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	1.0
	PURPOSE

	
	

	
	To ensure compliance with the CDM Regulations

	
	

	2.0
	RESPONSIBILITY

	
	

	
	The Company when acting as Principal Contractor

	
	

	3.0
	ACTION REQUIRED

	
	

	
	3.1
	Develop the Construction Stage Health and Safety Plan 

	
	
	

	
	3.2
	Establish competence and resources before appointing sub-contractors (for sub-contractors with five or more see Annex C Comp 1 which will be sent out with all tender enquiries for small sub-contractors with less than five employees the questions in Annex C Comp 2 should be completed).

	
	
	

	
	3.3
	Provide sub-contractors with information on risks on site by a providing copy of the applicable parts of the Health and Safety Plan and/or site rules [See Annex (Rules)] with all tender enquiries

	
	
	

	
	3.4
	Incorporate in all sub-contract orders conditions requiring the provision of risk assessment/method statements [see Annex S/consH&S].

	
	
	

	
	3.5
	Incorporate in all sub-contract orders conditions requiring the provision of information for the Health and Safety File [See Annex S/cons File].

	
	
	

	
	3.6
	Include in Construction Stage Health and Safety Plan sub-contractors safety method statements [See Annex (SMS)].

	
	
	

	
	3.7
	Display on site a copy of the completed notification of the project to the Health and Safety Executive.

	
	
	

	
	3.8
	Display on site a copy of the Site Rules from the Health and Safety Plan on site.[ Annex Rules ]

	
	
	

	
	3.9
	Establish the appropriate security for the site and maintain a visitor signing in book/diary.
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	3.10
	Obtain copies of all operative training certificates.

	
	
	

	
	3.11
	Monitor the construction works to ensure compliance with any rules set out in the Construction Stage Health and Safety Plan

	
	
	

	
	3.12
	Collate information to be passed to the Planning Supervisor/Client for including in the Health and Safety File. (See Annex [File 1] and Annex [File 2])

	
	
	

	
	3.13
	Review subcontractors' performance

	
	
	

	4.0
	PROBLEMS AND QUERIES

	
	

	
	Refer to the Company Safety Consultants

	
	

	5.0
	RECORDS AND REFERENCES

	
	

	
	
	Annex Attend

	
	
	

	
	
	Annex (C Comp 1)

	
	
	

	
	
	Annex (C Comp 2)

	
	
	

	
	
	Annex (Inf)


	
	
	

	
	
	Annex (SMS)

	
	
	

	
	
	Annex (File 1)

	
	
	

	
	
	Annex (File 2)

	
	
	

	
	
	Annex Rules

	
	
	

	
	
	Contract Conditions
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	Pre-contract Meeting Minutes




	Project:



	Main/Principal Contractor 

Sub/Works contractor (delete as necessary):


	

	PRE-CONTRACT MEETING HEALTH, SAFETY AND WELFARE



	Date:
	

	Present:


	

	
	

	Welfare Facilities


	Who provides

	Messroom/canteen
	

	Changing facilities
	

	Toilets
	

	Washing facilities
	

	Fire extinguishers
	

	Cleaning of facilities
	

	
	

	Housekeeping


	

	Stores/storage
	

	Waste/rubbish clearing
	

	Loading/unloading
	

	
	

	Electrical supply


	

	Offices and welfare facilities
	

	General site  lighting
	

	Task lighting
	

	Special electrical supplies (specify)
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	Pre-contract Meeting Minutes




	PRE-CONTRACT MEETING HEALTH, SAFETY AND WELFARE (cont’d)



	Access equipment


	Who provides

	Mobile towers
	

	Ladders
	

	Other (specify)
	

	
	

	Mechanical Handling


	

	Craneage
	

	Forklifts
	

	Chains/slings
	

	Plant operators
	

	Banksman/slinger
	

	Other lifting/handling equipment (specify)
	

	Hazardous materials


	

	COSHH assessments
	

	Other (specify)
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	...................………………..

	...................………………..

	..................…………………

	...................………………..

	

	Dear Sirs

	

	Re:
Construction (Design & Management) Regulations

	

	
.........................…………………………………………(Project Name)

	

	The above Regulations require that any person appointing a Contractor should be satisfied as to the competence and resources of the person to carry out that role.

	

	In respect of the above project for which you are tendering would you please answer the attached questionnaire and return with your tender.

	

	

	

	

	

	

	

	

	Yours faithfully

	

	

	

	

	

	

	for and on behalf of

	DTS (UK) LTD
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	Contractor's Competence and Resources Questionnaire




	

	

	1
	Have you a written Health and Safety Policy ? 
	YES/NO

	
	
	

	
	If "YES" please provide a copy.
	

	
	
	

	2
	Who provides you with health and safety advice. 

Give name, address and qualifications
	

	
	
	

	3
	Briefly outline your understanding of the Contractor's responsibilities and duties under the Regulations.
	

	
	
	

	4
	Accident record for the last three years. 
	

	
	
	

	5
	Have you been prosecuted or served Notices by the Health 

and Safety Executive?
	YES/NO

	
	
	

	
	If "YES" give details
	

	
	
	

	6
	How do you inform, train, monitor and audit health and safety standards ?
	

	
	
	

	7
	Similar projects carried out in the last three years ?
	

	
	
	

	8
	Have you Employers' Liability, Contractor's All Risk insurances ?

	YES/NO

	
	
	

	
	If "YES" please provide copies
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	Competence/Resources of small subcontractors with less than five employees




	
	

	[Complete the following questions based on personal experience, questioning the subcontractor and copies of documents].

	
	

	1
	Has the subcontractor a safety adviser ?
	YES/NO

	
	
	

	2
	Does the subcontractor know he has responsibilities for 

health and safety of his employees and other on site ?
	YES/NO

	
	
	

	3
	Has the subcontractor, his employees or subcontractors 

had an accident at work in the last five years ?
	YES/NO

	
	
	

	
	If "YES" record brief details
	

	
	
	

	4
	Has the subcontractor been prosecuted or served Notices 

by the Health and Safety Executive ?
	YES/NO

	
	
	

	
	If "YES" record brief details
	

	
	
	

	5
	If the subcontractor has been used on previous works how did he

perform as far as health and safety is concerned ?
	

	
	
	

	
	Use of protective clothing
	

	
	
	

	
	Tidiness
	

	
	
	

	
	Not interfering with scaffolds
	

	
	
	

	
	Not taking chances
	

	
	
	

	6
	Has the subcontractor Employers' Liability, Public Liability, 

Contractors All Risk insurances?



	YES/NO

	
	
	

	
	If "YES" obtain copies
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	SITE INFORMATION

	

	TO BE ISSUED TO EACH CONTRACTOR AND DISPLAYED ON THE SITE NOTICE BOARD


	PRINCIPAL CONTRACTOR:


	

	SITE ADDRESS:


	

	PLANNING SUPERVISOR:


	

	HEALTH AND SAFETY 

ADVISERS:


	

	HEALTH AND SAFETY EXECUTIVE

AREA OFFICE:


	


	SITE RULES


(List Site Rules from Health and Safety Plan OR attach a copy)
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	.............…………………………...

	..............…………………………..

	..............……………………………

	..............……………………………

	

	

	Dear Sirs

	

	Re:
Construction (Design & Management) Regulations

	
........................………………………………………………..(Project Name)

	

	

	We refer to your order to carry out …………………………………………………

	……………………………………………………………………………………………………………………………………(please specify) works on the above project.

	

	

	Please provide a detailed safety method statement for this activity together with appropriate plant and equipment statutory certification and operative training certificates.

	

	Your assistance in this matter is appreciated.

	

	

	Yours faithfully

	

	

	

	

	

	For and on behalf of

	DTS (UK) LTD
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	..............………………………………

	..............………………………………..

	..............………………………………..

	

	Dear

	

	Re:
Construction (Design & Management) Regulations

	
............................…………………………………………….(Project Name)

	

	As Principal Contractor on the above project we are required by the Construction (Design & Management) Regulations to ensure a Health and Safety File is prepared for the project.

	

	The contents of the File can broadly be described as details of the as-built structures and information that may be relevant to anyone carrying out construction, maintenance, repair or similar activities in the future.

	

	In order that this file may be prepared would you forward copies of the following Information  as soon as possible.

	

	o
Description of works carried out

	

	o          List of suppliers/manufacturers of materials and equipment incorporated into                                               

            the works.

	

	o          Copies of suppliers/manufacturers product, materials data sheets or equipment             

            operating, maintenance and repair instructions.

	

	o          Copies of any results or certificates or tests carried out on equipment   

            incorporated into the works.

	

	o          Copies of any drawings, calculations produced by or on behalf of the sub-                   

            contractor for the works.

	

	o          Health and safety information relevant to the maintenance, repair, upkeep and 

            disposal of the works.

	

	Your co-operation is appreciated.

	

	Yours faithfully

	

	

	

	For and on behalf of 




	DTS (UK) LTD
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	.................……………………… (Planning Supervisor)

	.................………………………

	.................………………………

	.................……………………..

	

	Dear Sir,

	

	Re:
Construction (Design & Management) Regulations

	

	
...............................…………………………………………(Project Name)

	 

	Please find enclosed  ......  copies of the information listed below for including in the Health and Safety File for the above project.

	

	

	

	

	

	Yours faithfully

	

	

	

	

	

	For and on behalf of

	DTS (UK) LTD
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	Rules


	1
	All contractors shall make themselves familiar with the ‘Emergency Procedure’ making a note of the Emergency Exits and the assembly points relevant to the building in which they are located.

	
	

	2
	All contractors shall sign the ‘Attendance Record’ book before starting work and before leaving the site at the end of the day 

	
	

	3
	Appropriate ‘Personal Protective Equipment’ shall be worn in the work area as directed below, these shall include but not be limited to the following:-


	
	
	

	
	
	Safety Hard Hat 
(worn in designated areas or when requested)

	
	
	Safety Footwear 
(worn at all times)

	
	
	Ear Protection             (worn when required)

	
	
	Safety Gloves
            (worn when required)

	
	
	Safety Glasses
(worn in designated areas or when required)

	
	
	Ear Defenders
            (worn in designated areas or when required)

	
	
	Clean Overalls
            (worn at all times)

	
	
	

	4
	All contractors shall be aware that DTS UK Ltd have adopted and will be  fully co-operating with the client’s Permit System regarding machine electrical disconnection, hot work, confined spaces, working at heights etc and no work is to commence until these permits are in place.

	
	

	5
	No contractor shall use any cranes or hoists unless they can produce a current certificate relevant to the equipment proposed for use

	
	

	6
	All contractors shall report any incidents or accidents and have them logged in the incident log book, any incidents or accidents resulting in any contractor being absent from work for more than 3 days will need to report the incident under the RIDDOR regulations

	
	

	7
	All contractors shall adhere to their submitted Method Statements, any

proposed deviation must be reported to the Principal Contractor and a new

Method Statement and Risk Assessment must be prepared, agreed and issued

before work continues.

	
	

	8
	All contractors must be aware that these rules are key and selected items from the DTS UK Ltd Mandatory Conditions for Contractors (M.A.C.C.O.N.) document and contractors shall make themselves aware of the conditions contained in the (M.A.C.C.O.N.) document, which has been issued to their Management or is available on request from the Principle Contractor
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	Rules


	9
	All contractors shall be aware that prior notification of at least two working days is required if any work is proposed outside normal working hours or at weekends. A form is available from the Leading Engineer for this purpose

	
	

	10
	All contractors shall read the information given to them at this induction and sign the record sheet accepting these rules, should you have any queries raise them with the DTS UK Ltd Project Manager or Site Representative

	
	

	11
	(Include Planning Supervisors and Client’s Site Rules)

	
	


	CONSTRUCTION (DESIGN AND MANAGEMENT) REGULATIONS



	Principal Contractor Procedures 
	Contract Conditions
	(Page 1 of 1)


	

	The following condition should be included with all tender enquiries and sub-contract orders.

	

	"It is a condition of all sub-contractor orders that the sub-contractor provides the Company documentary information, to be known as a Manual. The Manual will contain the following broad headings of information concerning the works carried out by the sub-contractor.

	

	o
Description of works carried out

	

	o          List of suppliers/manufacturers of materials and equipment incorporated into                                               

            the works.

	

	o          Copies of suppliers/manufacturers product, materials data sheets or equipment             

            operating, maintenance and repair instructions.

	

	o          Copies of any results or certificates or tests carried out on equipment   

            incorporated into the works.

	

	o          Copies of any drawings, calculations produced by or on behalf of the sub-                   

            contractor for the works.

	

	o          Health and safety information relevant to the maintenance, repair, upkeep and 

            disposal of the works.

	

	The information should be provided in an A4, four ring binder with hard covers, fully indexed and titled "Health and Safety File on ......................... (name of project)" on the front and spine.

	

	The Manual should be provided to the Company two weeks prior to completion of and as a prerequisite to practical completion of the subcontractors' works.  The number of copies of the manual required will be ................................
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	1.0
	PURPOSE

	
	

	
	To ensure compliance with the CDM Regulations 1994

	
	

	2.0
	RESPONSIBILITIES

	
	

	
	Contractor

	
	

	3.0
	ACTION REQUIRED

	
	

	
	
	During pre-tender and pre-contract meetings agree attendances (See Annex Attend) with Principal Contractor

	
	
	

	
	
	Comply with the Principal Contractor's instructions

	
	
	

	
	
	Establish competence and resources before appointing sub-subcontractors (for sub-subcontractors with more than five employees see Annex SC Comp l for small sub-subcontractors with less than five employees see Annex SC Comp 2)

	
	
	

	
	
	During pre-subcontract meetings agree attendances (See Annex Attend) with subcontractors

	
	
	

	
	
	Prepare a safety method statement for the works and submit to the Principal Contractor prior to commencement

	
	
	

	
	
	Ensure Site Rules, details of Planning Supervisor and Principal Contractor are brought to employees and subcontractors' attention (See Annex Inf)

	
	
	

	
	
	Provide the Principal Contractor with details of any reportable accidents occurring to employees or subcontractors' operatives on the works

	
	
	

	
	
	Provide the Principal Contractor with technical details of the works carried out for incorporation into the Health and Safety File

	
	
	

	4.0
	RECORDS AND REFERENCES

	
	

	
	See Index of standard letters/forms/checklists at the back of this procedure
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	Index of standard letters/forms/checklists




	

	
	Annex SC Comp 1

	
	

	
	Annex SC Comp 2

	
	

	
	Annex Attend

	
	

	
	Annex Inf

	
	

	
	Annex File
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	.....................

.....................

.....................

.....................

	

	Dear Sirs

	

	Re:
Construction (Design & Management ) Regulations

	

	.........................………………………………………………….(Project Name)

	

	The above Regulations require any person appointing a Contractor to satisfy themselves as to their competence and resources to carry out that role on the project

	

	In respect of the above project would you please complete and return the attached questionnaire 

	

	Yours faithfully

	

	

	

	

	

	

	for and on behalf of

	DTS UK LTD.

	


.
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	Contractors Competence and Resources Questionnaire




	Contractor's Competence and Resources Questionnaire for …………………...(Project)   

	

	1.
	Have you a written Health and Safety Policy ?
	YES/NO

	
	
	

	
	If "YES" please provide a copy
	

	
	
	

	2.
	Give name, address and qualifications of the person who provides you with health and safety advice
	

	
	
	

	3
	Briefly outline your understanding of the Contractor's responsibilities and duties under the Regulations
	

	
	
	

	4
	Please provide details of your accident record for the last three years,that is the number of fatalities, major injuries and over 3 – day absence from work accidents
	

	
	
	

	5.
	Have you been prosecuted or served Notices by the Health and SafetyExecutive?
	YES/NO

	
	
	

	
	If "YES" please provide details
	

	
	
	

	6.
	How do you inform, train, monitor and audit health and safety standards ?
	

	
	
	

	7.
	Please give details of similar projects carried out in the last three years ?
	

	
	
	

	8.
	Please provide copies of your Employers' Liability, Contractor' All Risk and Public Liability insurances ?
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	Competence/Resources of small subcontractors with less than five employees




	[Complete the following questions based on personal experience, questioning the subcontractor and copies of documents].

	
	

	1.
	Has the subcontractor a safety adviser ?
	YES/NO

	
	
	

	2.
	Does the subcontractor know he has responsibilities for health and safety of his employees and other on site ?
	YES/NO

	
	
	

	3.
	Has the subcontractor, his employees or subcontractors had an accident at work in the last five year?
	YES/NO

	
	
	

	4.
	Has the subcontractor been prosecuted or served Notices by the Health and Safety Executive ?
	YES/NO

	
	
	

	
	If "YES" record brief details
	

	
	
	

	5.
	If the subcontractor has been used on previous works how did he perform as far as health and safety is concerned ?

	
	
	

	
	
	Following his method statement
	

	
	
	
	

	
	
	Use of protective clothing
	

	
	
	
	

	
	
	Tidiness
	

	
	
	
	

	
	
	Not taking chances
	

	
	
	

	6.
	Has the subcontractor Employers' Liability, Public Liability, Contractors All Risk insurances ?
	YES/NO

	
	
	

	
	If "YES" obtain copies
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	Pre-contract meeting minutes




	Project:



	Main/Principal Contractor 

Sub/Works contractor (delete as necessary):


	

	PRE-CONTRACT MEETING HEALTH, SAFETY AND WELFARE



	Date:
	

	Present:


	

	
	

	Welfare Facilities


	Who provides

	Messroom/canteen
	

	Changing facilities
	

	Toilets
	

	Washing facilities
	

	Fire extinguishers
	

	Cleaning of facilities
	

	
	

	Housekeeping


	

	Stores/storage
	

	Waste/rubbish clearing
	

	Loading/unloading
	

	
	

	Electrical supply


	

	Offices and welfare facilities
	

	General site  lighting
	

	Task lighting
	

	Special electrical supplies (specify)
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	Pre-contract meeting minutes




	PRE-CONTRACT MEETING HEALTH, SAFETY AND WELFARE (cont’d)



	Access equipment


	Who provides

	Mobile towers
	

	Ladders
	

	Other (specify)
	

	Mechanical Handling


	

	Craneage
	

	Forklifts
	

	Chains/slings
	

	Plant operators
	

	Banksman/slinger
	

	Other lifting/handling equipment (specify)
	

	Hazardous materials


	

	COSHH assessments
	

	Other (specify)
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	SITE INFORMATION

	

	TO BE ISSUED TO EACH CONTRACTOR AND DISPLAYED ON THE SITE NOTICE BOARD


	PRINCIPAL CONTRACTOR:


	

	SITE ADDRESS:


	

	PLANNING SUPERVISOR:


	

	HEALTH AND SAFETY 

ADVISERS:


	

	HEALTH AND SAFETY EXECUTIVE

AREA OFFICE:


	


	SITE RULES


(List Site Rules from Health and Safety Plan OR attach a copy)
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	..............………………………………

	..............………………………………..

	..............………………………………..

	

	Dear

	

	Re:
Construction (Design & Management) Regulations

	
............................…………………………………………….(Project Name)

	

	As Contractor on the above project we are required by the Construction (Design & Management) Regulations to provide information for the  Health and Safety File for the project.

	

	The contents of the File can broadly be described as details of the as-built structures and information that may be relevant to anyone carrying out construction, maintenance, repair or similar activities in the future.

	

	In order that this file may be prepared would you forward copies of the following Information  as soon as possible.

	

	o
Description of works carried out

	

	o          List of suppliers/manufacturers of materials and equipment incorporated into                                               

            the works.

	

	o          Copies of suppliers/manufacturers product, materials data sheets or equipment             

            operating, maintenance and repair instructions.

	

	o          Copies of any results or certificates or tests carried out on equipment   

            incorporated into the works.

	

	o          Copies of any drawings, calculations produced by or on behalf of the sub-                   

            contractor for the works.

	

	o          Health and safety information relevant to the maintenance, repair, upkeep and 

            disposal of the works.

	

	Your co-operation is appreciated.

	

	Yours faithfully

	

	

	

	For and on behalf of 




	DTS UK LTD.
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	1.0
	Purpose:

	
	

	In the event of an accident resulting in:

	
	

	
	Personal injury to any person

	
	

	
	Cases of diseases or

	
	

	
	Dangerous occurrences

	
	

	arising out of work to investigate and report as necessary to the enforcing authority and comply with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995.

	
	

	2.0
	Responsibility:

	
	

	
	Employer

	
	

	3.0
	Action Required:

	
	

	
	ALL accidents resulting in personal injury to a person at work must be entered in the Accident Book

	
	
	

	
	3.0.1
	Death
Major injury
Dangerous Occurrences
Person not at work, hospitalised due to an accident arising out of work activities.

	
	
	

	
	
	Refer in all cases to Company Safety Consultants.

	
	
	

	
	
	
	Telephone the Health and Safety Executive immediately giving details of accident/occurrence

	
	
	

	
	
	
	Record date, time, means of reporting to the Health and Safety Executive and the name of person receiving report in Accident Book.

	
	
	
	

	
	
	
	Within 10 days of accident/occurrence a written report on F2508 must be sent to the Health and Safety Executive 


	
	3.0.2
	Person at work, absent for more than three days as a result of an          accident at work

	
	
	
	

	
	
	
	Within 10 days of accident/occurrence a written report on F2508 must be sent to the Health and Safety Executive 
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	3.0.3
	Diseases

	
	
	
	

	
	
	
	On receiving a written statement from a registered medical

practitioner that an employee is suffering from a disease listed in the attached references refer to the Company's Safety Consultants

	
	
	
	

	
	3.0.4
	Investigating accidents, dangerous occurrences or incidents.

	
	
	
	

	
	
	
	All personal injury accidents, dangerous occurrences and other incidents such as fires will be investigated by the person in charge of the workplace.

	
	
	
	

	
	
	
	In the case of accidents and dangerous occurrences as

described in the Annexes to this Procedure except the classification “absent from work for more that three days" a separate investigation will be conducted by the Company's Safety Consultants

	
	
	
	

	
	
	
	The investigation report should record the details set out in Annex 1.

	
	
	
	

	
	
	
	All investigation reports should be forwarded to the Company Safety Advisers for analysis.


	4.0
	Problems and Queries

	
	

	
	Refer to the Company Safety Consultant

	
	

	5.0
	Records and References

	
	

	
	
	HSE Addresses

	
	
	

	
	Acc1/3/96
	Record of Reportable Accident/Occurrences

	
	
	

	
	Annex 2
	Definition - Major Injury

	
	
	

	
	Annex 3
	Definition - Dangerous Occurrences

	
	
	

	
	Annex 4
	Definition - Diseases
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	Health and Safety Executive offices




 

	

	London and S.E.:

	

	St. Dunstan’s House,



All London Boroughs

201 - 211 Borough High Street,

Kent, Surrey, E and W Sussex

London SE1 1GZ

Tel: 0171 556 2100

Fax: 0171 556 2200

	

	

	East Anglia:

	

	39 Baddow Road



Essex except the London Boroughs in

Chelmsford




Essex, Norfolk, Suffolk

Essex, CM2 0HL

	

	

	Northern Home Counties:

	

	14 Cardiff Road



Bedfordshire, Buckinghamshire,

Luton





Cambridgeshire, Hertfordshire

Beds, LU1 1PP
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	Record of Reportable Accidents/Dangerous Occurrences 


	

	1
	Date of accident/occurrence

	
	

	2
	Time of accident/occurrence

	
	

	3
	Full name of injured person

	
	

	4
	Full address of injured person

	
	

	5
	Date of birth of injured person

	
	

	6
	Occupation/status of injured person

	
	

	7
	Nature of injury

	
	

	8
	Exact place where accident/occurrence happened

	
	

	9
	Description of circumstances of accident/occurrence

	
	

	10
	Date first reported to Health and Safety Executive

	
	

	11
	Method by which reported in (10) above

	
	

	12
	Date F2508 sent to Health and Safety Executive
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	Major Injury Definition




	

	Major injury means

	

	1
	Fractures except fingers, thumbs or toes

	
	

	2
	Amputation of any part of the body

	
	

	3
	Dislocation of the shoulder, hip, knee or spine

	
	

	4
	Eye injury - loss of sight, penetrating injury, chemical or hot metal burn

	
	

	5
	Resuscitation required for any reason

	
	

	6
	Unconsciousness due to any reason

	
	

	7
	Hospitalisation for more than 24 hours due to any reason

	
	

	8
	Hospitalisation of any person other than a person at work

	
	

	9
	Hypothermia

	
	

	10
	Heat-induced illness

	
	

	11
	Medical attention for acute illness as a result of:

	
	

	
	11.1
	inhalation of any substance

	
	
	

	
	11.2
	ingestion of any substance

	
	
	

	
	11.3
	absorption of any substance

	
	
	

	
	11.4
	exposure to a biological agent or its toxins

	
	
	

	
	11.5
	exposure to infected material

	
	
	

	12
	Absence from work for three consecutive days excluding the day of any alleged accident.
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	Dangerous Occurrences Definition




	

	1.
	Collapse, overturning or failure of any load-bearing part of any

	
	
	

	
	1.1
	lift or hoist

	
	
	

	
	1.2
	crane or derrick

	
	
	

	
	1.3
	mobile powered access platform

	
	
	

	
	1.4
	fork-lift truck

	
	
	

	2.
	Overhead electric line

	
	
	

	
	2.1
	unintentional contact with UNINSULATED overhead lines of greater than 200volts

	
	
	

	
	2.2
	electric discharge due to close proximity

	
	
	

	3.
	Electrical short circuit or overload attended by fire or explosion resulting in

	
	
	

	
	3.1
	stoppage of plant involved for more than 24 hours OR

	
	
	

	
	3.2
	has the potential to cause the death of any person


	4.
	Unintended, complete or partial collapse of

	
	
	

	
	4.1
	any floor or wall of any building (above or below ground) used as a place of work

	
	
	

	5.
	Explosion or fire due to the ignition of any material in any plant or premises resulting in

	
	
	

	
	5.1
	stoppage of that plant for more than 24 hours OR

	
	
	

	
	5.2
	suspension of normal work in the premises for more than24 hours
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	Dangerous Occurrences Definition




	6.
	Sudden, uncontrolled release

	
	
	

	
	6.1
	inside a building of at least 100 kilograms of flammable liquid

	
	
	

	
	6.2
	inside a building of at least 10 kilograms of flammable liquid at a temperature above its NORMAL BOILING POINT

	
	
	

	
	6.3
	inside a building of at least 500 kilograms of flammable liquid or flammable gas

	
	
	

	7.
	Accident release or escape of any substances in a quantity sufficient to cause

	
	

	
	7.1
	death

	
	
	

	
	7.2
	major injury

	
	
	

	
	7.3
	damage to health of any person
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	Diseases Definition




	

	1
	Cramp of the hand or forearm due to repetitive movements due to:

	
	

	
	
	prolonged periods of handwriting, typing or other repetitive movements of the fingers, hand or arm

	
	
	

	2
	Beat hand (subcutaneous cellulitis)

Beat knee (bursitis or subcutaneous cellulitis)

Beat elbow (bursitis or subcutaneous cellulitis) due to:

	
	
	

	
	
	physically demanding work causing severe or prolonged friction or pressure on the hand or at or about the knee or elbow

	
	
	

	3
	Traumatic inflammation of the tendons of the hand or forearm or of associated tendon sheaths due to:

	
	
	

	
	
	physically demanding work, frequent or repeated movements, constraints of posture or extremes of extension or flexing of the hand or wrist.

	
	
	

	4
	Carpel tunnel syndrome:

	
	
	

	
	
	work involving the use of hand-held vibrating tools.

	
	
	

	5
	Hand-arm vibration syndrome:

	
	
	

	
	
	work involving the use of chain saws, bush cutters,

	
	
	

	
	
	hand-held or hand fed circular saws in woodworking

	
	
	

	
	
	work involving the use of hand-held rotary tools in grinding material

	
	
	

	
	
	work involving the use of hand-held powered percussive drills or hammers in demolition or on roads or footpaths (including road construction)
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	Diseases Definition




	6
	The following infections:

	
	
	

	
	
	avian chlamydiosis

	
	
	

	
	
	contact with birds or remains infected with chlamydia psittaci

	
	
	

	
	
	hepatitis

	
	
	

	
	
	legionellosis

	
	
	

	
	
	leptospirosis

	
	
	

	
	
	Rabies

	
	
	

	
	
	tetanus

	
	
	

	
	
	tuberculosis


	
	
	due to contact with micro-organisms

	
	
	

	
	
	due to contact with human blood or body fluids

	
	
	

	
	
	due to contact with material potentially infected by above

	
	
	

	7
	Folliculitis, Acne, Skin cancer

	
	
	

	
	
	work involving exposure to mineral oil, tar, pitch

	
	
	

	8
	Occupational dermatitis due to work involving exposure to

	
	
	

	
	
	cement, plaster or concrete

	
	
	

	
	
	strong acids, strong alkali's oxidising agents including domestic

bleach

	
	
	

	
	
	any chemical bearing the warning "May cause sensitisation by skin contact" "irritating to the skin"

	
	
	

	9
	Occupational asthma due to work involving exposure to

	
	
	

	
	
	fumes from epoxy resin curing agents

	
	
	

	
	
	fumes from rosin used as a soldering flux

	
	
	

	
	
	any chemical bearing the warning "May cause sensitisation by

inhalation.
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	The Company is required to identify the hazards, that is the potential for causing harm, arising out of work activities and assess the risk that is the likelihood of that potential being realised.  From this the necessary preventative and precautionary measures (controls) to comply with any health and safety requirements can be determined.  Controls should be selected from the following hierarchy:

	

	
	avoid the risk altogether, for example by using a less dangerous substance

	
	

	
	combating risks at source, for example by using guards on cutting machines

	
	

	
	only using personal protective equipment as a last resort.

	

	For activities not covered in the Company Health and Safety Policy an assessment of the level of risk involved and the precautions required should be made in accordance with this procedure.

	

	The Company's Health and Safety Consultants should be sent a copy of all such assessments and are available to assist in developing the necessary Arrangements for subsequent addition to the Company's Health and Safety Policy.

	

	Risk assessment to be carried out practically and realistically requires the following five basic steps and in a working environment involving a low order of risk a simple qualitative approach is followed.

	

	The Five Steps.

	

	1.
	Work activity or task analysis.

	
	

	
	All work activities or tasks should be analysed into their component elements including where the activity takes place and any plant or equipment used, for example changing a light bulb can be considered as consisting of

	
	

	
	
	getting a spare bulb from store

	
	
	

	
	
	carrying steps or other means of access to and from the light fitting

	
	
	

	
	
	placing steps or other means of access

	
	
	

	
	
	climbing steps or other means of access


	
	
	changing the bulb

	
	
	

	
	
	climbing down steps or other means of access

	
	
	

	
	
	disposing of the spent bulb
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	2.
	Hazard identification

	

	A “hazard” is something that has the potential to cause harm.

	

	Each element of a work activity or task can now be considered as to the hazards involved, that is, what can cause harm. In the above example carrying steps involves manual handling which could result in harm such as hernia’s or back problems.

	

	The most likely hazards to be encountered can be established by considering the main causes of occupational accidents as recorded in the annual statistics published by the Health and Safety Executive. The following list while not exhaustive would encompass at least 95% of the hazards that will be encountered while working with S D Installations Limited.

	

	
	Falling from a height of up to and including 2 metres

	
	

	
	Falling from a height exceeding 2 metres

	
	

	
	Contact with moving machinery

	
	

	
	Struck by moving/flying/falling objects

	
	

	
	Struck by moving vehicles

	
	

	
	Striking against something fixed or stationary

	
	

	
	Injury while handling (pushing, pulling or carrying)

	
	

	
	Slip, trip or fall on same level

	
	

	
	Trapped by something collapsing or overturning

	
	

	
	Exposure to or contact with harmful substances

	
	

	
	Exposure to fire


	
	Explosions

	
	

	
	Contact with electricity or electrical discharge


	
	Exposure to vibration

	
	

	
	Exposure to noise

	
	

	
	Exposure to R.S.I./U.L.D.

	RISK ASSESSMENT



	Procedure 
	(Page 3 of 6)


	3.
	Risk evaluation or rating.

	
	

	“Risk” is the likelihood of the harm occurring.

	

	The risk has to be judged and apportioned a notional value the objective of which is first to establish the significance of a hazard and secondly to assist in prioritising dealing with a number of hazards. This is undertaken in two parts

	

	
	firstly determining the likelihood of the event occurring and 

	
	

	
	secondly considering the possible severity of the harm that could result

	
	

	Likelihood generally takes into account such matters as

	

	
	number of persons exposed to the hazard

	
	

	
	frequency and duration of exposure to the hazard and

	
	

	
	control measures currently in use (risk assessment is first carried out without considering the effect of any control measures and is then repeated introducing a range of controls to ensure the most effective are used. )

	
	

	For the purposes of S D Installations Limited activities the following scale based on the concept of high, medium and low is used for evaluating risk:-

	

	Likelihood of harm occurring  

	

	
	High
	Certain or near certain to occur

	
	
	

	
	Medium
	Reasonably likely to occur

	
	
	

	
	Low
	Very unlikely to occur


	Severity of the harm if it did occur has to be valued for which purpose the following scale is used:- 

	

	
	High
	Fatal consequences.

	
	
	

	
	Medium
	Major injury involving at least three days absence from work.

	
	
	

	
	Low
	Incident involving less than three days absence from work.
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	The following graph enables the product of the Likelihood and Severity to be evaluated as to the acceptability or non-acceptability  of the risk





High             *                      *     Intolerable *





         Substantial




          Moderate

Likelihood       Med              *                      *                      *

                                     Tolerable

                        Low             *                      *                     *



          Trivial




       Low                Med                High






Severity

	The following Table indicates the type of action that should be taken dependent upon the evaluation of the risk from the above graph


Table

	 Risk Evaluation
	Action Required

	Trivial
	No action required



	Tolerable
	No additional controls but need to monitor and consider controls that do not impose additional costs



	Moderate
	Reduce the risk by cost effective solutions



	Substantial
	Reduce risk before work activity or task starts, costs not a serious issue



	Intolerable
	Work activity or task not to be started or continued until risk drastically reduced irrespective of costs
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	4.
	Risk Control Measures.

	
	

	Having identified those activities where there is a significant risk it is then necessary to establish those preventative and precautionary or control measures that need to be implemented to reduce that risk to an acceptable level. These controls may simply require compliance with health and safety law, for example Health and Safety 

( Display Screen Equipment ) Regulations where persons are users of that type of equipment. Otherwise where such specific guidance is not available controls should follow the basic hierarchy of such measures which is :

	

	
	Prevent by avoiding the risk completely and carry out the work in a different way

	
	

	
	Substitute a less hazardous activity for the one originally contemplated

	
	

	
	Combat the hazard at source by guarding or enclose it completely.

	
	

	
	Reduce the number of persons exposed to the hazard

	
	

	
	Reduce the time that persons are exposed to the hazard

	
	

	
	Provide personal protective equipment.

	
	

	5.
	Recording, Monitoring and Review.

	
	

	Risk assessments should be recorded for which purpose the attached Hazard Report has been used for plant and machinery used by the green-keepers. The attached Risk Assessment Report is used for all other activities.

	

	Monitoring of work activities or tasks will be carried out regularly to ensure the controls are being implemented and that they are adequately controlling the risks.

	

	ALL risk assessments will be reviewed at least annually or when changes in work activities or tasks, legislative requirements or other conditions that significantly affect the hazards and risks involved.  
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	Risk Assessment Record




	SITE :

	ASSESSOR:
	TITLE:

	WORKS:
	DATE:

	

	NO.
	OPERATION


	HAZARD
	RISK
	CONTROL MEASURES
	RR

	
	
	
	L
	S
	R
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	L - Likelihood
	High - Certain or near certain to occur
	Medium - Reasonably likely to occur 
	Low - Very unlikely to occur

	S - Severity
	High - Fatal consequences
	Medium - Major injury involving at                        least three days absence from work
	Low - Incident involving less than three days absence from work

	R - Risk Rating
	L x S  ( Likelihood x Severity )

	RR - Residual Risk Rating
	Risk Rating following application of control measures


	MANUAL HANDLING



	Procedure 
	(Page 1 of 1)


	Manual handling means transporting or supporting including lifting, putting down, pushing, pulling, carrying or moving a load by hand or bodily force.

	

	Wherever possible work will be organised to avoid manual handling of any loads.  In particular mechanisation such as sack trucks, barrows, fork-lifts etc will be provided and used.

	

	Any manual handling that cannot be avoided will be assessed as to the risk of injury to persons employed.  Such assessment will consider the effects of the task, the actual load, the working environment and individual capabilities.  From the assessment steps will be identified to reduce the risk of injury to the lowest level reasonably practicable.  This will be achieved by:

	

	o          improving the task by eliminating stooping, twisting, carrying for excessive

            distances, reaching upwards, lifting through large vertical distances;

	

	o
reducing the weight of the load;

	

	o
making it easier to grasp;

	

	o
making the load smaller in size;

	

	o          providing a safe working environment by removing obstructions, providing 

            level surfaces, adequate lighting and a suitable thermal environment;

	

	o
taking account of individual's health and physical condition.

	

	Assessments will be recorded on the attached Schedule and retained to provide information to persons employed manual handling.
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	Manual Handling Schedule




	Company


	

	Site Address


	

	Handling operation being assessed
	

	Weight of load being assessed
	
	kg

	Distance load to be moved
	
	metres.

	

	Answer the following questions `Yes' or `No'.

	

	If you answer `yes' make a note how to eliminate or reduce that factor, against the question and the date implemented in the space provided at the end of the schedule.  For example if the load has to be carried an excessive distance can it be located closer to its final position.  State how this will be achieved.

	

	Does manual handling involve

	
	holding or manipulating loads at distance from trunk?

unsatisfactory bodily movement or posture, especially: twisting the trunk?

stooping?

reaching upward?

excessive movement of loads, especially:

excessive lifting or lowering distances?

excessive carrying distances?

excessive carrying distances?

excessive carrying distances?

risk of sudden movement of loads?
	Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No
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	Manual Handling Schedule




	Does manual handling involve (cont’d)

	
	frequent or prolonged physical effort?

insufficient rest or recovery periods?

a rate of work imposed by a process?
	Yes/No

Yes/No 

Yes/No

	Is the load:
	

	
	heavy?

bulky or unwieldy?

difficult top grasp?

unstable, or with contents likely to shift?

sharp, hot or otherwise potentially damaging?
	Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

	Where the load is carried are there:

	
	space constraints preventing good posture?

uneven, slippery or unstable floors?

variations in level of floors or work surfaces?

extremes of temperature or humidity?

conditions causing ventilation problems or gusts of wind?

poor lighting conditions?
	Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

	Does the individual carrying out manual handling require:
	

	
	unusual strength, height, etc?

create a hazard to those who might reasonably be considered 

to be pregnant or have a health problem?

require special information or training for its safe performance?
	Yes/No

Yes/No

Yes/No
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	Manual Handling Schedule




	Notes of Questions 1-4
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	Manual Handling Instruction and Toolbox Talk 




	Lifting relies to a great extent on the skilful use of the right muscles and not brute force.

	

	Six major points to observe when lifting:-

	
	

	
	Back straight

	
	Chin in

	
	Arms close to the body

	
	Feet slightly apart

	
	Bend knees and lift with the legs

	
	Grip with palms of hands, not first fingers

	
	

	General Point    

	
	

	
	Beware of slippery surfaces

	
	Size the job up, look out for jagged edges etc. on the object to be lifted

	
	Clear walkway

	
	If using a team, clear instructions must be given by one man

	
	The basic principles apply to the lift ing all of objects

	
	Special care should be taken when moving gas cylinders

	

	Unloading Materials     

	

	
	Always try to get heavy and awkward shaped objects unloaded mechanically

	
	For manual loading it helps to have a platform to reduce the distance between lorry and ground

	
	Ropes are sometimes useful.  Make sure that they are strong enough, in good condition, well supported and chocked to prevent slipping

	
	Ensure that there are enough men to do the job 
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	1
	Purpose

	

	
To assess the risk to employees and others from materials/products used; prevent employees and other suffering diseases or health problems and ensure compliance with the Control of Substances Hazardous to Health Regulations.

	

	2
	Responsibility

	
	

	
	The Company

	
	Person in charge of site

	
	All persons on site

	
	

	3
	Action Required

	
	
	

	
	
	All orders for materials/products to include a condition requiring the supplier "to provide at the point of delivery a materials/products safety data sheet

	
	
	

	
	
	On receipt of products/materials or the products/materials data sheet complete form COSHH/3/99 attached to this procedure

	
	
	

	
	
	Ensure any personal protective equipment or other plant required to be used is available on site.

	
	
	

	
	
	Inform employees, persons using the product or material of the risks and precautions as identified in the form COSHH/3/99.  Note names of persons instructed on COSHH/2/3/99 form attached to this procedure

	
	
	

	
	
	Where products/materials have a significant risk substitute with products/materials having a lesser risk i.e.: water based paints for solvent based

	
	
	

	4
	Problems and queries

	
	
	

	
	
	Refer to Company Safety Consultants

	
	

	5
	Records and references

	
	

	
	
	COSHH/3/99

	
	
	

	
	
	COSHH2/3/99

	

	
Attached to this procedure
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	Assessment Record



	Material/Product Name


	

	Material/Product Use


	

	Hazardous substances in Material/Product


	

	HAZARD IDENTIFICATION



	Very toxic/Toxic/Harmful/Corrosive/Irritant/Other(delete as necessary)



	Risk and Safety Phrase(s) (stated on package or Product Data Sheets)


	

	Precautions(Identified by manufacturer on packaging or Product Data Sheets)


	

	Precautions provided on Site


	

	Operatives instructed as to risks and precautions TO BE LISTED ON COSHH2/3/99



	Signed 

(Site Manager/Agent)
	Date
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	Employee/other Instruction Record



	Material/Product Name


	

	Names of persons informed of risks and precautions:




	Material/Product Name


	

	Names of persons informed of risks and precautions:




	Material/Product Name


	

	Names of persons informed of risks and precautions:
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	1
	Purpose

	 

	
To ensure sub-contract orders incorporate conditions compatible with the Company's Health and Safety Management System contained in the Company's Health and Safety Policy.

	
	

	2
	Responsibility

	
	

	
	The Company

	
	

	
	The Company's Buyer

	
	

	3
	Action Required

	
	
	

	
	
	All Company sub-contract orders will contain a general condition relating to Health and Safety, risk assessment, method statement, hazardous substances and plant and equipment.  (See Annex 1).

	
	
	

	
	
	All sub-contract orders will contain a standard condition relating to the Construction ( Design and Management ) Regulations.  (See Annex 2)

	
	
	

	4
	Problems and Queries

	

	
	
	Contract Management

	
	
	

	
	
	Company Safety Consultants

	
	

	5
	Forms and References

	
	
	

	
	
	Annex 1

	
	
	

	
	
	Annex 2
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	Sub-contract Conditions




	(M.A.C.C.O.N.)

Contractor Mandatory Conditions.

	

	1.0
Purpose.

2.0
Application.

3.0
Introduction.

4.0
Responsibilities.

5.0
General conditions.

6.0
Environmental working practices.

7.0
Contractors plant.

8.0
Materials and storage.

9.0
Traffic.

10.0
Deliveries of services or goods.

11.0
Workmanship.

12.0 Indemnity.

13.0 Legal Liability Insurance.

14.0
Document and data control.

15.0
Definitions.

16.0
Legislation.

	

	1.0
Purpose

This document is a Contracts Conditions Manual, it provides a controlled source of mandatory conditions for contracts involving work on sites where DTS UK LTD.are acting as Principal Contractor.

	

	2.0
Application
The Contract conditions contained herein apply to all contracts awarded to contractors where DTS UK LTD are acting as Principal Contractor on the Employers premises. These conditions apply to all contractors whether the scope of work is professional, technical or manual.

The contractor shall comply with any other requirements appropriate to the work which are not included in the Contracts Condition Manual but may be agreed with DTS UK Ltd. 

	

	3.0
Introduction
This document forms the mandatory requirement that shall be responded to in invitations to tender and adhered to by all contractors at all times
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	Sub-contract Conditions




	4.0
Responsibilities

It is the responsibility of all contractors to bring all the relevant Contract Mandatory  Conditions to the attention of all their personnel and others affected by their work activity.

They must also ensure that all personnel comply with the requirements of the Contract Mandatory Conditions and any other documents specified by the employer.

	

	5.0
General Conditions

	

	5.1
Health & Safety-Employers Policy
In accordance with the Health & Safety at Work Act and any subsequent re-enactment, the Employer has issued a policy statement on health and safety at work with regard to the safety of contractors.

The contractor shall comply with the Employers policy statement on health and safety. The contractor must also inform all relevant personnel about the requirements of the policy.

The contractor shall provide DTS UK Ltd with a copy of the following documents for approval.

a)
The contractors health and safety plan.

b)
The contractors health and safety policy statement.

c)
Additional requirements mentioned specifically in the tender.

	

	5.2
Legislation and Regulations which apply to the Contract
When carrying out the Contract the subcontractor is to comply with the requirements of all the relevant directives of EC and UK Law. The contractor shall pay particular regard to the Health and Safety at Work Act 1974 and other applicable Acts and regulations.

The contractor shall also comply with any other mandatory requirements, local safety and security regulations including any requirements specified by the Health and Safety Executive, London Fire Brigades or other local Fire Brigades, Police or Civil Defence Authority.

The contractor shall ensure that works are carried out in accordance with the approved Codes of Practice and Guidance Notes issued by the Health and Safety Executive as applicable to the works.

	

	5.3
General
The contractor shall throughout the progress of the Contract have full regard for the health and safety of all persons on or adjacent to the work location. The contractor shall keep the work location in an orderly state appropriate to the avoidance of danger to such persons.
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	Sub-contract Conditions




	5.4
Contractors staff qualifications and competence
The contractors staff shall be appropriately qualified, trained and experienced so that these staff are competent to work safely on the Contract, and to a level which satisfies the health and safety standards of both  DTS UK LTD and the Employer.

	

	5.5
Passes, permits and certificates for contractors staff
The contractor shall hold a record of all passes, permits and certificates issued to its staff.

The contractor shall allow sufficient time to ensure that its staff are properly trained and registered before the Contract commences.

If the contractor fails to produce the stipulated passes, permits etc when requested to do so by any member of the Employers staff or by the DTS UK LTD Project Manager they may be asked to leave the Employers premises immediately.

Where licences or permits are required the contractor shall ensure they are prominently displayed at all times during the work period, in a position and manner approved by the Employer.

	

	5.6
Access to the site
Only DTS UK LTD authorised personnel and contractors authorised personnel who are employed on the Contract are allowed access to the site except as approved by the Employer.

The contractor shall notify DTS UK LTD of visitors to the site.

Contractors personnel must report to the DTS UK LTD Project Manager on arrival and departure and sign the Log Book and also obtain agreement before carrying out any work.

The contractor shall ensure that its personnel have been informed and understand the Emergency and Evacuation procedures relating to their activities and location.

Contractors shall also make themselves aware of any other contractors working in the same location whose activities may affect or be affected by their work. Contractors shall make their presence known and co-ordinate with other contractors in order to ensure that safety is not compromised.

	

	5.7
Removal of contractors personnel
The DTS UK LTD reserve the right to object in writing to any of the contractors personnel employed on the Contract who, in the opinion of DTS UK Ltd Project Manager, misconduct themselves, subject others to harassment, or are incompetent, negligent or work in an unsafe manner.

DTS UK LTD will take appropriate action to prevent and eliminate unacceptable behaviour or conduct.

DTS UK LTD have separate and distinct requirements for contractors suspected of contravening the Employers Alcohol or Drugs policies.
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	Sub-contract Conditions




	5.8
Alcohol and drugs
In compliance with DTS UK LTD and the Employers policies on alcohol and drugs the contractors staff are prohibited from consuming alcoholic drinks or drugs at work, or from being under the influence of alcohol, drugs or any other substances that might impair the proper performance of their duties on the Employers premises.

	

	5.9
Lighting, guards, fencing, warning signs

The contractor will provide any lighting, guards, fencing or warning signs (unless provided by DTS UK LTD or the Employer specifically within the contract) as required.

The contractor shall take all reasonable precautions to ensure that persons can not enter work locations, particularly where such entry could expose those persons to risk to their health or safety

	

	5.10
Siting of equipment or materials
The contractor shall not place equipment, materials or articles in a way, which causes an obstruction.

	

	5.11
First Aid
The Employer will provide adequate First Aid facilities, which will be made available to contractors but should not be seen in any way as prejudicing the contractors under the Health and Safety (First Aid) Regulations 1981. All accidents and injuries to personnel shall be reported to the DTS UK LTD Project Manager and recorded in the Employers Accident Log Book

	

	5.12
Fire precautions
The contractor shall take strict precautions to protect the site from fire, any adjacent property and all persons. The contractor shall ensure that his employees are familiar with the action to be taken in case of fire particularly the method of raising the alarm and means of escape.

Contractors employees may use fire-fighting equipment installed by the Employer should a fire occur.

Contractors must keep all exits, signs and means of access, particularly access to fire fighting equipment, alarm call points and emergency stairs and doors, clear of obstructions.

All fires and the use of fire fighting equipment should be reported to the Employers Fire Officer.

	

	5.13
Hot work and other fire hazardous operations
The contractor shall not carry out any flame cutting, burning, welding, grinding, spark producing or similar on or adjacent to the place of work without a Hot Working Authorisation.
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	Sub-contract Conditions




	5.14
Hazardous substances
Before commencement of work the contractor shall submit a list of hazardous substances proposed for use in the Contract and the manufacturers health and safety data sheets.

This information should also be readily available at the place of work.

The contractors Health and Safety Plan, and Method Statement shall address any activities associated with hazardous substances.

	

	5.15
Asbestos

The contractor shall take all appropriate precautions to protect their personnel and other persons from any form of asbestos, which may be encountered in the course of their work, or as a consequence of work performed by others. The contractor shall comply fully with the Control of Asbestos at Work Regulations  

	

	5.16
Working at heights

Prior to work commencing on site the contractor shall carry out a risk assessment to

determine the level of protection required for work carried out above the ground level

of the site.

	

	5.17
Site hazards
The contractor shall ensure that flammable materials such as paper, cardboard or oily rags do not accumulate. The contractor shall mop up spillages of hazardous liquids immediately or absorb them in sand or other suitable material. The contractor shall dispose of this in a manner appropriate to the spillage.

The contractor shall keep all access points clear of obstructions at all times.

The contractor shall keep all gas hoses for welding equipment clear of footways.

The contractor shall route all electric cables in a manner, which avoids tripping hazards and damage by vehicles. If cables or hoses need to cross routes, the contractor shall board them over in an appropriate manner, which avoids tripping hazards.

The contractor shall not leave materials lying about, especially pieces of timber with projecting nails or metal with sharp or jagged edges

	

	5.18
Incident reporting
Contractors are encouraged to adopt a policy of disclosure in the reporting of all safety related incidents or near misses whilst working for DTS UK Ltd

	

	5.19
Leaving the site of an incident
Unless urgent medical treatment is needed, the contractors personnel shall only leave the site of an incident with the prior authorisation of the Employer or DTS UK Ltd.
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	Sub-contract Conditions




	5.20
Storage of gas cylinders, flammable volatile and combustible substances
The contractor shall strictly control the storage of flammable and volatile substances to be used during the period of the works, complying with the requirements of the Employers policy statement on health and safety.

	

	5.21
Noise, dust, debris, odours, vibration, visibility, smoke and fumes

The contractor shall adequately protect the Employers equipment and property from dust and debris and shall adequately limit and control the emission of noise, odours, smoke and fumes, ensure adequate visibility and protect all persons from such hazards, whether or not employed on the works. The contractor shall comply with all the requirements of the Noise at Work Regulations 

	

	5.22
Contractors health, safety and environmental plan and method statement

To demonstrate their commitment to high standards Health Safety and Environment issues and full compliance with CDM requirements, it is a mandatory requirement for all contractors to supply site specific Health, Safety and Environment Plans and Method Statements to the Principal Contractor which address all the Contract Mandatory Conditions together with other health, safety and environmental activities identified in their proposals for the work prior to commencement of work.

	

	5.23
Site management and housekeeping

The contractor shall keep the site clean and tidy and in sanitary conditions and where applicable comply with the requirements of the Environmental Protection Act with respect to litter and refuse, the contractor shall clear rubbish daily and not allow rubbish to accumulate.

	

	5.24
Personal protective equipment
The contractor shall assess the requirements for Personal Protective Equipment for all their personnel, in line with the requirements of the Personal Protective Equipment Regulations

	

	5.25
Hard hats
Contractors shall ensure that employees wear suitable head protection in areas designated as Hard Hat Areas or when requested to do so by the Employer or DTS UK Ltd on an individual basis of the need to wear head protection

	

	5.26
Safety footwear
The contractors personnel shall wear sturdy footwear, in good condition, appropriate to the work being undertaken
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	Sub-contract Conditions




	5.27
Hearing protection
Where a noise assessment shows that their exposure to noise could result in hearing damage the contractor shall provide suitable and sufficient hearing protection

	

	5.28
Construction (Design and Management) Regulations
The contractor must review, understand and comply with the CDM Regulations when these regulations apply to the contract

	

	5.29
Electrical Equipment

All electrical equipment used by the contractor on site must comply with the Electricity at Work Regulations. Portable tools and equipment where practicable must be designed to operate at voltages no higher than 110v

	

	5.30
Electricity at Work Regulations
Contractors shall review, understand and ensure that all work undertaken on electrical equipment shall comply with the Electricity at Work Regulations.

All electrical installations shall be inspected and approved by the Employer before connection to the Employers power supply.

	

	6.0
Environmental working practices

	

	6.1
Environment 
The contractor shall comply with the Employers Environmental Policy the contractor must also inform all relevant personnel about the requirements of the policy.

	

	6.2
Site supervision

The contractor shall ensure that no safety and environmental risks remain at the end of each shift and outside normal working hours.

	

	6.3
Vandalism


The contractor must consider the safety and environment risks posed by vandalism. The contractor shall take the necessary steps to avoid environmental contamination or violations of environmental legislation as a consequence of vandalism

	

	6.4
Air quality and dust

Control of emissions from contractors vehicles

The contractor shall not allow engines to run while lorries are waiting to enter the site, leave the site, or during periods of loading or unloading. The only exception is if an engine needs to be run for loading or unloading.

The contractor shall comply with any requirements of the local authority and all other regulatory authorities, about generating, controlling and monitoring dust.
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	Sub-contract Conditions




	6.5
Noise and vibration

Before starting work on site that may cause a noise disturbance, in accordance with the Control of Pollution Act 1974 the contractor must use the best practicable means of attenuating noise from the work.

The contractor shall fit vehicles and mechanical plant used for the works with effective exhaust silencers. The contractor shall maintain these in good and efficient working order and operate them to minimise emissions.

Before starting work on site that may cause a vibration disturbance, in accordance with the Control of Pollution Act 1974 the contractor must use the best practicable means of reducing disturbance due to vibration from the work

	

	6.6
Waste management
The contractor shall comply with the requirements of the Environmental Protection Act 1990 in respect of waste management duties.

	

	6.7
Disposal of Waste Materials

The contractor shall remove all waste materials generated during the Contract from site. The contractor shall be familiar with the Employers system of waste management. The contractor shall assess the types of waste generated by the work and ensure that the management of such waste follows the Employers system of waste management and complies with the waste management regulations, legislation and codes of practice

	

	6.8
Fly Tipping
The contractor is prohibited from carrying out fly tipping, either directly or indirectly through sub-contractors

	

	6.9
Litter
The contractor shall ensure that its method of working does not cause litter or rubbish to accumulate, nor to encourage others to drop litter on the premises. The contractor shall inspect the site of work at the end of each working period, and remove and dispose properly of any litter or rubbish

	

	7.0
Contractors plant

	

	7.1
Contractors plant and equipment
All new plant and equipment used on the site shall comply with the Provision and Use of Work Equipment Regulations.

The contractor shall provide and maintain all plant, tools, equipment and vehicles required for their own use for the purposes of the works. They shall remove the equipment on completion of the Contract
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	Sub-contract Conditions




	7.2
Contractors lifts and hoists
All hoisting and lifting facilities shall satisfy the requirements of the Factories Act and other relevant legislation

	

	7.3
Contractors cranes and other lifting devices
The contractor must operate all cranes strictly in accordance with the recommendations given in the current of BS 7121, BS 5744.

	

	7.4
Contractors access equipment (scaffolds, ladders etc)
The contractor shall:

a) Observe any restrictions imposed on the use of access equipment.

b) Ensure that the equipment is appropriate for use and fit for purpose.

The contractor shall not use ladders if the type of work cannot be carried out safely from a ladder. Methods of use that damage the ladder are prohibited

	

	8.0
Materials and storage

	

	8.1
Materials generally
The contractor shall not bring onto the Employers site materials, which may be hazardous or injurious to health, without assessing the risk of using, handling, transportation and storage of the materials

	

	9.0
Traffic
The contractor shall make all arrangements and assume full responsibility for transportation to the site of all construction plant, equipment, materials and supplies needed for the proper execution of the contract.

	

	10.0
Deliveries of services or goods
The contractor shall ensure that all deliveries are clearly and correctly identified. The contractor shall ensure that all deliveries are submitted with appropriate documentation as identified within the body of the Contract. Failure to submit the correct documentation may result in rejection of the delivery at the contractors cost. Where specified, packaging is to be in accordance with the Contract requirements or in the absence of specific instructions, adequate to prevent damage, deterioration, corrosion and other risks during transportation and storage.

	

	11.0
Workmanship
The contractor shall ensure that his own staff possess sufficient qualifications, skill and experience to fulfil their duties
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	Sub-contract Conditions




	12.0 Indemnity

The contractor shall agree to indemnify the Principle Contractor and the Employer and its other subsidiaries and associated companies against any and all claims, costs, damages, liabilities and expenses in respect of personal injury, death, or loss of or damage to property and pecuniary loss (including all legal costs and penalties) caused by or resulting from the acts or omissions of the contractor, agents or suppliers in the performance of the Contract

	

	13.0 Legal Liability Insurance

Where the contractor is required to carry out work of any kind on the Employers site or on such premises as the Contract so directs, the contractor shall effect legal liability insurance of not less than £5,000,000 per event in respect of loss or damage to property or death or injury to persons resulting from or during the execution of the Contract

	

	14.0
Document and data control
The contractor shall operate and maintain documented procedures to control all documents and data, hard copy and electronic, used to carry out work affecting the Contract. The contractor shall prepare and maintain suitable written procedures, operating techniques, method statements, purchasing, manufacturing, processing, packaging, shipping and quality procedures incorporating inspection, measurement and test activities, as are necessary to satisfy the quality requirements of the Contract. Such documents shall be available for review on request.

	

	15.0
Definitions
Term



Definition 

Appointed Person
A person suitably experienced, qualified and appointed in writing to perform a specific function or task.

Bonded store
A secure place with restricted access where only conforming materials and products are held.

Contract
The purchase order, agreement or written commitment between a supplier and the Employer.

Contractor
A company, firm, supplier, agent or stockist providing goods materials or services.

COSHH
The Control of Substances Hazardous to Health Regulations.
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	Sub-contract Conditions




	Employer


The Customer or Contract originator.

Fire Officer
A person who has met the appropriate training requirements and who is skilled and experienced in the techniques and practices required to be employed to alleviate the risk of fire or explosion.

First Aider
                       A person trained, having passed a recognised

                                               examination approved by the Employer, in the first aid 

                                               measures to be administered in an emergency to other 

                                               persons who have suffered physical injury.

Flammable


Flash point greater than 21deg c and less than 55deg c.

Flammable (extremely)
Flash point less than or equal to 0deg c

Flammable (Highly)
Flash point greater than 0deg c and less than or equal to 21deg c.

Hazardous Substance

Any material that is subject to the :-


COSHH Regulations.


Control of Lead at Work Regulations 

Control of Asbestos at Work Regulations Or is Flammable, Highly Flammable or Extremely Flammable.

Hot Work
Work in which a heat source requires to be employed or heat is generated at such a temperature that ignition of materials incorporated in or adjacent to the work place may be caused.

Log Book
                        A register in which events are recorded in sequence, 

                                                such events include accidents, incidents, attendance, 

                                                arrivals, departures, injuries or other occurrences 

                                                required to be or worthy of record.

Personal protective
            All equipment designed to be worn or held by a 

equipment                               contractor’s personnel to protect against hazards likely to endanger safety and health at work.
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	Sub-contract Conditions




	Principal Contractor
The Contractor with responsibilities as defined in the regulations for the overall co-ordination and safe management of the works and the site.

Quarantine store
A secure place with restricted access in which supplies may be held pending a decision on their disposition.

Safety
Freedom from undesired events resulting in harm to people.

Site



The place of work

Contractors personnel
All those persons who are employed by the contractor for the purpose of the contract.
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	Sub-contract Conditions




	1
	Construction ( Design and Management ) Regulations

	

	The following condition should be included with all tender enquiries and sub-contract orders.

	

	"It is a condition of all sub-contractor orders that the sub-contractor provides the Company documentary information, to be known as a Manual. The Manual will contain the following broad headings of information concerning the works carried out by the sub-contractor.

	
	

	
	Description of works carried out

	
	

	
	List of suppliers/manufacturers or materials and equipment incorporated into 

the works

	
	

	
	Copies of any results or certificates of tests carried out on equipment incorporated into the works 

	
	

	
	Copies of operating, maintenance and repair instructions

	
	

	
	Health and safety information relevant to the maintenance, repair, upkeep and disposal of the works

	
	

	The information should be provided in an A4, four ring binder with hard covers, fully indexed and titled "Health and Safety File on ......................... (name of project)" on the front and spine.

	

	The Manual should be provided to the Company two weeks prior to completion of and as a prerequisite to practical completion of the subcontractors' works.  The number of copies of the manual required will be ................................
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	1
	Purpose

	
	

	Adequately trained personnel undertake their work safely, efficiently and help eliminate accidents.  More specifically, certain activities can only be carried out by persons who are trained and competent for a particular task.

	

	2
	Responsibility

	
	

	
	Technical Director

	
	Leading Engineer

	
	

	3
	Actions

	
	

	
	3.1
	Induction

	
	
	

	
	
	On commencing work whether as a new starter or transfer from another site, employees will receive appropriate induction training and, in particular, information or any special hazards of the site/location and the emergency procedures in existence at that time. See Annex Induction

	
	
	

	
	3.2
	Continuing training

	
	
	

	
	
	When an employee changes his job or operates a new system of work or piece of work equipment he and his supervisor will receive appropriate health and safety training.  Dependent upon the seriousness of the risks associated with an employee’s work this will be repeated at regular intervals

	
	
	

	
	3.3
	Specific training

	
	
	

	
	
	
	Abrasive wheels:  Only trained and certificated personnel should change the wheel or disc on an angle grinder/disc cutter.  During the course of a contract the Company’s Safety Consultants will carry out such training where necessary.  Sub-contractors will be required on provide copies of Certificates of Training should they use such machines.

	
	
	
	

	
	
	
	Mechanically propelled vehicles and plant:  All mechanically propelled vehicles and plant should be operated by persons who are over the age of 18 years, trained and competent in the specific type of plant or vehicle.  This requirement also extends to those items of plant known as `lifting equipment’ within the meaning of the phrase as defined in the Lifting Operations and Lifting Equipment Regulations.  Operators should possess a CTA Certificate for the vehicle or item of plant or other certificate issued by a competent trainer/assessor 
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	3.4
	Toolbox talks

	
	
	
	

	
	
	Toolbox talks will be given on site covering relevant subjects from the Company’s Procedures and on the method statement/risk assessment for the works. This will be recorded on a Tool Box Talk Record

	
	
	

	Employees will receive training in work and safety related matters on an on-going basis and as required due to new plant or procedures used on site.
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	Induction




	.Induction training should take place on the first day of employment so that employees are familiar with basic procedure once they commence work. 

	

	The health and safety component of induction training will contain the following:

	
	

	
	The Health and Safety Policy - The contents of the policy will be covered in detail, including the responsibilities set out in the policy, and will enable the employee to become acquainted with the organisational arrangements. Each employee has access to a copy at all times

	
	

	
	Accident reporting procedures/first aid - This covers the action to take when an accident has occurred, the person to be informed what to do about first aid treatment

	
	

	
	Fire procedures and precautions - this section covers fire precautions to be taken during on site activities. It includes

	
	
	

	
	
	Procedure for raising alarm and location of alarm points

	
	
	

	
	
	The location of fire exits

	
	
	

	
	
	The fire assembly muster points

	
	
	

	
	
	The person to whom the employee must report

	
	
	

	
	
	The use of extinguishers

	
	
	

	
	
	The Code of Practice 'Fire Prevention on Construction Sites'

	
	
	

	
	The employee is introduced to the most important legislation that applies to the company

	
	
	

	
	
	The Health and Safety at Work Act

	
	
	

	
	
	The Management of Health and Safety at Work Regulations

	
	
	

	
	
	The Control of Substances Hazardous to Health Regulations

	
	
	

	
	
	The Manual Handling Regulations

	
	
	


	TRAINING
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	Induction




	
	Safety Procedures are explained

	
	
	

	
	
	Personal Protective Equipment

	
	
	

	
	
	Safe Manual Handling of Loads

	
	
	

	
	
	Permits to Work as applicable to specific jobs and activities

	
	
	

	
	
	Disciplinary Rules Covering Gross Misconduct

	
	
	

	
	
	

	


	TRAINING
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	Tool Box Talk Record




	Site address


	

	Date


	

	Leading Engineer


	

	Tool Box Talk subject


	

	Names of persons present
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	1
	Purpose

	
	

	
	To ensure an effective response in the event of serious or imminent danger such as fire and accidents 

	
	

	2
	Responsibility

	
	

	
	Technical Director

	
	

	
	Leading Engineer

	
	

	3
	Action

	
	

	
	Following an assessment of the possible cases of serious or imminent danger likely to arise during the works precise procedures will be developed to

	
	
	

	
	
	Give warning of the emergency

	
	
	

	
	
	Evacuate the site or affected part

	
	
	

	
	
	Detail any steps to contain or limit consequential loss

	
	
	

	
	
	Call emergency services and other key personnel

	
	
	

	
	
	Control personnel and avoid risks to others

	
	
	

	
	
	Carrying out emergency repairs reinstatement, damage measures etc

	
	
	

	
	
	Establish the parameters for returning to work after a case of serious or imminent danger

	
	
	

	
	The procedures may include, but are not limited to the following.

	
	
	

	
	
	Determine the appropriate means of raising an alarm, i.e. klaxons, bells, etc and arrange for them to be installed so as to be audible throughout the site or phases of the site

	
	
	

	
	
	Nominate deputies to implement emergency procedures in the case of                 

absence

	
	
	

	
	
	Complete and display in conspicuous positions in the mess room, site offices and adjacent to all site telephones the Site Emergency Information Form
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	All new personnel should be informed of the specific site arrangements at Induction

	
	
	

	
	
	Allocating specific duties and responsibilities to site staff as is deemed necessary

	
	
	

	4
	Problems and Queries

	
	

	
	Contact Management or Comp[any Safety Consultants

	
	

	5
	Forms and Records

	
	

	
	Site Emergency Information

	
	

	
	Emergency Contacts and Duty Holders
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	SITE EMERGENCY INFORMATION




	IN THE EVENT OF A SERIOUS ACCIDENT HSC LTD MUST BE INFORMED IMMEDIATELY BY TELEPHONE



	In the event of an accident, sudden illness or fire report to the site office and ask for:



	(name)



	If you have to make an emergency call DIAL 999

	ASK FOR POLICE, FIRE OR AMBULANCE - GIVE NAMES, ADDRESS AND TELEPHONE NUMBER OF SITE



	WHEN PERSONS ARE INJURED HAVE THEIR NAMES AND ADDRESSES AVAILABLE



	WHEN YOU HEAR THE SITE ALARM WHICH IS…………………………. TURN OFF AND DISCONNECT ANY PLANT AND EQUIPMENT IN OPERATION, GO IMMEDIATELY TO THE SITE ASSEMBLY POINT WHICH IS ............................................    DO NOT RUN.  DO NOT RETURN TO YOUR WORKPLACE UNTIL INSTRUCTED TO DO SO BY THE SITE MANAGER OR HIS  APPOINTED DEPUTY



	Site Address: 


                       
	

	Site Telephone No
	

	Nearest Casualty Receiving Hospital


	

	Telephone No
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	EMERGENCY CONTACTS AND DUTY HOLDERS 




	IN THE EVENT OF A SERIOUS ACCIDENT CALL THE EMERGENCY SERVICES. DIAL 999 AND ASK FOR THE SERVICE YOU REQUIRE - AMBULANCE, FIRE BRIGADE OR POLICE.

	

	First Aider(s)


	

	OR Appointed Person(s)


	

	Fire Warden(s)


	

	Local H.S.E Office


	

	Telephone No


	

	Health and Safety Consultants


	Hudson Safety Consultants Ltd

35, Halsey Drive

Hitchin

Herts



	Telephone No.


	01462 436924
	Mobile  0850 507704
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	1
	Purpose

	
	

	
	To describe when personal protective equipment should be provided and used in order to eliminate injury that cannot be adequately controlled by other means and comply with the Personal Protective Equipment at Work Regulations

	
	

	2
	Responsibilities

	
	

	
	The Company

	
	

	
	Leading Engineer

	
	

	
	Operatives

	
	

	3
	Action

	
	

	3.1
	When a risk assessment indicates that risks to a persons health and safety can only be eliminated ,reduced or controlled by using personal protective equipment the Leading Engineer will ensure that

	
	
	

	
	
	The characteristics of personal protective equipment are clearly defined through the risk assessment and

	
	
	

	
	
	Compare the  actual characteristics of the personal protective equipment provided with those defined in the risk assessment

	
	
	

	3.2
	In selecting the equipment the Leading Engineer will ensure that suitability is taken into account by considering the following

	
	
	

	
	
	Is it appropriate for the risk

	
	
	

	
	
	Is it appropriate at the place where the risk may occur

	
	
	

	
	
	Is it ergonomically appropriate

	
	
	

	
	
	The wearer’s state of health

	
	
	

	
	
	Whether it fits the wearer properly

	
	
	

	
	
	Whether it provides proper protection
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	3
	Action (cont’d)

	
	

	3.2 
	
	That it does not increase risk in some other way

	
	
	

	
	
	That it is manufactured to appropriate BS or CEN standards

	
	
	

	
	
	That it is compatible with any other personal protective equipment worn


	3.3
	All employees will be informed of the risks for which personal protective equipment is provided, the correct method of use and maintenance of the equipment.  Where special equipment is provided, safety harnesses etc training in their correct use will be provided.  All instruction, provision of information and training will be recorded. See PPE/3/96

	
	

	3.4
	Personal protective equipment will be regularly inspected and, where appropriate, tested to ensure it remains in an efficient state, efficient working order and good repair.  Where necessary equipment will be cleaned or replaced.

	
	

	3.5
	When the Company provides personal protective equipment accommodation will be available if necessary for its safe and secure storage when not in use.

	
	

	3.6
	Employees will use all personal protective equipment correctly as instructed and store it in any accommodation provided. Where such equipment is lost or damaged the employee must report immediately to the Leading Engineer for replacement.

	
	

	3,7
	Sub-contractors will provide personal protective equipment for their operatives

	
	

	3.8
	Where the Company provides personal protective equipment for sub- 

Contractors operatives it retains the right to recover the costs from the sub

contractor.

	
	

	3.9
	Any person not wearing personal protective equipment when required to do so 

may be banned from site.
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	3.10
	Foot Protection

	
	

	
	Persons issued with safety footwear will sign an acknowledgement of issue form PPE/3/96 attached to this procedure.

	
	

	
	The nature of the Company’s works are such that there is always a risk of foot injury from objects falling on the feet. Foot protection, safety footwear will be provided

	
	

	
	Employees will wear safety footwear provided while at work


	3.11
	Head Protection

	
	

	
	Persons issued with safety helmets will sign an acknowledgement of issue form PPE/3/96 attached to this procedure.

	
	

	
	Site will be designated a safety helmet area during

	
	

	
	
	While cranes are working

	
	
	

	
	
	Where work is carried out above

	
	

	3.12
	Eye Protection

	
	
	

	
	
	Operatives issued with eye protection will sign an acknowledgement of issue form PPE/3/96

	
	
	

	
	
	Eye protection will be to the appropriate BS EN for impact and dust

	
	
	

	
	
	Eye protection must be worn

	
	
	

	
	
	
	when using a grinder machine

	
	
	
	

	
	
	
	using a Kango or similar to break out brickwork or concrete and

	
	
	
	

	
	
	
	in any other situation where particles or debris are created from cutting, hammering or chasing operations
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	3.13
	Hearing Protection

	
	

	
	The level of noise employees and others are exposed to at work will be assessed and as necessary to prevent, minimise or control employees and others suffering noise induced hearing loss and ensure compliance with the Noise at Work Regulations hearing protection will be provided for employees and notices displayed to inform others of the risk to their health and safety

	
	

	
	Persons issued with ear plugs and/or defenders will sign an

acknowledgement of issue from PPE/3/96 attached to this procedure.

	
	

	
	When noise exceeds 85dBA hearing protection will be available and should be worn. (Note 85dBA - if two people stand 2m apart and can only talk to each other by shouting the surrounding noise exceeds 85dBA)


	
	When noise exceeds 90dBA or instantaneous 140dBA hearing protection will be available and must be worn ear. (Note 90dBA - if two people stand 1m apart and can only talk to each other by shouting the surrounding noise exceeds 90dBA)

	
	

	
	Employees and others working or using, for more than a few minutes, or working within 3m of the use of the following MUST wear ear plugs and/or ear defenders

	
	
	

	
	
	Kango's

	
	
	

	
	
	Angle grinders

	
	
	

	
	
	Skill saw

	
	
	

	
	
	Hilti PACT gun
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	3.14
	Respiratory Protection

	
	

	
	Respirators will be issued against an acknowledged receipt PPE/3/96

	
	
	

	
	Respirators will be worn

	
	
	

	
	
	When cutting, hammering or chasing using a mechanical machine even if the machine is fitted with extraction equipment

	
	
	

	
	
	In all other situations where particles, debris or dust is created from cutting, grinding or chasing operations

	
	
	

	3.15
	Hand Protection   

	
	

	
	Hand protection, gloves, will be issued against an acknowledged receipt PPE/3/96

	
	

	
	Hand protection, gloves, will be provided for all employees when dismantling or installing machinery when there is a risk of injury from sharp edges or corners.

	
	

	
	Employees should wear hand protection, gloves, while handling machinery parts

	
	

	4
	Queries

	
	

	
	Contact Company Management

	
	

	5
	Forms and Records

	
	

	
	See attached PPE/3/96
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	Personal Protective Clothing Issue Register




	PERSONAL PROTECTIVE EQUIPMENT AT WORK REGULATIONS

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS

CONSTRUCTION (HEAD PROTECTION) REGULATIONS

	I acknowledge receipt of the personal protective clothing and equipment listed below.

I have been informed when I should wear that personal protective equipment and undertake to use it for that purpose.

In the event the personal protective equipment is lost, damaged or defective I will report this to supervision.



	PPE Issued – list those items issued, Safety Helmet, Ear plugs/defenders, Safety goggles, Dust mask, Respirator, Gloves, Protective footwear, Other (please specify)



	Date
	NAME (print)
	Signature
	PPE Issued
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	1
	Purpose

	
	

	
	To ensure compliance with the Electricity at Work Regulations and avoid danger of an electrical accident

	
	

	2
	Responsibility

	
	

	
	Company

	
	Duty holder

	
	Employees

	
	

	3
	Action Required

	
	

	
	The Company will appoint someone as electrical "duty holder" who will be responsible for ensuring this procedure is implemented

	
	

	3.1
	Permanent Systems – Company Premises 

	
	

	
	
	The electrical duty holder's name will be displayed at the in-coming supply point.

	
	
	

	
	
	Where available diagrams, record drawings of all permanent systems will be kept on file.

	
	
	

	
	
	A notice will be displayed adjacent to the incoming metered supply as to the location of system diagrams, drawings.

	
	
	

	
	
	Each distribution board/panel will have a schedule indicating which circuits are controlled by which breaker/fuse which will be kept attached to the distribution board/panel and a copy kept on file.

	
	
	

	
	
	All distribution boards/panels will be kept securely locked or in a secured cabinet/room, the keys to be on controlled issue.

	
	
	

	
	
	The electrical system in the premises will be inspected and tested from the in-coming supply to outlets in accordance with BS 7671 the IEE Regulations (current edition) every five years.

	
	
	

	
	
	Inspection and testing will only be carried out by NICEIC approved contractors
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	3.0
	Action Required (cont’d)

	
	

	3.2
	Portable Electrical Equipment – Company Premises

	
	

	
	
	Portable electrical equipment comprises equipment that has a cable and plug and is either moved around or can be moved easily from place to place. It includes all such equipment whether in the offices or shop floor 

	
	
	

	
	
	An asset register of all such equipment should be maintained

	
	
	

	
	
	Portable electrical equipment will be inspected at the interval shown in Annex Inspect

	
	
	

	
	
	Each inspection will include at least the points in Annex Check-list and a record kept of the results of each inspection in the asset register

	
	
	

	
	
	Class 1 portable electrical equipment (earthed and with three core cable) leads and plugs will be tested at the intervals shown in Annex Test and a record kept in the asset register

	
	
	

	
	
	All damaged or faulty portable electrical equipment will be taken out of use until repaired

	
	
	

	3.3
	Site Electric System and Portable hand held electrical equipment

	
	
	

	
	
	On site the Company will use the client’s permanent electrical system to supply through step down safety transformers portable hand held electrical equipment. All such equipment will be rated at 110v

	
	
	

	
	
	Portable, hand held electrical equipment will be recorded in an asset register.

	
	
	

	
	
	Each item of Company equipment will be electrical inspected and, if necessary, tested every three months, the result recorded in the asset register

	
	
	

	
	
	When inspected and if necessary tested, the equipment will be tagged to show it is available for use.

	
	
	

	
	
	Hired equipment - owner to inspect, if necessary, test and tag equipment before issue to the Company

	
	
	

	4
	Queries - Contact Company Safety Advisers
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	Inspection Check-list for Portable Electrical Equipment




	DISCONNECT ALL ELECTRICAL APPLIANCES BEFORE CARRYING OUT AN INSPECTION



	

	Check the equipment, cable, plug for signs of

	
	

	
	damage, cuts to the cable covering

	
	

	
	damage to plug, cracked or bent pins

	
	

	
	makeshift joints i.e. taped joins

	
	

	
	cable sheath not secured by cable grip in plug or equipment

	
	

	
	equipment been used in unsuitable condition, in wet workplace

	
	

	
	damage to equipment case, loose parts, screws etc

	
	

	
	signs of overheating, burns, staining

	
	

	
	correct rating fuse used

	
	

	
	wires connected securely to correct terminals

	
	

	
	no bare wire other than at terminals

	
	

	
	signs of overheating, or contaminants i.e. dust, dirt, liquid etc
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	Inspection Intervals



	Equipment


	Inspection Intervals

	Portable equipment that is not hand held

i.e. IT equipment, photocopiers, fax

machines and double insulated equipment

such as fans, table lamps etc.




	Two years



	Portable equipment that is hand held 

i.e. double insulated equipment, such

as some floor cleaners, kitchen equipment,

all Class 1 equipment, leads and

plugs, extension leads.





	Six months



	Portable equipment that is hand held 

and used in the works or on site  


	Three months


Note:
Class 1 equipment has a three core cable,
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	Test Intervals




	Equipment

	Test Intervals

	Class 1 equipment (whether or not

hand-held) leads and plugs, extension

leads







	One year


	Notes
	

	
	

	1
	Class 1 equipment has three core cables

	
	

	2
	Double insulated equipment does not need testing but the leads will require testing
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	RECORD OF THREE/SIX MONTHLY INSPECTION OF PORTABLE HAND HELD ELECTRICAL EQUIPMENT




	Equipment description
	Location
	Result of Inspection
	Inspected by
	Date
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	RECORD OF TWO YEARLY INSPECTION OF PORTABLE ELECTRICAL EQUIPMENT THAT IS NOT HAND HELD




	Equipment description
	Location
	Result of Inspection
	Inspected by
	Date
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	1
	Purpose

	
	

	
	To ensure compliance with the Provision and Use of Work Equipment Regulations

	
	

	2
	Responsibility

	
	

	
	The Company

	
	Leading Engineer

	
	Employees

	
	

	3
	Action Required

	
	

	3.1
	Machinery shall only be operated by persons who are trained and competent

	
	

	3.2
	All machine operators and supervisors will receive training on or will have received training on the safe operation of the machinery they operate or supervise

	
	

	3.3
	All machinery will be regularly and properly maintained

	
	

	3.4
	Machinery will be provided with adequate guards

	
	

	3.5
	All machinery will be fitted with an easily accessible stop switch or emergency stop switch

	
	

	3.6
	All machinery controls will be clearly marked as to their function

	
	

	3.7
	Any defects in machinery or unsafe conditions must be reported immediately

	
	

	3.8
	Adequate levels of general illumination will be provided and local safety lighting to each machine where necessary

	
	

	3.9
	Adequate clear space will be maintained for operating machines

	
	

	3.10
	Floors shall be kept clear of waste, rubbish and materials

	
	

	4
	Queries

	
	

	
	Contact the Company Safety Advisers

	
	

	5
	Forms and Checklists

	
	

	
	See attached documents
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	1
	No person will be permitted to mount an abrasive wheel unless he has been trained and holds a Certificate of Training

	
	

	2
	Where a certificated person is found to have fitted a wheel/disc incorrectly, the 
certificate will be revoked

	
	

	
	Guards must always be fitted and kept in position.  Under no circumstances are abrasive wheels to be used without guards

	
	

	
	Use only those tools issued by the supplier for changing wheels/discs

	
	

	
	Ensure the correct wheel/disc is fitted for the operation

	
	

	
	All abrasive wheels should be stored in such a way that they are not damaged

	
	

	
	Do not allow persons to use abrasive tools unless they are adequately trained

	
	

	
	Checks must be carried out to ensure that the output of the power source for air and electric tools is compatible with the equipment in use

	
	

	
	No wheel/disc is to be fitted to a machine unless the machine is legibly marked with the spindle speed and the wheel is marked with the maximum speed at which is should be operated

	
	

	
	When being transported the wheel/disc must be remove from portable machines

	
	

	
	Eye protection must be worn when using an abrasive wheel or disc
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	​1)
Cartridge tools must only be used by a trained and certificated approved 
person.

2)
The manufacturer's representative will call and train any person if requested 
to do so.

3)
Only nails and cartridges manufactured for that make of tool must be used,

4)
Case hardened nailed must not be used.

5)
Tools must be maintained, serviced and kept in good order.

6)
Goggles must be worn by operators.

7)
Ear defenders (of approved pattern and suitable type) must be worn in 
confined spaces.

8)
Splatter guards must be kept in position.

9)
Tools must never be laid down or stored with a cartridge in the tool.

10)
The material into which fixings are fired must be checked and the area 
behind that material checked to ensure that persons are not likely to be 
injured by flying fixings.

11)
When not being used, even for a short periods, tools must be kept in a box.

12)
Cartridges must be kept locked up and only issued under strict control.

13)
Care must be taken when using these tools and they must never be pointed 
at any person or issued for any purpose other than that for which they are 
intended.

14)
The Cartridge tool and all spent/unspent cartridges must be returned to the 
Site

            Office.  Store when work is completed.

15)
The operator must ensure that the tools are maintained in a satisfactory 
condition, and notify management of any defects.

16)
Except for certain specialist applications, only "Low Velocity" indirect acting 
type tools may be used.
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	1
	Purpose

	
	

	
	To detail that the procedures for ensuring lifting equipment and accessories for lifting comply with the Lifting Operations and Lifting Equipment Regulations

	
	

	2
	Responsibilities

	
	

	
	The Company

	
	Leading Engineer

	
	

	3
	Action Required

	
	

	3.1
	Administrative

	
	

	
	On purchase of new lifting equipment or accessory for lifting any EC 

Declaration of Conformity and/or manufacturer’s certificate of thorough

Examination will be retained on file until the lifting equipment or accessory for lifting is disposed of.

	
	

	
	All lifting equipment will be thoroughly examined every 12 months by the Company’s insurers. A copy of the report will be retained on site with the equipment  

	
	

	
	All accessories for lifting will be thoroughly examined every 6 months.  A copy of the report will be retained on site with the equipment 

	
	

	
	Lifting equipment and accessories for lifting will be clearly marked with the

safe working load of the equipment

	
	

	
	On  transfer  of ownership of any lifting equipment or accessory for lifting the E C Declaration of Conformity and the last thorough examination will

be given to the new owner

	
	

	
	All reports on thorough examination of lifting equipment will be retained on file until the lifting equipment is disposed of

	
	

	
	All reports on thorough examination of accessories for lifting will be retained

on file for at least two years from the date of the report.

	
	

	
	All lifting equipment or accessories for lifting will be inspected weekly and a record kept on site where the equipment is used
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	3.2
	Lifting Operations

	
	

	
	When using a crane, whether hired in lorry mounted mobiles or are loaned by the client such as  OHT cranes a crane co-ordinator will be appointed by management to be in control of the use of the crane 

	
	

	
	Prior to hiring or using a crane the crane co-ordinator will complete a lifting method statement (see Annex Method).  In the event of the crane being hired in this should be in association with the crane hire representative who should visit site prior to placing the hire order

	
	

	
	On arrival of the crane on site or in the case of one loaned by the client the crane co-ordinator will complete the lifting check-list (see Annex Check) which will be attached to the lifting method statement

	
	

	
	Where craneage is provided and used by a works/sub/package contractor they must complete the method statement/checklist forms

	
	

	4
	Questions or Queries

	
	

	
	Consult management or Company Safety Advisers

	
	

	5
	Reports, document

	
	

	
	Weekly inspection report

	
	

	
	Crane operation method statement - preliminary

	
	

	
	Crane operations check-list
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	Report on inspection of Lifting Equipment
	


	Location and type of Lifting Equipment.

	The following matters were observed that give rise to risks to persons health and safety.



	The following action was taken to remedy the above.



	The following action is also considered necessary.



	Signature of person carrying out inspection

Name (please print)                                                    Date                                     Time


	Location and type of Lifting Equipment.

	The following matters were observed that give rise to risks to persons health and safety.



	The following action was taken to remedy the above.



	The following action is also considered necessary.



	Signature of person carrying out inspection

Name (please print)                                                    Date                                     Time
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	Crane operation method statement - preliminary
	


	1
	Site address
	

	2
	Crane Co-ordinator's Name
	

	3
	Details of 
lift(s)
	Maximum load to be lifted
	tonnes

	
	
	Dimensions of bulkiest load
	metres

	
	
	Maximum height load to be lifted
	metres

	
	
	Maximum boom length required

(if using a crane with a jib state if lattice extension, fly jib to be used)
	metres

	4
	Details of where crane to be sited
	
	(provide site plan marked up accordingly).

	
	
	Maximum radius of operation
	metres

	5
	Details of crane required 

(if hired)
	Capacity 
	tonnes

	
	
	Maximum operating radius
	metres

	
	
	Capacity at 5.2
	tonnes

	
	
	Maximum outrigger ground bearing pressure during lifts
	kN

	
	
	Blocking requirements for outrigger feet
	

	6
	Miscellaneous
	Warning notices, barriers, cones etc required. 
	Yes/No

	
	
	Is lifting operation to take place on the public highway
	 Yes/No

	
	
	Are lay-down or parking areas required for attendant transport
	Yes/No

	
	
	Is temporary lighting necessary for non-daylight working
	Yes/No

	
	
	

	
	If “Yes” describe and include on plan provided in 4 above
	

	Signed
	
	Crane Co--ordinator

	Date
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	Crane operation Check List
	


	1
	Site Address


	

	2
	Crane Co-ordinator's name
	

	3


	Hired crane. 

	
	
	Ordered
	Delivered

	
	Capacity
	tonnes
	tonnes

	
	Boom length plus extensions
	metres
	metres

	
	Capacity
	tonnes at .....metres
	tonnes at .....metres

	
	
	(Maximum radius of operation as Annex Method 5.3)

	
	All cranes

	
	Certification - crane
	Test and inspection certificate
	Yes/No

	
	
	Thorough examination certificate
	Yes/No

	
	
	Weekly inspections
	Yes/No

	
	Certification – 

accessories for

lifting
	Certificate of Test
	Yes/No

	
	
	Certificate of six monthly 

thorough examination
	Yes/No

	
	Certification –

personnel
	Crane Driver's Name
	

	
	
	Crane driver Certificate of Training Achievement

or similar, 
	

	
	
	Banksman/Slinger's Name
	

	
	
	Banksman/Slinger's 

Certificate of Training

Achievement or similar
	

	ATTACH COPIES OF ALL CERTIFICATES WHENEVER POSSIBLE

	6
	Communications
	If crane driver cannot see all of the load during the lifting operations detail method of communication between crane driver and banksman/slinger



	Signed
	
	Crane Co--ordinator

	Date
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	Fork lift trucks - use


	Forklift trucks will only be operated by trained, certified and experienced operatives who have written authority to do so.

The following safety points should always be followed:

No one must stand in the vicinity of the forks, or below raised forks or load.

Passengers must never ride on any part of the machine or load.

No person must be raised or lowered on the forks unless in a specially designed and secured working platform.

Persons working nearby must keep clear of forklift operating routes.

Forklifts must be secured or immobilised when unattended so as to avoid vandalism or unauthorised use.
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	Jacks and Tirfors - Use


	Jacks

	

	Jacks are indispensable tools when removing and installing items of plant and machinery. The following rules must be adhered too to minimise the hazards associated with their use.

Before using any Jacks the ratios of the jack must be observed.

The load on a Jack must always be less than its rated SWL. N.B. most Jacks have one rating for the head and one for the toe.

Wooden packers must always be used to follow Jacks up.

Operatives must never go under or reach under a load suspended on Jacks until it has been chocked with adequate packing.

Jacks must never be shock loaded1 the Jack must always be raised to the load.

Never attempt to use a Jack above its rated lifting height.

Always ensure that any Jack used with a claw attachment has an extended base.

Always store Jacks with the rams in the closed position.

Always remove Jack handles from Jacks when the handle is not being used.

	

	Tirfor (Rope Winches) Machining

	

	It is the company’s policy not to use TIRFORS for lifting

TIRFORS must only be used for pulling unless a special instruction has been issued in writing.

Always ensure that both ends of a TIRFOR are secured properly before use.

Never run the TIRFOR rope around an edge. Always keep the rope in a straight line unless a pulley block is used.

Never wrap the TIRFOR rope around the load, always use a separate sling
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	(incorporating assessment as required by the Management of Health and Safety at Work Regulations )

	
	

	1
	Purpose

	
	

	
	When working in confined spaces there are a number of significant risks to the health and safety of persons entering the confined space. In order to reduce these risks to an acceptable level and comply with the Confined Spaces Regulations 1997 the following procedure will be adopted

	
	

	
	Hazards




	Risk factor

	
	
	

	
	Oxygen deficiency



	Significant

	
	Dust





	Significant

	
	Water - electric shock



	Significant

	
	Head injury




	Significant

	
	Leptospirosis




	Significant

	
	
	

	2
	Responsibilities

	
	

	
	The Company

	
	Leading Engineer

	
	Employees

	
	

	3
	Action

	
	

	
	FOLLOWING THIS PROCEDURE WILL REDUCE THE RISK

FACTOR TO AN INSIGNIFICANT LEVEL

	
	

	
	The Leading Engineer will check when allocated a contract for details of any work in confined spaces and that the confined space is at least 900mm high by 600mm wide

	
	

	
	The Leading Engineer will check 

	
	
	

	
	
	with the client as to any incidents of flooding or other problems with the confined space

	
	
	

	
	
	to ensure the confined space is in a reasonable state of cleanliness and not flooded or containing large quantities of water - if not reasonably clean or flooded or containing large quantities of water arrangements should be made in conjunction with the Client to clean or pump out

	
	
	
	

	
	
	
	where the confined space remains damp or contains water ensure there is available for persons entering the invert coveralls, wellingtons and impervious gloves
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	3
	Action (cont’d)

	
	

	
	
	
	where the confined space remains dusty or dirty ensure there are available for persons entering the invert suitable disposable coveralls and dust masks

	
	
	

	
	
	ensure all necessary equipment is available before any one enters a confined space, see - Equipment Schedule

	
	
	

	
	
	establish numbers required t carry out the work i.e. top safety man, additional persons at changes in direction in the confined space

	
	
	

	
	
	establish means of communication between persons working in the confined space and safety men

	
	
	

	
	
	will ensure that any access manholes above and below the work place is open, any intermediate manholes should where ever possible also be opened while persons are in the confined space

	
	
	
	

	
	
	will ensure a barrier is erected on all four sides of each open access manhole

	
	
	
	

	
	
	will ensure a first aid kit and fire extinguisher are located at the entry access 
manhole

	
	
	
	

	
	
	will ensure copy of the Permit to Enter is displayed at the entry access manhole

	
	
	
	

	
	
	will ensure an information board is displayed at the entry access manhole for recording  persons entering or leaving the confined space

	
	
	
	

	
	
	will ensure where necessary that an air monitor is lowered into the invert and left for at least 10 minutes before any person enters

	
	
	
	

	ANY ALARM CONDITION - NO ENTRY SHALL TAKE PLACE UNTIL THE CAUSE HAS BEEN INVESTIGATED AND A NO ALARM CONDITION ACHIEVED FOR AT LEAST 10 MINUTES

	
	
	
	

	
	
	will give a tool box talk on working in confined spaces to the persons entering which will be recorded on a Toolbox Talk report form

	
	
	
	

	
	
	will ensure each person working in the confined space has a Leptospiral jaundice pocket card and this is recorded on the Toolbox Talk report form 

	
	
	
	

	
	
	will ensure no one at any time works alone in a confined space
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	3
	Action (cont’d)

	
	

	
	
	will ensure that persons working in confined spaces follow this procedure and comply with their responsibilities  

	
	
	
	

	
	
	will give emergency evacuation instructions to persons working in the.confined space 

	
	
	
	

	
	
	will ensure in the event of a person being injured while in a confined space that procedures are in place to remove the injured person and call the emergency services

	
	
	will ensure that all personnel are signed out of the confined space on completion of the shift, all equipment removed and all access manholes closed

	
	
	
	

	
	
	
	will ensure that any equipment that is defective is replaced

	
	
	
	

	
	
	
	will ensure that the Permit to Enter is cancelled

	
	
	
	

	
	
	
	will ensure that any air monitor is recharged for the next shift

	
	

	4
	Questions and queries

	
	

	
	Contact Management of the Company Safety Advisers

	
	

	5
	Records and Checklists

	
	

	
	Equipment Schedule

	
	Toolbox Talk
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	Equipment Schedule


	Site Address
	

	Confined Space location ( Min 900mm high by 600mm wide)
	

	Date/proposed date of works
	

	
	

	EQUIPMENT (dependant on particular circumstances site )


	Tick if to be provided

	
	

	Air monitor  
	

	Safety harness
	

	Tripod, winch and line
	

	First aid kit
	

	Fire extinguisher
	

	Manhole key
	

	Bump caps ( BS EN 812 )
	

	Gloves - impervious ( BS EN 374 )
	

	Disposable coveralls
	

	Wellington boots (waders to be specified if required)
	

	Dust masks ( BS EN 149 to at least FFP2S )
	

	Barriers ( four section ) - one per access manhole open
	

	Temporary lights ( 110v )
	

	Temporary power ( 110v)
	

	Confined space cleaning required
	

	Confined space pumping out required
	

	
	

	Name of person completing this form 

( Print )
	

	Signature
	Date
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	Toolbox Talk


	
	
	
	

	
	Keep cuts or grazes on hands and arms covered by waterproof adhesive dressings

	
	
	

	
	Every time they leave the confined space sign out on the information board

	
	
	

	
	At no time remain in a confined space alone

	
	
	

	
	Wear personal protective equipment provided

	
	
	

	
	Keep any air monitor provided within the immediate working area

	
	
	

	
	Check any air monitor provided regularly to ensure the monitor is displaying operating lights

	
	
	

	
	Leave the confined space by the nearest access point and go to the entry point immediately on the air monitor alarm sounding taking the air monitor with them and report to the Leading Engineer

	
	
	

	
	Keep the Leptospiral jaundice pocket card with them in the event of having to visit their doctor

	
	
	

	
	Wash your hands, arms and face before eating, drinking or smoking

	
	
	

	
	On hearing any alarms immediately evacuate the confined space 
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	1
	Purpose

	
	

	
	To detail the steps to avoid the hazards of persons falling from a height:

	
	

	2
	Responsibilities

	
	

	
	The Company

	
	Leading Engineer

	
	Employees

	
	

	3
	Action Required

	
	

	
	Where work cannot be done from the ground the Leading Engineer will ensure there is provided as necessary ladders, step ladders, proprietary mobile aluminium scaffold towers or scaffolds as necessary

	
	

	
	Proprietary mobile aluminium scaffold towers will be erected by employees with appropriate training and a certificate of such training will be kept on site

	
	

	
	Scaffolds will be erected by specialist scaffolding contractors

	
	

	
	Scaffolding contractors will provide copies of scaffolder's Registration Card or other evidence of training and competence

	
	

	
	Scaffolding contractors will provide a handing-over certificate on completion of all or phased parts of the scaffold

	
	

	
	Proprietary mobile aluminium scaffold towers and scaffolds will be inspected by the Leading Engineer

	
	
	

	
	
	before first use

	
	
	after substantial addition, dismantling or alteration

	
	
	after any incident likely to affect strength or stability

	
	
	within seven days of previous inspection

	
	
	

	
	Inspection reports will be kept in the Site Safety File and for three months from the completion of the works

	
	

	4
	Problems and queries

	
	

	
	Contact Management or the Company’s Health and Safety Consultants

	
	

	5
	Records and checklists

	
	See attached
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	Report on inspection of Scaffolds


	Location of scaffold.

	The following  matters were observed that give rise to risks to persons health and safety.



	The following action was taken to remedy the above.



	The following action is also considered necessary.



	Signature of person carrying out inspection

Name (please print)                                                    Date                                     Time


	Location of scaffold.

	The following  matters were observed that give rise to risks to persons health and safety.



	The following action was taken to remedy the above.



	The following action is also considered necessary.



	Signature of person carrying out inspection

Name (please print)                                                    Date                                     Time
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	1
	Purpose

	
	

	
	To detail the steps to be followed in using a ladder/step ladder in order to avoid the hazards associated with their use with the associated significant risk of personal injury and comply with the Construction (Health, Safety & Welfare) Regulations

	
	
	

	2
	Responsibilities

	
	

	
	The Company

	
	Leading Engineer

	
	Employees

	
	
	

	3
	Action required

	
	

	
	Ladders/step ladders will only be used as a means of access to or egress from a workplace OR as a workplace for short duration light duty work

	
	

	
	All purchases of aluminium, timber or fibreglass step ladders/ladders will require the equipment to comply with BS 2037, 1129 or EN 131 as applicable

	
	

	
	The Leading Engineer will ensure

	
	

	
	Ladders/step ladders are suitable and of sufficient strength for its intended use

	
	

	
	Ladders/step ladders are inspected prior to use 

	
	

	
	Step ladders/ladders are stored correctly

	
	

	
	Step ladders/ladders of sufficient height are available for the works.

	
	

	
	All step ladders/ladders are used properly

	
	

	
	A toolbox talk is given when stepladders/ladders are being used on the works

	
	

	
	That any step ladder/ladder that is found to be damaged or defective is taken out of use, labelled and returned to stores for repair or scrapping.

	
	

	
	When used in areas to which others have access that barriers are erected around the ladder/step ladder and signs displayed that work is taking place overhead
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	Employees

	
	

	
	Will report any damage/defects immediately

	
	

	
	When working on ladders/step ladders will always keep at least one third of their body in contact with the ladder/step ladder

	
	

	4
	Queries

	
	

	
	Contact Management of the Company Safety Consltants

	
	

	5
	Forms and checklists

	
	

	
	Step ladder/ladder inspection checklist

	
	Toolbox Talk
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	Ladders/step ladders Inspection Checklist


	
	· Defects such as cracks, splits and other visible damage.

· Broken, split warped stiles.

· Worn, broken, split or loose rungs.

· General wear.

· Loose tie rods.

· Lack of rigidity, warping or sagging.

· General condition of any ropes, pulleys and other parts.

· Condition of hinges, swivels, sliding joints and length of cords on stepladders.
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	Ladders/step ladders Toolbox Talk


	When using a ladder/step ladder

	
	

	1)
Place the ladder/step ladder on a firm base

2) 
Set the ladder so that it is at an angle of 75 degrees from the horizontal ( one foot out for every four feet high

3) 
If the ladder is more than 3m long it must be secured to prevent it slipping. Ladders should be secured at the top and if possible at the bottom. Always secure by the stiles NEVER the rungs

4)
Ensure the ladder is long enough so that no one has to climb higher than the fourth rung from the top or on step ladders keeps at least one third of the body in contact with the step ladder.

5)
Ensure that extension ladders are never over extended. There should always be a minimum overlap as follows:

2 rungs on ladders up to 16ft. ( 4.8m ) when closed

3 rungs on ladders between 16-20ft. ( 4.8-6m ) when closed

4 rungs for ladders over 20ft. ( 6m ) when closed.

6)
Use both hands when climbing and one hand to hold on while working from a ladder.

7)
Wear good footwear with a firm sole and a good instep. Soft soles and trainers are unsuitable for climbing and working from ladders.

8)
Never leave an erected ladder unattended in a public place.

9)
Erect barriers where necessary to prevent people including members of the public from walking beneath or into the ladder.

10)
No ladder should be used where it rises in excess of 9m vertically without there being a landing stage provided.

11)
When working in areas where ladders are in use safety helmets must be worn.

12)
Report any damage or defects immediately
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	Proprietary mobile aluminium scaffold towers will be erected by suitably trained operatives who should be in the possession of the manufacturers' erection instructions for the particular type of tower.

1)
No tower will be erected on soft or uneven ground unless adequate sole plates are used to prevent the tower sinking.

2)
Castors, wheels or base plates must be used on all tower legs.

3)
Castors and wheels must have means of braking or locking the castor or wheel and this must be engaged on all the castors or wheels before the tower is used.

4)
The tower must be vertical.

5)
Integral ladder access forming part of the tower equipment must be installed on the inside of the tower.

6)
On double of 4ft wide towers the top working platform must be full width, with one platform section having a hinged access flap above the ladder access.

7) Guardrails, intermediate guard rails and toe boards must be fitted on all 

            platforms.

8)
The height of a tower must not exceed three times the minimum base dimension, or where outriggers are fitted and properly grounded, three times the minimum outrigger base dimension.

9)
When moving an erected mobile tower all operatives must be at ground level and loose materials removed from or secured to the platform.

10)
Mobile towers are only light duty access platforms and the platform should only be used for persons and light equipment and tools.

11)
When a mobile tower is erected in a public area, suitable barriers should be erected to isolate the area and prevent members of the public walking into or through the mobile tower.

12)
All damage or defects occurring in mobile tower components must be reported 
immediately.
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	1
	Purpose

	
	

	
	It is this company’s policy that all applications on client’s premises involving a naked flame or an open heat source the following precautions must be complied with on all occasions

	
	

	
	N.B. On most occasions Grinding must be regarded as Hot Work

	
	

	2
	Responsibility

	
	

	
	The Company

	
	Leading Engineer

	
	Employees

	
	

	3
	Action Required

	
	

	
	
	Where the client operates a Permit to Work (Hot Work) this will be implemented by DTS UK Ltd of Companies

	
	
	

	
	
	Where the client does not operate a Permit to Work (Hot Work) the DTS UK Ltd of Companies procedure will be implemented

	
	
	

	
	
	The Leading Engineer will view the proposed work area and complete a Permit to Work (Hot Work) in duplicate

	
	
	

	
	
	The top copy will be given to the person carrying out the hot works and must be displayed close to the work location

	
	
	

	
	
	The second copy will be retained by the Leading Engineer on file

	
	
	

	
	
	On completion of the hot works the top copy of the permit will be returned to the Leading Engineer, who after inspecting the location will cancel both copies and retain them on file.

	
	
	

	4
	Queries and Questions

	
	

	
	Contact Management or the Company Safety Advisors

	
	

	5
	Records and Forms

	
	

	
	Permit to Work (Hot Work)
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	Permit to Work (Hot Work)


	A separate Permit is required for each operation on each occasion. No Permit to Work (Hot Work) will be valid for more than four hours

	Person to whom Permit issued


	Print
	Signature

	Person issuing Permit


	Print
	Signature

	Date Permit issued


	Time issued
	Time Permit expires

	Location of Hot Work


	

	Type of process to be used


	

	Checklist to be completed by person issuing Permit and checked by person to whom it is issued

	
	

	The area of the work is clear of combustible materials for a safe distance of not less than 15 metres from or beneath the place where the Hot Works are being carried out
	YES/NO

	
	

	Where such precautions are not practicable all combustible material has been covered with non-combustible blankets or screens and combustible parts of premises have been similarly protected
	YES/NO

	
	

	A 10 litre capacity fire extinguisher (of a type suitable for the combustible materials and the premises) will be kept immediately adjacent to the area of work and available for immediate use
	YES/NO

	
	

	The person who will carry out the Hot Work has been informed that the equipment when lit or switched on must never be left unattended
	YES/NO

	
	

	The person who will carry out the Hot Work has been informed that the equipment will be lit for as short a time as possible before use and extinguished immediately after the work is completed
	YES/NO
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	Permit to Work (Hot Work)


	Before commencing hot work of any kind, the Works Engineer's permission has been obtained  

Either by:

                 a) Issuing a Client’s HOT WORK permit or

                 b) Signing a copy of the DTS UK LTD OF

                     COMPANIES HOT WORK PERMIT
	YES/NO

	
	

	Completion of Hot Work

	Work area and adjacent areas where sparks may spread have been thoroughly inspected on completion of the Hot Work



	Person to whom Permit issued


	Print
	Signature

	Date


	Time

	Work area and adjacent areas where sparks may spread have been thoroughly inspected thirty minutes after the completion of the Hot Work



	Person who issued Permit


	Print
	Signature

	Date


	Time
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	1
	Purpose

	
	

	
	To ensure reasonable welfare facilities are provided for employees and others

	
	

	2
	Responsibility

	
	

	
	The Company

	
	Leading Engineer

	
	

	3
	Action Required

	
	

	
	Generally welfare facilities are provided or made available by another such as the client. the following provides a check list of the facilities that should be available

	
	

	
	Sanitary Convenience

	
	
	

	
	
	A minimum of one water closet for every 25 persons on site

	
	
	

	
	
	Sanitary convenience should be either

	
	
	
	

	
	
	
	Connected to foul sewer (either permanent or temporary) a soakaway or septic tank.

	
	
	
	

	
	
	
	Connected to water and electric supply

	
	
	
	

	
	
	
	Self-contained equipment

	
	
	

	
	
	Cleaned and tidied regularly

	
	
	

	
	Washing Facilities

	
	
	

	
	
	Located close to sanitary conveniences and should include

	
	
	

	
	
	
	Sink or basin or bucket or bowl with impervious surface

	
	
	
	

	
	
	
	Hot and cold or warm water (running water where possible)

	
	
	
	

	
	
	
	Soap or other cleaner

	
	
	
	

	
	
	
	Towels or means of drying

	
	
	
	

	
	
	Cleaned and tidied regularly
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	Drinking Water

	
	
	

	
	
	Tap connected to public main and marked "Drinking Water OR

	
	
	

	
	
	Container provided or the purpose and marked "Drinking Water"

	
	
	

	
	
	Cups, mugs or other drinking vessels

	
	
	

	
	Drying, changing room or area

	
	
	

	
	
	A separate room or area provided for the purpose

	
	
	

	
	
	Means of hanging clothes, ie: hooks etc

	
	
	

	
	
	Heating fitted with guards to prevent contact with clothing being dried

	
	
	

	
	
	Cleaned and tidied regularly

	
	
	

	
	
	Not used for the storage of plant or materials

	
	
	

	
	Messroom/canteen/rest room or area

	
	
	

	
	
	Tables with impervious surfaces

	
	
	

	
	
	Chairs or benches

	
	
	

	
	
	Means of boiling water

	
	
	

	
	
	Cleaned and tidied regularly

	
	
	

	
	
	Not used for storage of plant or materials

	
	
	

	
	Specific details of facilities to be provided contained in the Construction Phase Health and Safety Plan

	
	

	4 
	Questions and Queries

	
	

	
	Contact Management or Company Safety Advisers
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	1
	Purpose

	
	

	
	To make adequate first aid provisions for employees.

	
	

	2
	Responsibility

	
	

	
	The Company

	
	

	3
	Action required

	
	

	
	The Company will arrange for a qualified first-aider to be available on site 

	
	

	
	In the event of a first-aider being exceptionally absent from site a member of staff, suitably trained, will act as appointed person taking charge of the first aid facilities and responsible for summoning assistance in the event of an accident

	
	

	
	Names of first-aiders and appointed persons will be displayed on the Site Emergency Information Form

	
	

	
	A suitably stocked first aid box or boxes will be kept on site under the charge of the first-aider or appointed person.  First aid boxes will be provided in the ratio one box for every twenty five persons on site

	
	

	
	First-aid kit/ first-aid box contents will be as the attached schedule 

	
	

	4
	Questions and queries

	
	

	
	Contact Management or the Company Safety Advisers

	
	

	5
	Checklists

	
	

	
	First-aid kit/ first-aid box contents
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	First aid kit/box contents


	CONTENTS
	Travelling First Aid Kit
	First Aid Box

	Guidance Card


	1
	1

	Individually wrapped sterile adhesive dressings


	6
	20

	Sterile eye pads with attachment


	0
	2

	Triangular bandages


	2
	4

	Medium sized sterile unmedicated dressings


	0
	6

	Large sized sterile unmedicated dressings


	1
	2

	Extra large sized sterile unmedicated dressings


	0
	2

	Sterile water or sterile normal saline solution in disposable 300 ml containers, minimum 900ml


	0
	3

	Safety pins


	2
	6

	Disposable plastic gloves 


	Sufficient Quantities
	Sufficient Quantities

	Individually wrapped moist cleansing wipes


	Sufficient Quantities
	Sufficient Quantities
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	1
	Purpose

	
	

	
	When setting up site offices, compound and stores etc., the following points should, wherever possible, be adopted, to minimise the risks of fire spreading

	
	

	2
	Responsibility

	
	

	
	The Company

	
	Leading Engineer

	
	

	3
	Action required

	
	

	
	Areas of offices and compounds should be cleared of grass and other vegetation and where necessary covered with hardcore or other suitable material

	
	

	
	As far as will allow the line of offices should be across the direction of the prevailing wind

	
	

	
	Offices should be well spaced to allow access for emergency services

	
	

	
	Offices/cabins must not be positioned under structure or overhead power lines

	
	

	
	High fire risks i.e.: fuel storage, incinerators etc. should be well away from other buildings or sited down wind

	
	

	
	Spaces under offices should, if possible, be enclosed.  When this cannot be done under floor space must be cleared of rubbish

	
	

	
	Where interlinked office units are used there may be a requirement for additional fire exits

	
	

	
	LPG and fuel gases must be stored in a portable cage or suitable compound with a fence at least 2m high with lockable access. Under no circumstance should LPG or other fuel gas cylinders be stored inside offices, cabins or any confined space

	
	

	
	The store should be at least 3 metres away from cellars, drains, excavations, other hollow ground as well as flammable liquids, oxidising materials, toxic or corrosive substances, oxygen etc.  It must also be at least 4 metres from huts, buildings, site boundaries and fixed sources of ignition

	
	

	
	Display "L.P.G. No Smoking" sign
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	Oxygen and combustible gas cylinders should not be stored together

	
	

	
	Acetylene and propane gas cylinders should be stored upright.  Oxygen, where possible, should be stored upright and secured

	
	

	
	Propane gas bottles used for heating and cooking must be fitted with regulator and all hose fittings secured with suitable clips

	
	

	
	Handle cylinders in trolleys where possible

	
	

	
	All gas appliances i.e.: cookers, rings etc. must be fitted with a control tap with the least amount of hose, from appliance to bottle, used

	
	

	
	Diesel tanks should be mounted on suitable elevated platforms of metal construction.  The area must be cleared of vegetation and a spillage bund wall erected or the tank stood in a skip or other suitable receptacle.  A bracket should be fitted to the platform to attach and lock the nozzle when not in use

	
	

	
	A foam or dry powder fire extinguisher should be positioned or fixed to the bund wall, a bucket of sand should also be made available to soak up any spill.

	
	

	
	Flammable liquids, paints etc should be stored in a steel lockable container inside stores compounds with appropriate signs displayed

	
	

	
	As a general guide fire extinguishers should be provided as follows

	
	

	
	
	One fire extinguisher for every 250 sq ft of office space

	
	
	

	
	
	In mess cabins or kitchens, dry powder of CO2 and fire blanket

	
	
	

	
	
	Switch rooms, offices with large photocopiers, computer rooms etc CO2

	
	
	

	
	
	Petrol/diesel tanks - foam or dry powder and sand

	
	
	

	
	
	Generators or weld sets - dry powder of CO2

	
	
	

	
	
	LPG Storage - dry powder

	
	
	

	
	NOTE - All LPG appliances must be fitted with flame failure devices

	
	
	

	
	All fire appliances must be serviced at least  once every 12 months and a signed and dated certificate attached to each extinguisher stating thus
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	1
	Purpose

	
	

	
	As part of the effective management of construction activities control of access to site is a fundamental accident prevention measure and the following will be implemented.

	
	

	2
	Responsibility

	
	

	
	The Company

	
	

	
	Leading Engineer

	
	

	3
	Action required

	
	

	
	Access to any part of the site during working hours will only be by permission of the Company

	
	

	
	All non-construction personnel will be required to sign a disclaimer indemnifying the Company against any injury, damage or loss however sustained while exercising any licence to enter the area of the works

	
	

	
	As part of any licence to enter the person or persons concerned will be required to be dressed appropriately for a working construction site, that is wearing safety footwear, safety helmet and such other personal protective equipment deemed necessary by the Company

	
	

	
	Visitors will be accompanied throughout their time on site by a Company representative, and if a representative is not available entry of working areas of the site will be denied

	
	

	
	Out of working hours the site will be secured.  Access to work areas at such times is prohibited unless previously agreed with the Company.  A minimum of 48 hours notice is required to arrange for a Company Representative to be present

	
	

	4
	Questions or queries

	
	

	
	Contact Management of Company Safety Advisers
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	1
	Purpose

	
	

	
	Ensure compliance with legislation and prevent risks to the health of employees and others

	
	

	2
	Responsibility

	
	

	
	The Company

	
	

	
	Leading Engineer

	
	

	3
	Action required

	
	

	
	The subject of asbestos is now highly complex and covers new products and dealing with existing asbestos based materials

	
	

	
	Virtually all types of asbestos are prohibited ie: crocidolite (blue), amosite (brown), chrysotile (white).  Where work is carried out with asbestos products, the particular form of asbestos must be identified, an assessment of exposure made by air monitoring if necessary and areas defined as "respirator zone", "asbestos zone". Approved protective equipment must be provided and worn, and possibly medical surveillance arranged, and a written plan of the work activities prepared and kept available

	
	

	
	Removal of asbestos insulation, lagging and asbestos insulating board can be carried out only by a licensed contractor.  

	
	

	
	Disposal of asbestos based materials is also subject to other stringent legal requirements laid down under the Environmental Protection legislation

	
	

	
	Asbestos may be found in a number of forms such as

	
	
	

	
	
	asbestos/vinyl floor tiles

	
	
	

	
	
	asbestos pipes

	
	
	

	
	
	asbestos pipe insulation

	
	
	

	
	
	asbestos lagging

	
	
	

	
	
	asbestos sprayed coatings

	
	
	

	
	
	asbestos gaskets
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	If, during the course of the works asbestos is found (or suspected) to be present in any form, any operation which may cause disturbance of the material must STOP IMMEDIATELY. The area must be cordoned off and screened with appropriate signs

	
	

	
	The Company's Safety Advisers must be informed as soon as possible of the suspected presence of asbestos

	
	

	
	Controlled removal of asbestos may only be undertaken by a licensed contractor.  When a sub-contractor is employed to remove the asbestos a copy of the Asbestos Licence (issued by HSE) licence and the site specific work plan will be displayed on site before work commences.

	
	

	
	Before any other person is allowed to work in the area where asbestos has been removed copies of air sampling reports will be obtained 

	
	

	
	Copies of certificates of disposal of the waste are required before payment of any invoice
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