standard. 

  

We do this by: 

  

• Nominating senior staff members to reduce the risks posed by work in or by use of our 
facilities. 

• Making an assessment of the risks arising from working on our premises to our 
workforce and others. 

• Developing and implementing control measures, policies and Safe Systems of Work. 

• Ensuring that the management of the policy, procedures, Safe Systems of Work and 
control measures relating to our premises are undertaken by competent, trained 
personnel. 

• Managing our activities to ensure that employees and others use the control measures 
provided and follow our policies, procedures and Safe Systems of Work. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks posed. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Electrical safety 
  

We have a duty to protect our employees and other people who use our premises from the risk 

of electrical injury caused by our electrical installations, our use of fixed equipment and our use 

of portable electrical appliances. 

  

We do this by: 

• Nominating senior staff members to ensure the safety of our electrical installation 

equipment and portable appliances. 

• Making an assessment of the risks from electrical installations, fixed equipment and 

portable appliances. 

• Developing and implementing procedures, control measures, policies and Safe 

Systems of Work. 

• Ensuring that any work carried out on our electrical installation, equipment and 

appliances is carried out by competent, accredited electrical engineers. 



• Providing and using personal protective equipment where appropriate. 

• Regular inspection by competent accredited electrical engineers. 

• Managing our activities to ensure that employees and others use the control measures 

provided and follow our policies, procedures and Safe Systems of Work. 

• Providing relevant training and keeping training records. 

• Monitoring and reviewing our systems; using our experience of operating these 

arrangements we aim to make improvements to the way we manage electrical safety. 

  

The personnel responsible for the above measures are identified within the Responsibility 

Table of our Health and Safety Policy. 

 

The Provision, Use And Maintenance of work equipment 

  

We have a duty to protect our employees and other people who use our premises from the 
health and safety risks associated with the provision and use of work equipment. 
  
We do this by: 
  

• Nominating senior staff members to consider the health and safety issues surrounding 
any new equipment that we obtain and the equipment that we use in the course of our 
business. 

• Making an assessment of the risks from work equipment when in use and during its 
maintenance. 

• Developing and implementing procedures, control measures, policies and Safe 
Systems of Work. 

• Ensuring that any work carried out on work equipment is carried out by competent 
workers or competent contractors. 

• Providing and using personal protective equipment where appropriate. 

• Regular maintenance and servicing. 

• Statutory inspections by competent accredited engineers and surveyors where 
required. 

• Managing our activities to ensure that employees and others use the control measures 
provided and follow our policies, procedures and Safe Systems of Work. 

• Providing relevant training and keeping training records. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the provision and 
use of work equipment. 

  
The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 



 

Hand tools 
  

We have a duty to protect our employees and other people who use our premises from the 
risks associated with the use of hand tools. 

  

We do this by: 
  

• Nominating senior staff members to consider the safety implications of our use of hand 
tools. 

• Making an assessment of the risks from our use of hand tools. 

• Developing and implementing procedures, control measures, policies and Safe 
Systems of Work. 

• Ensuring that hand tools are properly maintained. 

• Providing and using personal protective equipment where appropriate. 

• Managing our activities to ensure that employees and others use the control measures 
provided and follow our policies, procedures and Safe Systems of Work. 

• Providing relevant training and keeping training records. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the safety of 
hand tool use. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Office equipment 
  

We have a duty to protect our employees and other people who use our premises from the 
risks associated with the use of office equipment. 

  

We do this by: 
  

• Nominating senior staff members to consider the safety implications of our use of 
office equipment. 

• Making an assessment of the risks from our use of office equipment. 

• Developing and implementing procedures, control measures, policies and Safe 
Systems of Work. 

• Ensuring that office equipment is properly maintained. 



• Managing our activities to ensure that employees and others use the control measures 
provided and follow our policies, procedures and Safe Systems of Work. 

• Providing relevant training and keeping training records. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the safety of 
office equipment. 

  

The personnel responsible for the above measures are identified within the Responsibility Table 
of our Health and Safety Policy. 

 

Storage of chemical substances and agents 
  

We have a duty to protect our workers and others from the potential hazards and risks present 
as a result of the storage of chemical substances at our workplace. 
  

We do this by: 
  

• Nominating senior staff members to identify the chemical substances used and their 
storage requirements. 

• Developing and implementing risk assessments, procedures, Safe Systems of Work 
and control measures to minimise risk within our work premises. 

• Implementing the procedures, Safe Systems of Work and control measures. 

• Ensuring that the storage, containment and exhaust ventilation arrangements are 
adequate for their purpose, as defined in prescribed legislation. 

• Ensuring that the management of the policy, procedures, Safe Systems of Work and 
control measures relating to chemical substances are undertaken by competent, 
trained personnel. 

• Providing and using personal protective equipment. 

• Managing our activities to ensure that employees and others use the control measures 
provided and follow our policies, procedures and Safe Systems of Work. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks from 
stored chemical substances. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Control of flammable liquids 
  



We have a duty to ensure the safety, health and welfare of our employees and others who 
may be affected by our work activities from the harmful effects of flammable liquids used in the 
course of our business. 

  

We do this by: 

Nominating senior staff members to identify flammable substances and the hazards posed by 
them. 

• Developing and implementing risk assessments, procedures or Safe Systems of Work 
and control measures. 

• Ensuring that any risk assessments are undertaken by competent, trained personnel. 

• Employees and others adhering to the contents of the developed procedures, control 
measures and Safe Systems of Work. 

• Providing safe equipment for use with flammable liquids. 

• Providing sufficient personal protective equipment. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks from 
flammable liquids. 

  

The personnel responsible for the above measures are identified within the Responsibility Table 
of our Health and Safety Policy. 

Slips, trips and falls 
  

We have a duty to protect our workers and others visiting our premises from the risks of 
slipping, tripping and falling. 

  

We meet this duty by: 

• Nominating senior staff members to be responsible for monitoring and improving 
workplace pedestrian safety. 

• Identifying all the potential causes of slips, trips and falls and assessing the risk. 

• Developing and implementing procedures and control measures. 

• Ensuring that pedestrian routes are fit for the purpose, that they are routinely 
maintained and checked. 

• Ensuring that any risk assessments or safety inspections are carried out by 
competent and trained personnel. 

• Adhering to our risk assessments, procedures and control measures. 

• Providing wherever possible segregated traffic routes and adequate signage. 



• Providing and recording relevant training. 

• Regular monitoring and review of our arrangements to ensure that arrangements we 
have made remain sufficient to control the potential risk. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 
Special events 
  

When we organise functions we have a duty to protect our own workforce and others from the 
hazards and risks that are present; these will vary according to the type of function and its 
location. 
  
We do this by: 
  

• Nominating senior staff members to coordinate and be in overall control of health, 
safety and welfare at each function that we organise. 

• Making an assessment of the risks at and from each function that we organise. 

• Developing and implementing control measures, policies and Safe Systems of Work. 

• Ensuring that the development and management of the policy, procedures, Safe 
Systems of Work and control measures are undertaken by competent, trained 
personnel. 

• Providing and using personal protective equipment. 

• Managing our activities to ensure that employees and others use the control measures 
provided and follow our policies, procedures and Safe Systems of Work. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks at 
functions. 

  
The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 
  

Lifting equipment and lifting operations 
  

We have a duty to provide and maintain safe lifting equipment and to ensure that lifting 
operations are safely carried out. We also have a duty to ensure that others who might be 
affected by our work are not exposed to risk from lifting operations or our use of lifting 
equipment. 

  

We do this by: 
  

• Nominating senior staff members to manage and oversee lifting operations and the 
provision and use of lifting equipment. 



• Assessing the risks to employees and others from lifting operations and the use of 
lifting equipment. 

• Developing and implementing control measures, procedures and Safe Systems of 
Work. 

• Arranging for the statutory examinations of this equipment at the appropriate intervals. 

• Purchasing approved CE marked equipment made to applicable BS, IS or CEN 
standards. 

• Ensuring that risk assessments are undertaken by competent, trained personnel 

• Implementing the findings of risk assessments, procedures, Safe Systems of Work and 
control measures. 

Ensuring that employees and others are trained and competent to take part in lifting 
operations and to follow prescribed procedures, control measures and Safe Systems 
of Work. 

• Providing and recording training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks from 
lifting equipment and lifting operations 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Work at height 
  

We have a duty to ensure the health, safety and welfare of our employees and others against 
the risks involved in working at height. 

  

We do this by: 
  

• Nominating senior staff members to be responsible for identifying and managing work 
at height. 

• Assessing the risks to our workers and others from the risks involved in working at 
height. Wherever possible we avoid the need to work at height by complying with the 
hierarchy of controls specified in legislation. 

• Where we cannot avoid work at height we develop and implement procedures, control 
measures and Safe Systems of Work. 

• Ensuring that access and other equipment provided for work at height is fit for the 
purpose, correctly installed, used and maintained, and checked at the correct 
frequency. 

• Ensuring that risk assessments and inspections are carried out by competent and 
trained personnel. 



• Ensuring that control measures are installed and managed by competent trained 
personnel. 

• Following our risk assessments, procedures, control measures and Safe Systems of 
Work in practice. 

• Providing and recording training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks from 
work at height. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Sharps and needlestick injuries 
  
We have a duty to protect our employees and others from the hazards and risks posed by 
handling and disposing of sharps. 

  

We do this by: 
  

• Nominating senior staff members to reduce the risks associated with sharps. 

• Assessing the risks of needlestick and other injuries from contact with sharps. 

• Developing and implementing control measures, policies and Safe Systems of Work. 

• Ensuring that policies, procedures, Safe Systems of Work and control measures 
relating to working with sharps are managed by competent, trained personnel. 

• Providing and recording relevant training. 

• Providing and using personal protective equipment. 

• Managing our activities to ensure that employees and others use the control measures 
provided and follow our policies, procedures and Safe Systems of Work. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks posed 
from sharps. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Manual handling 
  

We have a duty to ensure the safety, health and welfare of our employees and others who 
enter our premises from the risks present in manual handling activities. 

  



We do this by: 
  

• Nominating senior staff members to manage and identify load or lifting hazards. 

• Making an assessment of the risks from manual handing to our workforce. 

• Developing and implementing procedures and systems of work to reduce the risks 
from manual handling operations in the course of our business. 

• Ensuring that any Manual Handling Risk Assessments are undertaken by competent, 
trained personnel. 

• Eliminating the need for manual handling through the introduction of mechanical 
handling equipment or other alternatives where this is reasonably practicable. 

• Regularly inspecting the premises to identify any new processes, personnel or 
changes to the building’s structure which would trigger the need for reassessment. 

• Employees and others adhering to the contents of procedures, control measures and 
Safe Systems of Work. 

• Providing and recording job-based training for employees with manual handling tasks. 

Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks from 
manual handling. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

 

Display screen equipment 
  

We have a duty to protect the safety, health and welfare of our workforce from the risk involved 
in the use of display screen equipment (DSE). 

  

We do this by: 
  

• Nominating senior staff members to identify and reduce risks from the use of display 
screen equipment. 

• Assessing the risks from display screen equipment to each member of our workforce 
who uses them. 

• Developing and implementing control measures, policies and Safe Systems of Work. 

• Ensuring that the management of the policy, procedures, Safe Systems of Work and 
control measures relating to the use of display screen equipment are undertaken by 
competent, trained personnel. 

• Providing and using personal protective equipment where appropriate. 

• Managing our activities to ensure that employees and others use the control measures 
provided and follow our policies, procedures and Safe Systems of Work. 



• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks from 
display screen equipment. 

  

The personnel responsible for the DSE assessment process and these measures are identified 
in the Responsibility Table of our Health and Safety Policy. 

 

Legionella control 
  

We have a duty to protect the health of our workforce and others affected by our activities from 
the risk of infection by Legionella Pneumophilia from our hot water and cooling systems. We 
have to assess the risk of infection and attempt to eliminate that risk or implement suitable 
control measures. 

  

We do this by: 

• Nominating senior staff members to manage water sources within our premises and to 
reduce the risks posed by legionella. 

• Making an assessment of the risks from legionella to our workforce and others. 

• Developing and implementing control measures, policies and Safe Systems of Work. 

• Ensuring that the management of the policy, procedures, Safe Systems of Work and 
control measures relating to Legionella are undertaken by competent, trained 
personnel. 

• Ensuring that the correct testing and treatment regimes are implemented and recorded 
in accordance with prescribed legislation. 

• Providing and using personal protective equipment. 

• Managing our activities to ensure that employees and others use the control measures 
provided and follow our policies, procedures and Safe Systems of Work. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks from 
legionella. 

  

The personnel responsible for the above measures are identified in the Responsibility Table of 
our Health and Safety Policy. 

 

Use of chemical agents and substances 
  

We have a duty to ensure the safety, health and welfare of our employees and others who may 
be affected by our work activities from the harmful effects of exposure to hazardous substances 
in the course of our business. 

  



We do this by: 

• Nominating senior staff members to identify chemical agents or hazardous substances 
encountered in the course of our business and the hazards posed by them. 

• Developing and implementing risk assessments, procedures or Safe Systems of Work 
and control measures. 

• Ensuring that any risk assessments are undertaken by competent, trained personnel. 

• Employees and others adhering to the contents of the developed procedures, control 
measures and Safe Systems of Work. 

• Providing safe equipment for use with hazardous substances. 

• Providing sufficient personal protective equipment. 

• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks from 
chemical substances. 

  

The personnel responsible for the above measures are identified within the Responsibility 
Table of our Health and Safety Policy. 

  

Asbestos at work (Duty to Identify, Control and Manage) 
  

We have a duty to ensure that the presence of ACMs in our buildings is known and that they 
are managed so that users of the buildings and contractors working on the buildings are not 
exposed to the health risks associated with asbestos. We also need to be able to identify, 
manage and control exposure to asbestos containing materials when we work at customers’ 
worksites. 

An asbestos survey carried out on our behalf has shown that asbestos containing materials 
(ACMs) are not present in the building structure of our premises. 

However, in the course of our business, due to the nature of our work, our employees are at 

risk, of exposure to asbestos or asbestos containing materials at clients’ premises.  We need to 

control this potential hazard and we do this by; 

• Seeking, as a matter of course, information from businesses on whose premises or on 
whose behalf we work about the potential presence of asbestos containing materials 
and their Asbestos Management Plan. 

• Making this information available to our workforce. 

• Making sure that our workers are trained and able to assess and identify materials that 
might contain asbestos, and that they know what to do if they come across them. 

• Nominating senior staff members to manage this process and to develop and 
implement procedures, Safe Systems of Work and control measures. 



• Where we know that asbestos containing materials are present, by making sure that 
our workforce is fully aware and that the work activity is arranged so as to avoid their 
disturbance. 

• Employees and others adhering to the contents of procedures, control measures and 
Safe Systems of Work. 

• Employing competent trained personnel. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks from 
asbestos. 

  

The personnel responsible for the asbestos register and all of the above measures are 
identified in the Responsibility Table of our Health and Safety Policy.

Stress in the workplace 

  

We recognise that we have a duty to take action to reduce and where reasonably practicable to 
eliminate ill health which is caused by work related stress. 

  

We do this by; 

• Nominating senior staff members to consider and manage the issue of work related 
stress. 

• Developing and implementing a policy for identifying and managing work related stress. 

• Involving our workforce in the development of this policy and our procedures. 

• Providing information about the policy to all workers. 

• Training Managers and Supervisors to recognise symptoms of work related stress. 

• Ensuring that the policy is adopted and followed. 

• Ensuring employees know what to do if they suspect they, or a colleague, are suffering 
from stress. 

• Providing counselling or occupational health services and support. 

• Monitoring and reviewing the policy and procedures; using our experience of operating 
these arrangements we aim to make improvements to the way we manage ill health 
caused by work related stress. 

  

The personnel responsible for monitoring and implementing the above policy are identified in 
the Responsibility Table of our Health and Safety Policy. 

  

Aggression and violence 
  



We recognise that we have a duty to take action to reduce so far as is reasonably practicable 
the risk of aggression and violence to our workforce whilst at work which arise from clients 
and/or the nature of our work. 

  

We do this by: 

  

• Nominating senior staff members to consider and manage the issue of aggression and 
violence at work. 

• Developing and implementing a policy for identifying and managing work where there 
are risks of aggression and violence. 

• Involving our workforce in the development of this policy and our procedures. 

• Providing information about the policy to all workers. 

• Training Managers and Supervisors to recognise work activities and locations where 
there are higher than normal risks of work related violence and aggression. 

• Ensuring that the policy is adopted and followed. 

• Ensuring employees know what to do if they suspect they, or a colleague, are under 
threat of violence or aggression at work. 

• Providing counselling or occupational health services and support. 

• Monitoring and reviewing the policy and procedures; using our experience of operating 
these arrangements we aim to make improvements to the way we manage the risk of 
injury or ill health caused by work violence and aggression. 

  

The personnel responsible for monitoring and implementing the above policy are identified 
within the Responsibility Table of our Health and Safety Policy. 

 

Educational visits 
  
We have a duty to protect our workforce and others from the risks created on educational visits. 
  
We do this by; 

• Nominating senior staff members to identify hazards and risks and manage the safety 
of educational visits. 

• Assessing the risks created by educational visits. 

• Developing and implementing control measures, procedures and Safe Systems of 
Work. 

• Ensuring that the management of the policy, procedures, Safe Systems of Work and 
control measures relating to educational visits is undertaken by competent, trained 
personnel. 

• Ensuring any educational and play equipment on sites visited is safe to use. 

• Ensuring that risk assessments are completed by competent, trained personnel. 



• Providing and recording relevant training. 

• Monitoring and reviewing our systems; using our experience of operating these 
arrangements we aim to make improvements to the way we manage the risks 
associated with educational visits. 

  
The personnel responsible for the above measures are identified within the Responsibility Table 
of our Health and Safety Policy. 
 

Contractor control and management 
  

To enhance the safety of our workforce and others, we implement effective methods to reduce 
the risks presented by the use of contractors and subcontractors. 

  

We ascertain the competence of contractors and subcontractors and ensure our employees 
and others are adequately protected from the risks posed by situations where these groups 
are engaged and put systems into place to achieve this. 

  

We do this by: 

• Nominating senior staff members to coordinate and plan the selection of suitable, 
competent contractors or subcontractors. 

• Requesting and reviewing the suitability and adequacy of the health and safety 
documentation submitted by the contractor or subcontractor. 

• Checking the competence of contractors and subcontractors. 

• Requesting a ‘method statement’ for the work. 

• Ensuring that contractors and subcontractors adhere to their method statement and 
safety documentation. 

• Ensuring that the contractors or subcontractors are aware of the procedures and risk 
assessments for any of our work processes that may affect them. 

• Ensuring that contractors and subcontractors comply with our site specific company 
rules (Safety Records). 

• Ensuring that any equipment used is inspected and tested at frequencies defined 
within current legislation and evidence of this can be supplied (Safety Records). 

• Reviewing our own and contractors’ systems. 

  

The personnel responsible for the overseeing of contractors and subcontractors and for the 
above measures are identified within the Responsibility Table of our Health and Safety Policy. 

 

  



 Appendix A - Relevant Legislation 

  
In most cases Health and Safety legislation requires common sense, reasonably 
practicable precautions to avoid the risk of injury or ill-health at work. Our Health and 
Safety Management System does not quote specific legal references; giving instead the 
information and detail of what is required in practice to secure compliance. If the 
guidance and requirements of our Health and Safety Management System are adopted 
compliance with the legal requirements will be achieved. 

 
This page sets out, for the record, details of the main statutes and regulations affecting 
health and safety at work that were in force when this policy was prepared. The Online 
Reference Library contains a similar list which will always be up to date. The document is 
titled ‘Health and Safety Legislation (UK). 
 
Not every piece of the legislation will apply to our operation on a day to day basis, but we 
need to be aware of them should circumstances change. 
Further detail and access to the specific wording of each of these legal requirements is 
available from the 24 Hour Advice Service on 0844 892 2785. 

  

• Building Regulations 2010 (as amended) 

• European Regulation (EC) No 2016/425/2016 on Personal Protective Equipment 

• European Regulation (EC) No 2008/1272 on classification, labelling and packaging of 
substances and mixtures 

• European Regulation (EC) No 2003/2003 concerning the export and import of dangerous 
chemicals, as amended 

• Chemicals (Health and Safety) and Genetically Modified Organisms (Contained Use) 
(Amendment etc.) (EU Exit) Regulations 2019 

• Classification, Labelling and Packaging of Chemicals (Amendments to Secondary 
Legislation) Regulations 2015 

• Confined Spaces Regulations 1997 

• Construction (Design and Management) Regulations 2015 

• Control of Artificial Optical Radiation at Work Regulations 2010 

• Control of Asbestos Regulations 2012 

• Control of Electromagnetic Fields at Work Regulations 2016 

• Control of Lead at Work Regulations 2002 

• Control of Major Accident Hazard Regulations 2015 

• Control of Noise at Work Regulations 2005 

• Control of Substances Hazardous to Health Regulations 2002 (as amended) 

• Control of Vibration at Work Regulations 2005 

• Corporate Manslaughter and Homicide Act 2007 

• Dangerous Substances and Explosive Atmospheres Regulations 2002 

• Electricity at Work Regulations 1989 



• Employers Liability (Compulsory Insurance) Regulations 1998 (as amended) 
Employment of Women, Young Persons and Children Act 1920.  • Equality Act 2010 

• Furniture and Furnishings (Fire) (Safety) Regulations 1988 (as amended) 

• Gas Appliances (Safety) Regulations 1995 (as amended) 

• Gas Safety (Installation and Use) Regulations 1998 (as amended) 

• Gas Safety (Management) Regulations 1996 

• Hazardous Waste Regulations 2005 (as amended) 

• Health and Safety (Amendment) (EU Exit) Regulations 2018 

• Health and Safety Offences Act 2008 

• Health and Safety at Work etc. Act 1974 

• Health and Safety (Consultation with Employees) Regulations 1996 

• Health and Safety (Display Screen Equipment) Regulations 1992 

• Health and Safety (First Aid) Regulations 1981 (as amended) 

• Health and Safety Information for Employees Regulations 1989 (as amended) Health 
and Safety (Safety Signs and Signals) Regulations 1996 (as amended) Health and 
Safety (Sharp Instruments in Healthcare) Regulations 2013. 

• Health and Safety (Training for Employment) Regulations 1990 

• Health and Safety at Work etc. Act 1974 (General Duties of Self-Employed  Persons) 
(Prescribed Undertakings) Regulations 2015 

• Ionising Radiations Regulations 2017 

• Lifting Operations and Lifting Equipment Regulations 1998 

• Lifts Regulations 2016 

• Management of Health and Safety at Work Regulations 1999 (as amended) 

• Manual Handling Operations Regulations 1992 (as amended) 

• Notification of Cooling Towers and Evaporative Condensers Regulations 1992 

• Personal Protective Equipment at Work Regulations 1992 (as amended) 

• Personal Protective Equipment Regulations 2002 

• Regulation (EU) 2016/425 on Personal Protection Equipment 

• Pressure Systems Safety Regulations 2000 

• Provision and Use of Work Equipment Regulations 1998 

• Radiation (Emergency Preparedness and Public Information) Regulations 2001 

• The Registration, Evaluation, Authorisation and Restriction of Chemicals Regulations 2007 
(REACH) 

• Regulatory Reform Fire Safety Order 2005 

• Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 

• Safety Representatives and Safety Committees Regulations 1977 

• Work at Height Regulations 2005 (as amended) 

 

 
 



• Workplace (Health, Safety and Welfare) Regulations 1992 

• Working Time Regulations 1998 (as amended) 
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