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Health and Safety Policy Amendments 
Record of Amendments 

Version No. Date Index Ref 
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Changes to Management Structure and Responsibilities. 
 

Seventeen 01/04/2025  Update to the Health and Safety Policy Statement. 
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Part 2 Section B – Added Lone Working, Daily Briefings and Mental 
Health. 
Section B – Workstation Assessment Form. 
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Equipment. 
Section H – Asbestos Management. 
Section N – Accident Incident Report Form and Near Miss 
Form replaced with combined Accident incident Report Form. 
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Ten 22/07/2019 
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lntroductory Note 
This HeaIth and Safety management system (the manuaI) is divided into three sections - poIicy, arrangements 
and guidance notes. 
 
The 'policy' section contains TSG Building Services Plc’s poIicy statement together with the heaIth and safety 
management organisationaI structure and the responsibiIities aIIocated to individuaIs. 
 
The arrangements for putting the goaIs of the poIicy statements into practice are contained in more specific 
form in the 'Arrangements' section, which incIudes proceduraI flow diagrams and Arrangements. 
 
The 'Guidance Note' section contains guidance to be observed and adhered to in the course of TSG Building 
Services Plc’s operations. Such guidance wouId be appIied in conjunction with task and site specific heaIth and 
safety instructions and documentation pertinent to individuaI work activities and environments. 
 
Terminology - throughout this documented heaIth and safety management system, key responsibiIities/duties 
has been allocated to empIoyees of TSG BuiIding Services PIc. The terminoIogy "ensure" is used as this shaII 
be "so far as is reasonabIy practicabIe" as stipuIated within the HeaIth Safety at Work etc. Act 1974. 
 
Where reIevant heaIth and safety require mandatory compIiance the terminoIogy "ensure" shaII be absoIute. 
 
The terms such as "recommend", or "preferred" is used within the health and safety policy, which are the 
recognised standards or methods to be met to compIy with the reguIations and duties imposed by the HeaIth 
and Safety at Work etc. Act 1974. 
 
Compliance Review 
 
The heaIth and safety management manuaI shaII be formaIIy reviewed annuaIIy by the Health, Safety and 
Compliance Advisor. This review shaII cover aII sections of the manuaI and shaII ensure that: 
 
a. The responsibiIities reflect the current staffing of the organisation. 
b. The arrangements remain unchanged. 
c. The guidance is stiII appIicabIe. 
 
AdditionaIIy, the poIicy shaII be reviewed as necessary to reflect any changes in IegisIation, appointments or 
working methods and materiaIs used. 
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Health and Safety Programme 
An annuaI review of the organisation's heaIth and safety programme shall take place to ensure that TSG 
Building Services Plc is compIying with the poIicy statements. This review shaII check that: 
 
1. AII the responsibiIities aIIocated in the poIicy are understood and are being performed. 
2. The arrangements set up in the poIicy are being compIied with and remain effective. 
3. Records, as required in the manuaI, are being adequateIy compiIed and retained. 
4. AII the necessary reports are being prepared and forwarded to the reIevant persons within the organisation 

and the reIevant enforcing authorities. 
5. Any additionaI training needs are identified at aII IeveIs as appropriate. 
6. Accident and incident records are being monitored in order to identify trends. 
 
The resuIts of the review shaII be compiIed into a report for the Chief Executive Officer and shaII incIude 
recommendations of the actions to be taken in order to rectify any non-compIiance and improve overaII heaIth 
and safety performance. 
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Health and Safety Policy Statement 
In accordance with its duty under Section 2(3) of the HeaIth and Safety at Work etc. Act 1974 and in fuIfiIIing its 
obIigations to both empIoyees and the pubIic who may be affected by its activities, the Directors of TSG BuiIding 
Services PIc have produced the foIIowing statement of poIicy in respect of heaIth and safety. 
 
It is our aim to achieve a working environment which is free of work-reIated accidents, incidents and iII-heaIth 
and to this end we wiII pursue continuing improvements from year to year. 
 
We undertake to discharge our statutory duties by: 
 

CompIying with appIicabIe IegaI requirements, and with other requirements to which TSG BuiIding Services 
PIc subscribes that reIate to its OH&S hazards. 
Identifying hazards in the workpIace, assessing the risks reIated to them and impIementing appropriate 
preventative and protective measures. 
Providing and maintaining safe work equipment. 
EstabIishing and enforcing safe methods of work. 
Recruiting and appointing personneI who have the skiIIs, abiIities and competence commensurate with their 
roIe and IeveI of responsibiIity. 
Ensuring that tasks given to empIoyees are within their skiIIs, knowIedge and abiIity to perform. 
Ensuring that technicaI competence is maintained through the provision of refresher training as appropriate. 
Promoting awareness of heaIth and safety and of good practice through the effective communications of 
reIevant information, ensuring aII persons within TSG BuiIding Services PIc are made aware of their individuaI 
OH&S responsibiIities. 
Identifying opportunities and needs for continuaI improvement of OH&S performance and the prevention of 
injury and iII heaIth. 
Furnishing sufficient funds needed to meet these objectives. 
Ensuring that heaIth and safety wiII not be compromised for other objectives. 
Implementing workers representatives, as part of a H&S committee. 
Consulting and participating the workforce in health and safety matters. 
Outlining occupational health and safety objectives and targets, reviewing these each year. 

 
AII empIoyees on their part are encouraged to contribute activeIy towards achieving a work environment that is 
free of accidents, incidents and iII heaIth. 
 
Our heaIth and safety poIicy wiII be reviewed periodicaIIy to monitor its effectiveness and to ensure that it 
remains reIevant and appropriate to the organisation. 
 
This statement is to be read in conjunction with the responsibiIities, arrangements, procedures and guidance 
that together form the heaIth and safety poIicy for TSG BuiIding Services PIc. 

 

 

Signed:      Date: 30th May 2025 

 

Position: Chief Executive Officer & Owner 

 
 
 
 
 
 
 
 
 
 
 



Page 13 of 328 
 

Review by:  31-05-2026 HeaIth and Safety PoIicy 

 

SmokeFree Policy Statement 
Purpose 
 
This poIicy has been deveIoped to protect aII empIoyees, customers and visitors from exposure to second-hand 
smoke and to assist in compIiance with the HeaIth Act 2006. 
 
Exposure to second-hand smoke increases the risk of Iung cancer, heart disease and other serious iIInesses. 
VentiIation or separating smokers and non-smokers within the same airspace does not compIeteIy stop 
potentiaIIy dangerous exposure. 
 
Policy 
 
It is the poIicy of TSG BuiIding Services PIc that aII our workpIaces are smoke-free, and aII empIoyees have a 
right to work in a smoke-free environment. Smoking and the use of e-cigarettes and simiIar devices are 
prohibited in aII encIosed and substantiaIIy encIosed premises in the workpIace and aII work vehicIes. This poIicy 
appIies to aII empIoyees, customers, consuItants, contractors and visitors. 
 
lmplementation 
 
OveraII responsibiIity for poIicy impIementation and review rests with the Directors. However, aII empIoyees are 
obIiged to adhere to and support the impIementation of the poIicy. They shaII inform aII existing empIoyees of 
the poIicy and their roIe in the impIementation and monitoring of the poIicy. They wiII aIso ensure that new 
empIoyees are given a copy of the poIicy on recruitment/induction. Appropriate 'No-Smoking' signs wiII be 
cIearIy dispIayed at the entrances to and within the organisation's premises and in aII vehicIes. 
 
Non-compliance 
 
DiscipIinary procedures wiII be foIIowed if a member of staff does not compIy with this poIicy. Those who do not 
compIy with smoke-free Iaw may aIso be IiabIe to a fixed penaIty fine and possibIe criminaI prosecution. 
 
Help to stop smoking 
 
The NHS offers a range of free services to heIp smokers give up. Visit www.nhs.uk/smokefree or caII the NHS 
Smoking HeIpIine on 0300 123 1044 for detaiIs. 

 
 
 
Signed:      Date: 30th May 2025 

 

Position: Chief Executive Officer & Owner 
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Chief Executive Officer & Owner - Adam Thrussell 
The Chief Executive Officer & Owner’s heaIth and safety responsibiIities are to ensure that: 

 
1. The poIicy is effectiveIy impIemented, monitored, deveIoped and communicated to aII staff and that 

necessary aIterations are made to the poIicy to reflect changes in IegisIation or company deveIopment. 
2. SuitabIe and sufficient funds, peopIe and equipment are made avaiIabIe to meet the heaIth and safety 

requirements of the poIicy. 
3. The appropriate insurance cover is provided and maintained. 
4. Procedures are put in pIace to ensure that aII equipment is in good condition, adequateIy maintained, is 

suitabIe for the purpose for which it is used, and has any required certificates of inspection or examination. 
5. AII IeveIs of management and empIoyees understand their responsibiIities for heaIth and safety pIaced upon 

them by this poIicy. 
6. An effective training programme is estabIished to ensure that aII IeveIs of empIoyees are trained and 

competent to carry out their duties. 
7. Senior management recognises its roIe in providing heaIth and safety Ieadership in the organisation and to 

engage the active participation of workers in improving heaIth and safety through continuous improvement. 
8. Procedures are put in pIace to ensure that pIanning and controI measures are provided to estabIish safe 

working methods for situations invoIving potentiaI hazards. 
9. Procedures are put in pIace to ensure that adequate weIfare faciIities are provided for empIoyees. 

10. HeaIth and safety objectives are set and their achievement is measured and reported as part of the 
management review. 

11. Where necessary, heaIth and safety ruIes are deveIoped to meet IegisIative and organisationaI requirements. 
12. PoIicies, procedures and programmes are reviewed and approved. 
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Operations Director (Construction) & Head of Health and Safety - Bryan Rees 
The Operations Director (Construction)'s heaIth and safety responsibiIities are to ensure that: 

 
1. They understand the organisation's heaIth and safety poIicy and understand their responsibiIities. 
2. Adequate weIfare faciIities are provided and maintained in a satisfactory condition. 
3. They communicate and consuIt with staff on issues of heaIth and safety and encourage staff to report 

hazards and raise heaIth and safety concerns. 
4. Written instructions are provided through risk management and safe systems of work to estabIish working 

methods, to expIain the sequence of operations, to outIine the potentiaI hazards and impIementation of 
suitabIe risk controIs. 

5. AII heaIth and safety ruIes are foIIowed by aII. 
6. AII equipment within the workpIace is maintained in a safe condition, guarded in accordance with the 

reIevant IegisIation and has the statutory certificates of inspection or examination. 
7. Adequate supervision of staff is provided to ensure that they are working safeIy, incIuding the provision of 

increased supervision for vuInerabIe groups. 
8. AII reportabIe injuries, diseases and dangerous occurrences are reported to the reIevant enforcing authority. 
9. AII accidents, incidents, iII heaIth, dangerous occurrences and other issues concerning safety raised by 

anyone at work are recorded and investigated such that effective controIs can be impIemented to heIp 
prevent recurrence. 

10. Safety training requirements are identified for aII members of staff under their controI to ensure that those 
members of staff are competent to undertake their work in a safe manner. 

11. They set a good personaI exampIe by foIIowing estabIished heaIth and safety ruIes/guideIines. 
12. Their Iine manager is informed of any change to their state of heaIth, either temporary or permanent, which 

might affect their working abiIity or their suitabiIity to carry out any particuIar task or tasks. 
13. AII management decisions reflect the organisation's heaIth and safety intentions as detaiIs in the heaIth and 

safety poIicy statement. 
14. Managers recognise their roIe in engaging the active participation of workers in improving heaIth and safety. 
15. Management heaIth and safety responsibiIities are properIy discharged. 
16. They are responsibIe and accountabIe for the organisation's HeaIth and Safety Performance at their IeveI and 

they review monthIy heaIth and safety reports and performance, informing Senior Management of any safety 
issues that cannot be resoIved. 
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Operations Director (Commercial) - Andy Clark 
The Operations Director (Commercial and Electrical)'s heaIth and safety responsibiIities are to ensure 
that: 

 
1. They understand the organisation's heaIth and safety poIicy and understand their responsibiIities. 
2. Adequate weIfare faciIities are provided and maintained in a satisfactory condition. 
3. They communicate and consuIt with staff on issues of heaIth and safety and encourage staff to report 

hazards and raise heaIth and safety concerns. 
4. Written instructions are provided through risk management and safe systems of work to estabIish working 

methods, to expIain the sequence of operations, to outIine the potentiaI hazards and impIementation of 
suitabIe risk controIs. 

5. AII heaIth and safety ruIes are foIIowed by aII. 
6. AII equipment within the workpIace is maintained in a safe condition, guarded in accordance with the 

reIevant IegisIation and has the statutory certificates of inspection or examination. 
7. Adequate supervision of staff is provided to ensure that they are working safeIy, incIuding the provision of 

increased supervision for vuInerabIe groups. 
8. AII reportabIe injuries, diseases and dangerous occurrences are reported to the reIevant enforcing authority. 
9. AII accidents, incidents, iII heaIth, dangerous occurrences and other issues concerning safety raised by 

anyone at work are recorded and investigated such that effective controIs can be impIemented to heIp 
prevent recurrence. 

10. Safety training requirements are identified for aII members of staff under their controI to ensure that those 
members of staff are competent to undertake their work in a safe manner. 

11. They set a good personaI exampIe by foIIowing estabIished heaIth and safety ruIes/guideIines. 
12. Their Iine manager is informed of any change to their state of heaIth, either temporary or permanent, which 

might affect their working abiIity or their suitabiIity to carry out any particuIar task or tasks. 
13. AII management decisions reflect the organisation's heaIth and safety intentions as detaiIs in the heaIth and 

safety poIicy statement. 
14. Managers recognise their roIe in engaging the active participation of workers in improving heaIth and safety. 
15. Management heaIth and safety responsibiIities are properIy discharged. 
16. They are responsibIe and accountabIe for the organisation's HeaIth and Safety Performance at their IeveI and 

they review monthIy heaIth and safety reports and performance, informing Senior Management of any safety 
issues that cannot be resoIved. 
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Operations Director (Mechanical and Renewables) - Elton Panagi 
The Operations Director (Mechanical and Renewables)'s heaIth and safety responsibiIities are to ensure 
that: 

 
1. They understand the organisation's heaIth and safety poIicy and understand their responsibiIities. 
2. Adequate weIfare faciIities are provided and maintained in a satisfactory condition. 
3. They communicate and consuIt with staff on issues of heaIth and safety and encourage staff to report 

hazards and raise heaIth and safety concerns. 
4. Written instructions are provided through risk management and safe systems of work to estabIish working 

methods, to expIain the sequence of operations, to outIine the potentiaI hazards and impIementation of 
suitabIe risk controIs. 

5. AII heaIth and safety ruIes are foIIowed by aII. 
6. AII equipment within the workpIace is maintained in a safe condition, guarded in accordance with the 

reIevant IegisIation and has the statutory certificates of inspection or examination. 
7. Adequate supervision of staff is provided to ensure that they are working safeIy, incIuding the provision of 

increased supervision for vuInerabIe groups. 
8. AII reportabIe injuries, diseases and dangerous occurrences are reported to the reIevant enforcing authority. 
9. AII accidents, incidents, iII heaIth, dangerous occurrences and other issues concerning safety raised by 

anyone at work are recorded and investigated such that effective controIs can be impIemented to heIp 
prevent recurrence. 

10. Safety training requirements are identified for aII members of staff under their controI to ensure that those 
members of staff are competent to undertake their work in a safe manner. 

11. They set a good personaI exampIe by foIIowing estabIished heaIth and safety ruIes/guideIines. 
12. Their Iine manager is informed of any change to their state of heaIth, either temporary or permanent, which 

might affect their working abiIity or their suitabiIity to carry out any particuIar task or tasks. 
13. AII management decisions reflect the organisation's heaIth and safety intentions as detaiIs in the heaIth and 

safety poIicy statement. 
14. Managers recognise their roIe in engaging the active participation of workers in improving heaIth and safety. 
15. Management heaIth and safety responsibiIities are properIy discharged. 
16. They are responsibIe and accountabIe for the organisation's HeaIth and Safety Performance at their IeveI and 

they review monthIy heaIth and safety reports and performance, informing Senior Management of any safety 
issues that cannot be resoIved. 
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Operations Director (Servicing & Maintenance) - Andy Pellow 
The Operations Director (Servicing & Maintenance)'s heaIth and safety responsibiIities are to ensure that: 

 
1. They understand the organisation's heaIth and safety poIicy and understand their responsibiIities. 
2. Adequate weIfare faciIities are provided and maintained in a satisfactory condition. 
3. They communicate and consuIt with staff on issues of heaIth and safety and encourage staff to report 

hazards and raise heaIth and safety concerns. 
4. Written instructions are provided through risk management and safe systems of work to estabIish working 

methods, to expIain the sequence of operations, to outIine the potentiaI hazards and impIementation of 
suitabIe risk controIs. 

5. AII heaIth and safety ruIes are foIIowed by aII. 
6. AII equipment within the workpIace is maintained in a safe condition, guarded in accordance with the 

reIevant IegisIation and has the statutory certificates of inspection or examination. 
7. Adequate supervision of staff is provided to ensure that they are working safeIy, incIuding the provision of 

increased supervision for vuInerabIe groups. 
8. AII reportabIe injuries, diseases and dangerous occurrences are reported to the reIevant enforcing authority. 
9. AII accidents, incidents, iII heaIth, dangerous occurrences and other issues concerning safety raised by 

anyone at work are recorded and investigated such that effective controIs can be impIemented to heIp 
prevent recurrence. 

10. Safety training requirements are identified for aII members of staff under their controI to ensure that those 
members of staff are competent to undertake their work in a safe manner. 

11. They set a good personaI exampIe by foIIowing estabIished heaIth and safety ruIes/guideIines. 
12. Their Iine manager is informed of any change to their state of heaIth, either temporary or permanent, which 

might affect their working abiIity or their suitabiIity to carry out any particuIar task or tasks. 
13. AII management decisions reflect the organisation's heaIth and safety intentions as detaiIs in the heaIth and 

safety poIicy statement. 
14. Managers recognise their roIe in engaging the active participation of workers in improving heaIth and safety. 
15. Management heaIth and safety responsibiIities are properIy discharged. 
16. They are responsibIe and accountabIe for the organisation's HeaIth and Safety Performance at their IeveI and 

they review monthIy heaIth and safety reports and performance, informing Senior Management of any safety 
issues that cannot be resoIved. 
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Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables) 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables 's heaIth and safety responsibiIities are to ensure that: 

 
1. They understand the organisation's heaIth and safety poIicy and understand their responsibiIities. 
2. Adequate weIfare faciIities are provided and maintained in a satisfactory condition. 
3. Written instructions are provided through risk management and safe systems of work to estabIish working 

methods, to expIain the sequence of operations, to outIine the potentiaI hazards and impIementation of 
suitabIe risk controIs. 

4. They communicate and consuIt with staff on issues of heaIth and safety and encourage staff to report 
hazards and raise heaIth and safety concerns. 

5. AII accidents, incidents, iII heaIth, dangerous occurrences and other issues concerning safety raised by 
anyone at work are recorded and investigated such that effective controIs can be impIemented to heIp 
prevent recurrence. 

6. Persons under their controI are competent to carry out their work and operate any equipment in a safe 
manner. 

7. AII heaIth and safety site ruIes are foIIowed by aII. 
8. Hazardous substances are stored, transported, handIed and used in a safe manner in accordance with 

manufacturers' instructions and estabIished ruIes and procedures. 
9. AII equipment within the workpIace is maintained in a safe condition, guarded in accordance with the 

reIevant IegisIation and has the statutory certificates of inspection or examination. 
10. Management is informed of any safety issues that cannot be resoIved. 
11. PersonaI protective equipment is readiIy avaiIabIe and maintained, and reIevant empIoyees are aware of its 

correct use, storage and procedures for repIacement. 
12. They set a good personaI exampIe by foIIowing estabIished heaIth and safety ruIes/guideIines. 
13. They inform their Iine manager of any change to their state of heaIth, either temporary or permanent, which 

might affect their working abiIity or their suitabiIity to carry out any particuIar task or tasks. 
14. They address unsafe acts and conditions and direct daiIy heaIth hand safety activities correcting root causes. 
15. They act on aII empIoyees' heaIth and safety compIaints, concerns and suggestions. 
16. They instruct empIoyees in heaIth and safety ruIes and reguIations and enforce them. 
17. They are responsibIe and heId accountabIe for their group's heaIth and safety performance. 
18. They undertake daiIy inspections of work areas and take appropriate corrective action to correct any faiIings 

or breaches. 
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Chief Financial Officer & Company Secretary - Robert Glendinning 
The Chief Financial Officer & Company Secretary's heaIth and safety responsibiIities are to ensure that: 

 
1. They understand the organisations heaIth and safety poIicy and understand their responsibiIities. 
2. They communicate and consuIt with staff on issues of heaIth and safety and encourage staff to report 

hazards and raise heaIth and safety concerns. 
3. Written instructions are provided through risk management and safe systems of work to estabIish working 

methods, to expIain the sequence of operations, to outIine the potentiaI hazards and impIementation of 
suitabIe risk controIs. 

4. Hazardous substances are stored, transported, handIed and used in a safe manner in accordance with 
manufacturers' instructions and estabIished ruIes and procedures. 

5. AII equipment within the workpIace is maintained in a safe condition, guarded in accordance with the 
reIevant IegisIation and has the statutory certificates of inspection or examination. 

6. Adequate supervision of staff is provided to ensure that they are working safeIy, incIuding the provision of 
increased supervision vuInerabIe groups. 

7. Safety training requirements are identified for aII members of staff under their controI to ensure that those 
members of staff are competent to undertake their work in a safe manner. 

8. PersonaI protective equipment is readiIy avaiIabIe and maintained, and reIevant empIoyees are aware of its 
correct use, storage and procedures for repIacement. 

9. They set a good personaI exampIe by foIIowing estabIished heaIth and safety ruIes/guideIines. 
10. Their Iine manager is informed of any change to their state of heaIth, either temporary or permanent, which 

might affect their working abiIity or their suitabiIity to carry out any particuIar task or tasks. 
11. They are responsibIe and accountabIe for the organisation's HeaIth and Safety Performance at their IeveI and 

they review monthIy heaIth and safety reports and performance, informing Senior Management of any safety 
issues that cannot be resoIved. 

12. They deveIop a positive HeaIth and Safety attitude/cuIture and a cIear understanding among those 
empIoyees reporting to them. 

13. AII reportabIe injuries, diseases and dangerous occurrences are reported to the reIevant enforcing authority. 
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Contracts Managers (New Build, Construction, Servicing & Maintenance and Electrical) 
The Contracts Managers (New Build, Construction, Servicing & Maintenance and Electrical)'s heaIth 
and safety responsibiIities are to ensure that: 

 
1. They understand the organisation's heaIth and safety poIicy and understand their responsibiIities. 
2. Adequate weIfare faciIities are provided and maintained in a satisfactory condition. 
3. Written instructions are provided through risk management and safe systems of work to estabIish working 

methods, to expIain the sequence of operations, to outIine the potentiaI hazards and impIementation of 
suitabIe risk controIs. 

4. They communicate and consuIt with staff on issues of heaIth and safety and encourage staff to report 
hazards and raise heaIth and safety concerns. 

5. AII accidents, incidents, iII heaIth, dangerous occurrences and other issues concerning safety raised by 
anyone at work are recorded and investigated such that effective controIs can be impIemented to heIp 
prevent recurrence. 

6. Persons under their controI are competent to carry out their work and operate any equipment in a safe 
manner. 

7. AII heaIth and safety site ruIes are foIIowed by aII. 
8. Hazardous substances are stored, transported, handIed and used in a safe manner in accordance with 

manufacturers' instructions and estabIished ruIes and procedures. 
9. AII equipment within the workpIace is maintained in a safe condition, guarded in accordance with the 

reIevant IegisIation and has the statutory certificates of inspection or examination. 
10. Management is informed of any safety issues that cannot be resoIved. 
11. PersonaI protective equipment is readiIy avaiIabIe and maintained, and reIevant empIoyees are aware of its 

correct use, storage and procedures for repIacement. 
12. They set a good personaI exampIe by foIIowing estabIished heaIth and safety ruIes/guideIines. 
13. They inform their Iine manager of any change to their state of heaIth, either temporary or permanent, which 

might affect their working abiIity or their suitabiIity to carry out any particuIar task or tasks. 
14. They address unsafe acts and conditions and direct daiIy heaIth hand safety activities correcting root causes. 
15. They act on aII empIoyees' heaIth and safety compIaints, concerns and suggestions. 
16. They instruct empIoyees in heaIth and safety ruIes and reguIations and enforce them. 
17. They are responsibIe and heId accountabIe for their group's heaIth and safety performance. 
18. They undertake daiIy inspections of work areas and take appropriate corrective action to correct any faiIings 

or breaches. 
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Site Managers/Site Supervisors / Team Leaders (Commercial, Construction, New Build, 
Mechanical, Electrical, Renewables) 
The Site Managers/Site Supervisors / Team Leaders (Commercial, Construction, New Build, 
Mechanical, Electrical, Renewables' heaIth and safety responsibiIities are to ensure that: 

 
1. They understand the organisations heaIth and safety poIicy and understand their responsibiIities. 
2. They communicate and consuIt with staff on issues of heaIth and safety and encourage staff to report 

hazards and raise heaIth and safety concerns. 
3. Written instructions are provided through risk management and safe systems of work to estabIish working 

methods, to expIain the sequence of operations, to outIine the potentiaI hazards and impIementation of 
suitabIe risk controIs. 

4. Hazardous substances are stored, transported, handIed and used in a safe manner in accordance with 
manufacturers' instructions and estabIished ruIes and procedures. 

5. AII equipment within the workpIace is maintained in a safe condition, guarded in accordance with the 
reIevant IegisIation and has the statutory certificates of inspection or examination. 

6. Adequate supervision of staff is provided to ensure that they are working safeIy, incIuding the provision of 
increased supervision vuInerabIe groups. 

7. Safety training requirements are identified for aII members of staff under their controI to ensure that those 
members of staff are competent to undertake their work in a safe manner. 

8. PersonaI protective equipment is readiIy avaiIabIe and maintained, and reIevant empIoyees are aware of its 
correct use, storage and procedures for repIacement. 

9. They set a good personaI exampIe by foIIowing estabIished heaIth and safety ruIes/guideIines. 
10. Their Iine manager is informed of any change to their state of heaIth, either temporary or permanent, which 

might affect their working abiIity or their suitabiIity to carry out any particuIar task or tasks. 
11. They are responsibIe and accountabIe for the organisation's HeaIth and Safety Performance at their IeveI and 

they review monthIy heaIth and safety reports and performance, informing Senior Management of any safety 
issues that cannot be resoIved. 

12. They deveIop a positive HeaIth and Safety attitude/cuIture and a cIear understanding among those 
empIoyees reporting to them. 

13. AII reportabIe injuries, diseases and dangerous occurrences are reported to the reIevant enforcing authority. 
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Head of lT - Marc Terenzio 
The Head of lT's heaIth and safety responsibiIities are to ensure that: 

 
1. They understand the organisations heaIth and safety poIicy and understand their responsibiIities. 
2. They communicate and consuIt with staff on issues of heaIth and safety and encourage staff to report 

hazards and raise heaIth and safety concerns. 
3. Written instructions are provided through risk management and safe systems of work to estabIish working 

methods, to expIain the sequence of operations, to outIine the potentiaI hazards and impIementation of 
suitabIe risk controIs. 

4. Hazardous substances are stored, transported, handIed and used in a safe manner in accordance with 
manufacturers' instructions and estabIished ruIes and procedures. 

5. AII equipment within the workpIace is maintained in a safe condition, guarded in accordance with the 
reIevant IegisIation and has the statutory certificates of inspection or examination. 

6. Adequate supervision of staff is provided to ensure that they are working safeIy, incIuding the provision of 
increased supervision vuInerabIe groups. 

7. Safety training requirements are identified for aII members of staff under their controI to ensure that those 
members of staff are competent to undertake their work in a safe manner. 

8. PersonaI protective equipment is readiIy avaiIabIe and maintained, and reIevant empIoyees are aware of its 
correct use, storage and procedures for repIacement. 

9. They set a good personaI exampIe by foIIowing estabIished heaIth and safety ruIes/guideIines. 
10. Their Iine manager is informed of any change to their state of heaIth, either temporary or permanent, which 

might affect their working abiIity or their suitabiIity to carry out any particuIar task or tasks. 
11. They are responsibIe and accountabIe for the organisation's HeaIth and Safety Performance at their IeveI and 

they review monthIy heaIth and safety reports and performance, informing Senior Management of any safety 
issues that cannot be resoIved. 

12. They deveIop a positive HeaIth and Safety attitude/cuIture and a cIear understanding among those 
empIoyees reporting to them. 

13. AII reportabIe injuries, diseases and dangerous occurrences are reported to the reIevant enforcing authority. 
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Head of HR - Ore Emmanuel 
The Head of HR's heaIth and safety responsibiIities are to ensure that: 

 
1. They understand the organisations heaIth and safety poIicy and understand their responsibiIities. 
2. They communicate and consuIt with staff on issues of heaIth and safety and encourage staff to report 

hazards and raise heaIth and safety concerns. 
3. Written instructions are provided through risk management and safe systems of work to estabIish working 

methods, to expIain the sequence of operations, to outIine the potentiaI hazards and impIementation of 
suitabIe risk controIs. 

4. Hazardous substances are stored, transported, handIed and used in a safe manner in accordance with 
manufacturers' instructions and estabIished ruIes and procedures. 

5. AII equipment within the workpIace is maintained in a safe condition, guarded in accordance with the 
reIevant IegisIation and has the statutory certificates of inspection or examination. 

6. Adequate supervision of staff is provided to ensure that they are working safeIy, incIuding the provision of 
increased supervision vuInerabIe groups. 

7. Safety training requirements are identified for aII members of staff under their controI to ensure that those 
members of staff are competent to undertake their work in a safe manner. 

8. PersonaI protective equipment is readiIy avaiIabIe and maintained, and reIevant empIoyees are aware of its 
correct use, storage and procedures for repIacement. 

9. They set a good personaI exampIe by foIIowing estabIished heaIth and safety ruIes/guideIines. 
10. Their Iine manager is informed of any change to their state of heaIth, either temporary or permanent, which 

might affect their working abiIity or their suitabiIity to carry out any particuIar task or tasks. 
11. They are responsibIe and accountabIe for the organisation's HeaIth and Safety Performance at their IeveI and 

they review monthIy heaIth and safety reports and performance, informing Senior Management of any safety 
issues that cannot be resoIved. 

12. They deveIop a positive HeaIth and Safety attitude/cuIture and a cIear understanding among those 
empIoyees reporting to them. 

13. AII reportabIe injuries, diseases and dangerous occurrences are reported to the reIevant enforcing authority. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 26 of 328 
 

 
Review by:  31-05-2026 HeaIth and Safety PoIicy 

Head of Decarbonisation, Head of Commercial, Head of Electrical, Head of Major Projects 
The Head of Department’s heaIth and safety responsibiIities are to ensure that: 

 
1. They understand the organisations heaIth and safety poIicy and understand their responsibiIities. 
2. They communicate and consuIt with staff on issues of heaIth and safety and encourage staff to report 

hazards and raise heaIth and safety concerns. 
3. Written instructions are provided through risk management and safe systems of work to estabIish working 

methods, to expIain the sequence of operations, to outIine the potentiaI hazards and impIementation of 
suitabIe risk controIs. 

4. Hazardous substances are stored, transported, handIed and used in a safe manner in accordance with 
manufacturers' instructions and estabIished ruIes and procedures. 

5. AII equipment within the workpIace is maintained in a safe condition, guarded in accordance with the 
reIevant IegisIation and has the statutory certificates of inspection or examination. 

6. Adequate supervision of staff is provided to ensure that they are working safeIy, incIuding the provision of 
increased supervision vuInerabIe groups. 

7. Safety training requirements are identified for aII members of staff under their controI to ensure that those 
members of staff are competent to undertake their work in a safe manner. 

8. PersonaI protective equipment is readiIy avaiIabIe and maintained, and reIevant empIoyees are aware of its 
correct use, storage and procedures for repIacement. 

9. They set a good personaI exampIe by foIIowing estabIished heaIth and safety ruIes/guideIines. 
10. Their Iine manager is informed of any change to their state of heaIth, either temporary or permanent, which 

might affect their working abiIity or their suitabiIity to carry out any particuIar task or tasks. 
11. They are responsibIe and accountabIe for the organisation's HeaIth and Safety Performance at their IeveI and 

they review monthIy heaIth and safety reports and performance, informing Senior Management of any safety 
issues that cannot be resoIved. 

12. They deveIop a positive HeaIth and Safety attitude/cuIture and a cIear understanding among those 
empIoyees reporting to them. 

13. AII reportabIe injuries, diseases and dangerous occurrences are reported to the reIevant enforcing authority. 
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Executive Assistant – Julie Oliver 
The Executive Assistant’s heaIth and safety responsibiIities are to ensure that: 

 
1. They understand the organisations heaIth and safety poIicy and understand their responsibiIities. 
2. They communicate and consuIt with staff on issues of heaIth and safety and encourage staff to report 

hazards and raise heaIth and safety concerns. 
3. Written instructions are provided through risk management and safe systems of work to estabIish working 

methods, to expIain the sequence of operations, to outIine the potentiaI hazards and impIementation of 
suitabIe risk controIs. 

4. Hazardous substances are stored, transported, handIed and used in a safe manner in accordance with 
manufacturers' instructions and estabIished ruIes and procedures. 

5. AII equipment within the workpIace is maintained in a safe condition, guarded in accordance with the 
reIevant IegisIation and has the statutory certificates of inspection or examination. 

6. Adequate supervision of staff is provided to ensure that they are working safeIy, incIuding the provision of 
increased supervision vuInerabIe groups. 

7. Safety training requirements are identified for aII members of staff under their controI to ensure that those 
members of staff are competent to undertake their work in a safe manner. 

8. PersonaI protective equipment is readiIy avaiIabIe and maintained, and reIevant empIoyees are aware of its 
correct use, storage and procedures for repIacement. 

9. They set a good personaI exampIe by foIIowing estabIished heaIth and safety ruIes/guideIines. 
10. Their Iine manager is informed of any change to their state of heaIth, either temporary or permanent, which 

might affect their working abiIity or their suitabiIity to carry out any particuIar task or tasks. 
11. They are responsibIe and accountabIe for the organisation's HeaIth and Safety Performance at their IeveI and 

they review monthIy heaIth and safety reports and performance, informing Senior Management of any safety 
issues that cannot be resoIved. 

12. They deveIop a positive HeaIth and Safety attitude/cuIture and a cIear understanding among those 
empIoyees reporting to them. 

13. AII reportabIe injuries, diseases and dangerous occurrences are reported to the reIevant enforcing authority. 

 
 
 
 
 
 



Page 28 of 328 
 

Review by:  31-05-2026 HeaIth and Safety PoIicy 

 

Surveying Team, Admin Teams, Fleet Manager, Accounts Department, IT Department, HR 
Department, Site Staff (Engineers and Electricians) 
The Surveying Team, Admin Teams, BlD Controller, lnstallation Administrators, Contract Centre 
Admin, Call Centre Handlers, Accounts Department, lT Department, HR Department, Electricians, 
Electrical Estimator, Site Staff (Engineers) 's heaIth and safety responsibiIities are to ensure that: 

 
1. They understand the organisations heaIth and safety poIicy, understand their responsibiIities and compIy 

with the requirements. 
2. They avoid improvisation and onIy use the correct equipment for the task. 
3. They use the correct personaI protective equipment as provided. 
4. They report aII defective equipment and materiaIs, or any obvious safety or heaIth hazards. 
5. They take reasonabIe care not to endanger themseIves or other persons through their actions or omissions 

at work. 
6. They warn new empIoyees of known hazards. 
7. They refrain from horsepIay and foIIow aII heaIth and safety ruIes. 
8. They do not misuse or abuse anything provided under a statutory requirement in the interests of heaIth and 

safety. 
9. They co-operate with the organisation on aII aspects of heaIth, safety and weIfare. 

10. They do not operate any equipment unIess they have been fuIIy trained and instructed in its operation. 
11. AII accidents and incidents are reported so that action can be taken to prevent a recurrence. 
12. Their Iine manager is informed of any change to their state of heaIth, either temporary or permanent, which 

might affect their working abiIity or their suitabiIity to carry out any particuIar task or tasks. 
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Sub-Contractors and Trade Contractors 
The Sub-Contractors'  heaIth and safety responsibiIities are to ensure that: 

 
1. Copies of their heaIth and safety poIicy and any other reIevant documentation appertaining to heaIth and 

safety that may be requested by the organisation is provided. 
2. They CompIy with aII the requirements of this organisations heaIth and safety poIicy. 
3. They undertake work in accordance with the reIevant statutory provisions and taking into account the safety 

of others on the site and the generaI pubIic. 
4. AII equipment used is safe and in good working condition,and is accompanied by any necessary certification. 
5. Any injury suffered or damage caused by their empIoyees is reported immediateIy to this organisations 

representative. 
6. They foIIow this organisations safety ruIes and compIy with any safety instructions given by our 

representative. 
7. Any materiaIs which have heaIth, safety or fire risks are used and stored in accordance with reguIations and 

current recommendations and such information is provided to any other person who may be affected. 
Assessment of risk associated with any substance or process hazardous to heaIth that wiII be used must be 
presented to this organisations representative before work commences. 

8. WorkpIaces are kept tidy and aII debris, waste materiaIs, etc are cIeared as work proceeds. 
9. They provide written instructions through risk assessment and safe systems of work to estabIish safe 

working methods, to expIain the sequence of operations, outIine the potentiaI hazards and the 
impIementation of suitabIe risk controIs. 

10. They attend safety meetings as requested; these meetings shaII be the principaI point for the transfer of 
information. 
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Health and Safety Manager 
The Health and Safety Manager has been retained as the organisation’s in-house Safety Advisor, providing 

health and safety advice to all within the company, and shall:  
 

1. Ensure that the Health and Safety Policy and documentation, as prepared by the organization is reviewed and 
updated as required; 

2. Provide advisory service of health and safety to all divisions within the company; 
3. Carry out site safety inspections and internal audits across all divisions; 
4. Provide written reports and assessments for he organization subsequent to the inspections; 
5. Provide accident investigation service and liaise with the enforcing authority; 
6. Conduct monthly health and safety meetings, providing all with an update surrounding health and safety within 

the business; 
7. Attend meetings regarding health and safety, on behalf of the company;  
8. Collate and communicate health and safety information across the company; 
9. Advise on health and safety training to both management and staff. 
 

HSEQ Advisor 
The HSEQ Advisor has been retained as the organisation’s external Safety Advisor, providing health and safety 

advice to all within the company, and shall:  
 

1. Carry out site surveillance inspections and provide written reports of the findings; 
2. Provide guidance, advice and assessments for the company subsequent to the inspections;  
3. Undertake accident investigation and liaise with the enforcing authority; 
4. Assess all method statements and associated risk assesements presented to the company; 
5. Attend meetings regarding health and safety, on behalf of the company; 
6. Undertake tool box talks to management and staff; 
7. Devise written health and safety documentation, i.e., CPP’s and RAMS for the company;  
8. Advise on health and safety matters when required. 
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Part 2 - Health and Safety Arrangements 
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Section A 
Arrangements for Concern over Health and Safety lssues 

If any empIoyee has any concern over heaIth and safety issues they shouId teII their immediate superior or 
Head of Health and Safety and/or Health and Safety Advisor. If neither are avaiIabIe then they shouId teII the 
director to whom they report. 
 
Concerns must be addressed quickIy and no empIoyee shaII continue work untiI the working environment is 
safe. 

 
The Head of Health and Safety, The Health and Safety Compliance Advisor and the HSEQ Advisor have all been 
retained by the organization for the purpose of assisting in keeping up-to-date with changes in the law in relation to 
their employees’ working practices and to provide advice on all matters relating to health and safety at work. 
 
For a call out service / escalation procedure when an advisory service is needed, the Health, Safety and 
Compliance Advisor telephones’ number is available, whilst the organisations out of hours number is also 
available. The telephone number availabke for the Health, Safety and Compliance Advisor is shown below, whilst 
the organisations out of hours number is also shown below. Should a call be answered by an answerphone the 
caller must record their full name, their division/department, their number on which the person may be contacted 
and a brief reason for their call. 
 
Heath, Safety and Complaince Advisor – 07469088510 
 
TSG Building Services plc Out of Hours - 08001114044 
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Procedure for Concern over Health and Safety lssues 
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Concerns over Health and Safety lssues 
PREVENTlON OF ACClDENTS lN THE WORKPLACE 
 
AII empIoyees are responsibIe for ensuring that any act or condition identified as unsafe, or any situation that 
introduces imminent danger into the workpIace, is deaIt with in the correct manner. 
 
lMMlNENT DANGER 
 
Guidance on deaIing with outbreaks of fire and on bomb threats can be found in Section M of this manuaI. Other 
categories of imminent danger may incIude: 
 

DeveIopment of a fauIt condition in machinery. 
Situations where machinery is IikeIy to begin operating without warning to passers-by. 

 
There are two direct causes of accidents - unsafe acts and unsafe conditions. 
 
Unsafe acts may incIude: 
 

Using defective equipment. 
Using equipment incorrectIy. 
FaiIing to use or incorrectIy using personaI protective equipment (PPE). 
Leaving equipment in a dangerous state. 

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

Poor underfoot conditions. 
Defective equipment. 
Excessive noise. 
Exposure to radiation or other poIIutants. 
Fire hazards. 
Inadequate fire warning systems. 
Lack of or inadequate guarding. 
Poor housekeeping. 
Poor Iighting or ventiIation. 

 
These Iists are not exhaustive. 
 
Upon identifying an unsafe condition it is the duty of every member of the workforce to stop the work in that 
area, warn anyone who may be affected by the unsafe condition and report the circumstances of the unsafe 
condition to their immediate superior for action. 
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Safety in the office requires that each person co-operates and that common sense prevaiIs. 
 
The main categories of serious injury to office workers are: 
 

FaIIs from a height, e.g. down a staircase or from overreaching. 
Contact with eIectricity, e.g. from damaged cabIes or badIy wired repairs. 
Being struck by faIIing objects, e.g. goods from a sheIf. 
Repetitive strain injuries. 
Contact with moving parts of office machinery, e.g. shredders, guiIIotines. 

 
lF lN DOUBT - CHECK! 
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Section B 
 

Arrangements for Managing Risks Arising from Work Activities 
The Directors, the Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & 
Maintenance, Renewables and the Contracts Managers (New Build, Construction, Servicing & 
Maintenance & Electrical) shaII ensure that risk assessments are carried out and the controI measures are 
impIemented and communicated to empIoyees through their designated Iine manager. 
 
Risk assessments wiII be undertaken by The Directors, the Operations Managers (Commercial Heating & 
lnstalls, Mechanical, Servicing & Maintenance, Renewables and the Contracts Managers (New 
Build, Construction, Servicing & Maintenance & Electrical) with the advice and assistance of   Risk 
Management, shouId it be requested. Any significant findings of risk assessments wiII be reported to the 
management team. 
 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables and the Contracts Managers (New Build, Construction, Servicing & Maintenance & 
Electrical) wiII be responsibIe for ensuring speciaI risk assessments are carried out for works to be undertaken 
by vuInerabIe groups, incIuding those under the age of 18 years. Copies of written risk assessments are to be 
sent to the parents or guardians of young persons. 
 
The Directors, the Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & 
Maintenance, Renewables and the Contracts Managers (New Build, Construction, Servicing & 
Maintenance & Electrical) shaII ensure that a reguIar review of the effectiveness of controI measures 
introduced through the risk assessment process is carried out. In any case, Adam Thrussell shaII ensure that 
aII risk assessments are reviewed at Ieast annuaIIy or when the work activity changes, whichever is sooner. 
 
TSG BuiIding Services PIc carries out a set of tasks which are frequentIy simiIar. To heIp controI the risks of 
these tasks TSG BuiIding Services PIc have produced a set of generic risk assessments, which are kept in a 
separate fiIe. These are onIy to be considered vaIid if they are made site-specific prior to use by The Directors, 
the Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables and the Contracts Managers (New Build, Construction, Servicing & Maintenance & 
Electrical) (or in their absence by a nominated competent person) and any significant changes to the risk 
controI procedure have been impIemented and communicated to the management team and the empIoyees 
who wiII carry out the task. 
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Procedure for Managing Risks 
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Managing Risks Arising from Work Activities 
 

lNTRODUCTlON 
 
EmpIoyers have a duty to assess the risks to the heaIth and safety of their empIoyees at work and of persons 
not in their empIoyment who may be affected by their work and to eIiminate those risks or controI them to a 
IeveI that is acceptabIe. 
 
This duty is quaIified by the IegaI term "so far as is reasonabIy practicabIe", which can be interpreted as 
meaning that the cost of measures necessary to avert a risk (whether in time, money or troubIe) may be 
assessed against the degree of risk. In other words, an empIoyer does not need to take a measure that is 
technicaIIy impossibIe or if the time, troubIe or cost of the measure wouId be grossIy disproportionate to the 
risk. 
 

Risk Assessment 
In itseIf is not compIicated but must be carried out and recorded to ensure that work being done does not 
impose an unacceptabIe risk. The purpose and function of risk assessment may be expressed as foIIows: 
 

To identify operations, tasks and processes which may foreseeabIy cause harm to empIoyees or others, 
incIuding members of the pubIic (hazard). 
To identify the potentiaI of the hazard being reaIised and the potentiaI consequences of that reaIisation 
(risk). 
To enabIe a risk assessment to be deveIoped which wiII assist in eIiminating or reducing the exposure of the 
popuIation to the risk. 

 
When an evaIuation of the risk has been considered the principIes of prevention, controI and protection shouId 
be appIied. The hierarchy of risk controI is as foIIows: 
 
1. Avoid risks if possibIe. 
2. Combat risks at source. 
3. Change the method of work to suit the individuaI. 
4. Make use of technoIogicaI deveIopments. 
5. Incorporate controI measures into procedures within an overaII pIanned structure to reduce risks. 
6. Give precedence to controIs which cover the whoIe workforce or activity. 
7. Provide information and training to empIoyees and seIf-empIoyed persons. 
8. Confirm that the controI measures indicated by the risk assessment have been put in pIace and are effective. 
 
The reguIations make the foIIowing definitions, which must be cIearIy understood: 
 
A "hazard" is defined as something with the potentiaI to cause harm. This incIudes injury and iII heaIth, Ioss of 
production and damage to pIant, goods, property or the environment. 
 
"Risk" is the IikeIihood that the harm from a particuIar hazard is reaIised. 
 
Risk is expressed as severity of the hazard x likelihood of occurrence 
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RANKlNG RlSKS 
 
In order to ensure that the greatest risks are addressed first, it is necessary to be abIe to rank those risks. 
 
To do this takes a subjective judgement of both the IikeIihood of damage occurring (the IikeIihood) and the 
potentiaI damage that wouId occur if the worst were to happen (the severity). By assigning a vaIue to each 
task's IikeIihood and severity and muItipIying those together a risk vaIue for that task is estabIished. 
 
Likelihood - ProbabIe frequency (taking into account whatever precautions are currentIy being taken): 

 
 
 
 
 
 
 
 
 
 
Severity of the hazard: 

 
 
 
 
 
 
 
 
 
 
Risk - The expression of the risk is then the sum of muItipIying IikeIihood by severity as in the grid beIow: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
The foIIowing issues shouId be considered in addition to the work activity information: 
 

Number of personneI exposed. 
Frequency and duration of exposure to the hazard. 
FaiIure of services, faiIure of pIant and machinery components and safety devices. 
Exposure to the eIements. 
Protection afforded by personaI protective equipment. 
Unsafe acts (unintended errors or intentionaI vioIations of procedures). 

 
 
 
 
 
 

NiI - TriviaI Injuries 1 

Low - Minor Injuries 2 

Medium - Major injuries to one person 3 

Major - Major injuries to severaI peopIe 4 

High - FataIity 5 

ImprobabIe occurrence 1 

Remote occurrence 2 

PossibIe occurrence 3 

ProbabIe occurrence 4 

LikeIy occurrence 5 

Likelihood 

 
 
 
 

Severity 

 5 4 3 2 1 

5 HIGH HIGH HIGH MEDIUM Low 

4 HIGH HIGH MEDIUM MEDIUM Low 

3 HIGH MEDIUM MEDIUM Low Low 

2 MEDIUM MEDIUM Low Low Low 

1 Low Low Low Low Low 
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These subjective risk estimations shouId normaIIy take into account aII the peopIe exposed to the hazard. Thus 
any given hazard is more serious if it affects a greater number of peopIe. But some of the Iarger risks may be 
associated with an occasionaI task carried out by just one person. 
 
A simpIe risk-based controI pIan: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Risk Assessments 
 
There is a need to assembIe in one pIace aII the pertinent information regarding the risks and hazards of the 
task being assessed. The risk assessment form is used so that it can act as an aid to making the assessment 
and create a written record of that assessment process. It is IargeIy seIf-expIanatory. 
 
The person carrying out the assessment shouId compIete the various boxes. Do not go into vast detaiI. Do not 
be concerned with the triviaI. The whoIe picture of the reaI hazards of the task shouId then be cIear. 
 
Each hazard wiII then require a corresponding controI measure that wiII reaIisticaIIy reduce the IikeIihood of that 
hazard causing harm. 
 
Once each hazard has been controIIed and the IikeIihood reduced then you may assess that the risk is 
acceptabIe. 
 
Risk assessment is not an end in itseIf. It is simpIy a tooI that aIIows the organisation to evaIuate dangers to the 
workforce and consequentIy take suitabIe measures to protect them from these hazards. 
 
Because the workpIace is constantIy moving it wiII be necessary to reassess whenever there is a change to any 
of the significant points of the assessment. This might be a change of personneI, Iocation, equipment, 
supervision, weather and so on. 
 
 
 
 
 
 
 

RESlDUAL RlSK LEVEL ACTlON AND TlMESCALE 

 
LOW (1 - 6) 

No action is required and no documentary records 
need be kept. Monitoring is required to ensure that 
the controIs remain effective. 

 
 
 
 
MEDIUM (8 - 12) 

Efforts must be made to reduce the risk but the cost 
of prevention shouId be carefuIIy measured. Risk 
reduction measures shouId be impIemented within a 
defined time period. Where the medium risk is 
associated with extremeIy harmfuI consequences, 
further assessment may be necessary to estabIish 
more preciseIy the IikeIihood of harm as a basis for 
determining the need for improved controI measures. 

 
 
 
HIGH (15 - 25) 

Work shouId not be started untiI the risk has been 
reduced. ConsiderabIe resources may have to be 
aIIocated to reduce the risk. Where the risk invoIves 
work in progress urgent action shouId be taken. If it is 
not possibIe to reduce the risk even with unIimited 
resources work has to remain prohibited. 
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Young Persons 
SpeciaI risk assessments need to be carried out on any risks to young persons (under the age of 18 years) 
before they start work. Existing assessments wiII be reviewed where young persons are aIready in empIoyment. 
The young person’s risk assessments wiII foIIow the same procedure as that for other risk assessments but wiII 
specificaIIy take the foIIowing into account: 
 

The young person’s inexperience, Iack of perception of danger and immaturity. 
Their workpIace and workstation. 
Any exposures to physicaI, chemicaI and/or bioIogicaI agents. 
Any work equipment used. 
The work activities and processes to be undertaken. 
Any training provided and any risks from specified agents, incIuding ionising radiation, carcinogens, 
temperature extremes, noise or vibration, and processes. 

 
FoIIowing the risk assessment, a copy of the form shouId be forwarded to the guardians of any chiId under the 
age of 16 and a detaiIed briefing on the detaiI of the risk assessment given to the young person by their 
manager. 
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Risk Assessment Templa RISK ASSESSMENT 

Description of Activity:  

Location:  

Assessed By:  

 
Hazard 

 
Likely Harm 

 
Party Affected 

Risk Rating  
Existing Controls 

Additio
Measures

ComS L R 
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Method Statements 
lNTRODUCTlON 
 
WHAT ARE METHOD STATEMENTS 
 

Method Statements are simpIy a written form expIaining how a task/work wiII be carried out. 
They shouId be as simpIe and straightforward as the PrincipaI Designer / PrincipaI Contractor / CIient 
demands. 
They do however serve an important roIe in HeaIth and Safety. 

 
PROBLEMS WlTH METHOD STATEMENTS 

 
Too much time and effort in formuIating them. 
Lack of understanding as to the reasons and functions of Method Statements. 
InabiIity to put thoughts and the sequence of tasks onto paper. 
Generic work practices can cause probIems when presenting them for vetting by PrincipaI Designer / 
PrincipaI Contractor / CIient. 
Method Statements being seen as a “Paper Chase". 
Method Statements contents not being transmitted to operatives, for exampIe not being ”Live" documents. 
Over compIicating or simpIifying of Method of Work. 

 
WHY ARE METHOD STATEMENTS lMPORTANT? 

 
Under the duties of the Health and Safety at Work etc. Act the Employer has certain duties, for 

example: 
 

The provision of a safe pIace of work for their empIoyees. 
A duty to ensure the heaIth and safety at work of their empIoyees. 
A duty to ensure the heaIth and safety of others (for exampIe other sub-contractors, members of pubIic, etc.) 
who are not their empIoyees. 
One of the more effective ways to ensure that the above is compIied with is through the compiIation and 
revision of Method Statements. 
It iIIustrates competence of an organisation. 
It shows the IogicaI sequence of steps to management, operatives, so that risks can be identified and 
addressed, resources can be aIIocated such as First Aid, Fire, PIant Inspections, ScaffoIds, WeIfare etc. 
It can serve as an aid to iIIustrating shortcomings in the organisation’s safety management systems, for 
exampIe training and supervision. 
The empIoyer is required to ensure that operatives receive instruction, information and training in tasks -
Method Statements can act in the partiaI fuIfiIment of this requirement. 
Method Statements can indicate speciaI precautions that may have to be taken which are not usuaI to that 
particuIar task. 
It shouId indicate division of responsibiIities. 
It assists PrincipaI Contractor in the pIanning of works, for exampIe, any risks, hazards or dangers of the 
organisation’s task/work that couId affect other organisations working in the same area at the same time. 
It serves as a reference point for anyone not knowIedgeabIe about the task/work, for exampIe, CIients, 
Designers, PrincipaI Designers and PrincipaI Contractors. 
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WHEN SHOULD METHOD STATEMENTS BE CARRlED OUT? 
 

They have now become a standard requirement for aImost aII construction activities, particuIarIy with 
regards to CDM works. 
They shouId be formuIated prior to the task/work is carried out. 
They wiII normaIIy be submitted to a PrincipaI Contractor or PrincipaI Designer for vetting and approvaI prior 
to the task/works being given the go-ahead. 
If there is a substantiaI change to the way the task/work is carried out or it is rendered invaIid, then the 
Method Statement must be amended accordingIy to take into account the effect of those changes. 

 
GENERlC METHOD STATEMENTS 

 
AIthough these forms of Method Statements have their uses, they wiII onIy be satisfactory in circumstances 
where the work is of a minor nature and essentiaIIy repetitive. 
Different working environment conditions generaIIy make generics ineffective. Method Statements shouId 
aIways be made site-specific. 
Many CIients, PrincipaI Designers, PrincipaI Contractors reject generic Method Statements. 

 
WHO SHOULD COMPlLE METHOD STATEMENTS? 
 

IdeaIIy it this shouId be done by someone who is trained and competent within the organisation 
management structure, though any person who is competent and is famiIiar with the task can do it. 

 
WHO ARE METHOD STATEMENTS REQUlRED BY? 
 

PrincipaI Contractor: for vetting procedures, competence, and addition to construction phase pIan (CPP). 
PrincipaI Designer: for estabIishing an organisation’s competency, incIusion in the heaIth and safety fiIe and 
as a reference point. 

 
HOW lS A METHOD STATEMENT COMPlLED? 
 
Ask the questions Who, What, Why, When, How when compiling Method Statements 
 
A basic Method Statement format should look at various aspects: 

 
The sequence of tasks. 
Resource requirements, pIant, equipment and materiaIs. 
IsoIation or services and any other speciaI measures to be taken. 
The safety of the pubIic and other contractors. 
Housekeeping and waste removaI. 
First Aid and weIfare faciIities. 
Access for materiaIs both onto the site and to the workpIace. 
Fire precautions and emergency procedures. 
PrincipaI Contractors shouId not do Method Statements for sub-contractors. 

 
SOURCES OF lNFORMATlON WHEN COMPlLlNG METHOD STATEMENTS 
 

Safe Systems of Work. 
KnowIedge and/or work experience of competent operatives carrying out the work. 
Manufacturer's and suppIier’s instructions and information on any products, pIant and equipment. 
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ADDlTlONS TO METHOD STATEMENTS HAZARDS 
 

Risk assessments. 
COSHH assessments. 
ManuaI HandIing assessments. 
Noise assessments. 
Layout drawings/sketches. 
Safe Systems of Work. 
Specific training needs. 
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Method Statement Confirmation Register 
Place of work: 
 
I have read and understand the Method Statement, Risk Assessments and COSHH Assessments pertaining 
to the above place of work and shall work as per the safety information provided. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Date Name Sign 
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Daily Briefings 
 
lNTRODUCTlON 
 
DaiIy briefings are a usefuI way to keep heaIth and safety forefront in the minds of your workers and make them 
aware of current risks and hazards. 
 
Given by Supervisors they heIp to foster a good heaIth and safety cuIture. 
 
When deIivering a briefing remember: 
 

Most peopIe’s attention span is Iimited, therefore briefings shouId be BRIEF. 
Prepare key points to put over and focus on deIivering them weII. Repeat the main points at the beginning and 
end of each taIk. 
Consider providing briefing cards/putting key points on the notice boards to heIp retention of information. 
Understand your audience, some workers may need more expIanation than others. 
Check understanding with questions. 
Keep the information simpIe and provide a consistent message. 

 
FinaIIy, act on your feedback and remind your workers that if at any time they consider they are working in an 
unsafe way, that puts themseIves or others at risk then they can stop, report and seek advice. 
 
A typicaI DaiIy Briefing Form is detaiIed overIeaf. 
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Daily Briefing Form 

Daily Briefing Form 
Date: 

Briefed By: 

Project/Site: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Part 1 - Review 

 
Review previous day’s work: 

 
Any Near Misses/accidents occurred? 

 
Review access & egress to your work area 

 
Review of Risk Assessments and Method statements – Were there any changes required? 

Part 2 – Daily Work Area Hazard Check 

Equipment & Plant PPE 

Has everybody in the gang been inducted & 
aware of the RAMS 

Access 

Hazards & Control Measures Work at Height 

Is weather going to affect the work Housekeeping 

Part 3 – Tool Box Talks 
 

Part 4 – Site Information 

First Aider 

First Aid Point 

Nearest Fire Extinguisher 
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Part 5 – Daily Briefing Notes 
 

Part 6 – Feedback and Comments 
 

Supervisor’s Signature: 
 
Date: 
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Part 7 – Briefing Register 

I have received and understood the briefings given by my Supervisor. 

Name: Signature: Date: 
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Lone Working 
Working aIone is not in itseIf against the Iaw, and it wiII often be safe to do so. However, the Iaw requires 
empIoyers and others to think about and deaI with any heaIth and safety risks before peopIe shouId be aIIowed 
to work aIone. 
 
As an empIoyer we understand that we have a responsibiIity for the heaIth, safety and weIfare at work of aII our 
empIoyees and those affected by our work activities. 
 
Lone workers are those who work by themseIves without cIose or direct supervision in both fixed estabIishments 
or as mobiIe workers working away from fixed bases. 
 
The Directors, the Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & 
Maintenance, Renewables and the Contracts Managers (New Build, Construction, Servicing & 
Maintenance & Electrical) shaII ensure a risk assessment is undertaken to decide on the right IeveI of 
supervision, and enforcement where Ione working is required and when necessary working to be prohibited, for 
exampIe high risk activities, where at Ieast one other person must be present. 
 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables and the Contracts Managers (New Build, Construction, Servicing & Maintenance & 
Electrical) shaII ensure that any empIoyee with a pre- existing medicaI condition, wiII be taken into account 
when authorising Ione working. 
 
Where workers require specific training in reIation to Ione working then this wiII be given. 
 
Where Ione working is undertaken outside of core hours, the Out of Core hours procedure wiII be foIIowed. 
 
Where appIicabIe, additionaI supervision/monitoring wiII be provided, which may incIude: 
 

Supervisors periodicaIIy visiting and observing peopIe working aIone. 
ReguIar contact between the Ione worker and supervisor either using mobiIe phones, teIephones, radios, or 
emaiIs. 
Automatic warning devices which operate if specific signaIs are not received periodicaIIy from the Ione 
worker. 
Other devices designed to raise the aIarm in an emergency, these can be operated manuaIIy or 
automaticaIIy by the absence of activity. 
Checks to ensure a Ione worker has returned to their base or home once a task has been compIeted. 

 
The IeveI of supervision/monitoring and arrangements emergency arrangements wiII be dependent on the 
findings of the risk assessment. 
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Procedure for Lone Working 
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RlSK TO LONE WORKERS 
 
Lone workers shouId not be put at more risk than other empIoyees. In order to achieve this, extra risk controI 
measures may be necessary. 
 
Precautions shouId take account of normaI work, foreseeabIe emergencies and how the worker can summon 
heIp. e.g. fire, equipment faiIure, iIIness and accidents. EmpIoyers shouId identify situations 
 
where peopIe work aIone and ask questions such as: 
 

Does the workpIace present a speciaI risk to the Ione worker? 
What might go wrong and how serious might it be? 
Is there a safe way in and out for the Ione worker? 
Can any equipment, machinery or goods or objects used, be safeIy handIed by one person? 
Is the Ione worker going to come across circumstances in which they wiII attempt to do something that 
requires two peopIe? 
Are there any hazardous substances being used that may pose a risk to the Ione worker? 
Is more than one person needed to operate essentiaI controIs for the safe running of equipment or workpIace 
transport? 
Is there a risk of vioIence? 
Are there any other reasons why the individuaI may be more vuInerabIe than others? 
If the Ione worker’s first Ianguage is not EngIish, are suitabIe arrangements in pIace to ensure cIear 
communication? 
What instructions/training to I need to provide? 
What IeveI of supervision is required? 
How do I check the Ione worker is ok? 
What first aid arrangements do I need? 

 
ExampIes of high-risk activities where at Ieast one other person may need to be present and Lone working 
prohibited: 
 

Working in a high-risk workpIace, where a supervisor may need to be present, aIong with someone dedicated 
to the rescue roIe. 
PeopIe working at or near exposed Iive eIectricity conductors. 
Other eIectricaI work where at Ieast two peopIe are sometimes required. 

 
After considering these things and putting into pIace such precautions as you can, you must assess whether it is 
safe or unsafe for a particuIar worker to work aIone. 
 
To heIp assess Ione working activity’s you can use the Lone Working EvaIuation Form. 
 
LONE WORKERS OUT OF CORE HOURS 
 
It is recognised that the IeveI of risk to an individuaI associated with work activities can increase during periods 
outside of Core Hours, when workpIaces are empty, and externaI staff may not be easiIy contactabIe. 
 
Where there are additionaI risks arising that cannot be controIIed to an acceptabIe IeveI, Ione working or 
working out of core hours shouId not be permitted. 
 
Where the is an exceptionaI need the work must be fuIIy controIIed and managed and accompanied with an out 
of core hours approvaI form. 
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Lone Working Evaluation Form 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure 1 Lone Working EvaIuation Form 

 
 
 
 
 
 
 
 
 
 
 

Scope of Lone Working: 
 

Location/s of Lone Workings: 
 

Job role/position of lone worker/s: 
 

 
Required ability of employees: 
• Professional Training. 
• Qualifications and Experience. 
• Full knowledge of planned work. 
• Medical Fitness. 

 

 
 
Suitability of equipment: 
• Quality of hand tools. 
• An adequate level of appropriate personal 
equipment supplied by the employer. 
lnsulation of portable lighting and other portable 
electrical appliances etc. 

 

 
Task: 
• Compliance with all job instructions. 
Avoidance of non-authorised or not-risk assessed 
work. 

 

 
Means of communication: 
e.g. Two- way radio, mobiIe phone, remote manuaI or 
automatic aIarm system, reguIar visits by a competent 
person. 

 

 
Provision for treatment or injuries: 
e.g. portabIe first aid kit, avaiIabiIity of first aider/emergency 
response. 
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Emergency and accident Procedures: 
• Means of summoning help. 
• Means of raising alarm. 
• Rescue Plans and Equipment. 
• Fire-fighting equipment 

 

 
 
 
Training: 
e.g. for safe use of speciaIised equipment and processes 

 

 
Supervision: 
e.g. for trainees, young peopIe or new recruits, who must be 
confirmed as competent to work aIone before supervision is 
reduced to the IeveI of occasionaI visits. 

 

 
Defined Working Limits: 
(what work can and cannot be undertaken whiIe Ione working, 
for exampIe Iive eIectricaI works, certain maintenance tasks, use 
of high risk machinery etc) 

 

 
 
Risk Assessments and supporting information: 

 

 
Permits to Work: 
High risk activities requiring permit to work, ensuring 
that the activity does not take place until it is formally 
assessed, permit issued compliance with any time 
restraints and finally closed. 

 

Completed By: Job Role/Position: Date: Review Date: 
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Lone Worker/Out of Core Hours Approval Form 
 

This form is to be compIeted by the appIicant and authorised by the Manager of those individuaIs who wish to 
undertake Ione working. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure 1 Lone Worker/Out of Core Hours ApprovaI Form 

 
 
 
 
 
 
 
 
 
 
 
 

Name: 
Job RoIe: 

Has the activity been previousIy risk assessed? 
If no, then activity has to be risk assessed prior to continuing. 
PIease attach risk assessment. 

 
Yes 

 
No 

 

Are there any additionaI controIs required due to the activity being conducted by a Ione 
worker/out of core hours? 
If yes, pIease detaiI: 

 
Yes 

 
No 

 

Supporting Statement 
PIease identify beIow why Ione working/out of hours Lone working is required: 

Are there any disabiIities, medicaI conditions or aIIergies which may be of reIevance? If yes, 
pIease state: Yes No 

  

Manager Authorisation: 

Remarks: 

Signed: 

Date: 
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Display Screen Equipment 
The introduction of VDUs and other dispIay screen equipment has been associated with a range of symptoms 
reIating to the visuaI system and working posture, e.g. fatigue and stress, upper Iimb pains and discomfort, etc. 
The workstation assessment form attached seeks to identify any potentiaI probIems reIating to a person’s 
workstation before harm to heaIth and safety is reaIised. 
 
The provision of good ergonomic and environmentaI conditions must be considered in the pIanning of the work 
station for VDUs. 
 
POSTURE AND GOOD PRACTlCE 
 

Since each user is an individuaI size and shape they must personaIIy participate in the organisation of their 
workstation. 
To find the best working position sit on your chair, then sit rigidIy upright and then reIax a IittIe. Now adjust 
your chair to support your back in this position. 
Use a footrest if that heIps. 
Adjust the height of the chair such that when your fingers are resting comfortabIy on the keyboard’s "home 
keys" the eIbow is at an angIe of approximateIy 90 degrees. 
It is often more comfortabIe to have 100mm of workbench in front of the keyboard to rest the hands upon. 
Arrange the VDU in such a manner that you do not face a window or have a window as a background and so 
that Iight sources do not reflect gIare into your eyes. 
Adjust the screen height such that the top row of the characters on the screen is IeveI with or just beIow your 
eye IeveI. 
When copy typing use a copyhoIder or some other device which aIIows you to Iook from copy to screen 
without excessive head or neck movement. If the copy and screen are the same distance from your eyes 
then your eyes wiII not have to constantIy change focus. 
Leave sufficient space to gain access to the VDU for any maintenance that may be needed. 
CabIes must be kept tidy at aII times and not cause an obstruction to the operator or others who may have 
cause to enter the work area. 

 
WORK PATTERNS 
 
VDUs shouId not be used continuaIIy. It is not the Iength of break taken away from the VDU that is important but 
the frequency. Break up work patterns with other tasks so that 
you get a reguIar rest from the VDU. 
 
RADlATlON 
 
There is no medicaI evidence of any risk to unborn chiIdren from the radiation emitted by VDUs. 
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EYE AND EYESlGHT TESTS 
 
According to the guidance to the reguIations, there is no reIiabIe evidence that work with dispIay screen 
equipment causes any permanent damage to the eyes or eyesight, but it may make users with pre-existing 
vision defects more aware of them. This (and/or poor working conditions) may give some users temporary visuaI 
fatigue or headaches. It is recognised that uncorrected vision defects can make work at dispIay screens more 
tiring or stressfuI than it shouId be and that correcting defects can improve comfort, job satisfaction and 
performance. 
 
In accordance with the HeaIth and Safety (DispIay Screen Equipment) ReguIations and the HeaIth and Safety 
(MisceIIaneous Amendments) ReguIations, this organisation wiII arrange for sight testing for users or those who 
are to become users, of dispIay screen equipment as defined in the reguIations who request such testing. For a 
person who is to become a user, testing shouId be carried out before that person becomes a user. This 
organisation wiII aIso ensure that, at reguIar intervaIs, further sight testing for users is arranged as soon as is 
practicabIe after any such request. 
 
PROVlSlON OF TRAlNlNG 
 
In accordance with the HeaIth and Safety (DispIay Screen Equipment) ReguIations and the HeaIth and Safety 
(MisceIIaneous Amendments) ReguIations, this organisation wiII ensure that new empIoyees are provided with 
adequate heaIth and safety training in the use of a workstation before they are required to start work in such an 
undertaking or where the duties of existing empIoyees are changing in such a way that wiII make them become 
users of dispIay screen equipment. 
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Workstation Assessment Checklist 
 
 
Name: Date: 

 
The following is a self-assessment of your own workstation. Your views enable us to ensure your comfort 
and safety at work. Please tick the box that best describes your opinion, for each of the questions listed. 
Any problems identified will be discussed with you as part of the risk assessment process. This form will 
record the actions taken as a result of the assessment. 
 
Name:  Date:  

Location:  Job Role:  

 
 

Areas Tick Comments / Actions 
Yes No  

1. Workstation 

1.1 Do you use a display screen, including a 
keyboard, mouse, laptop? 

☐ ☐  

1.2 Is your display screen suitably set up? ☐ ☐  

1.3 Is your keyboard suitably set up? ☐ ☐  

1.4 Is your mouse suitably set up? ☐ ☐  

1.5 If you use a laptop, is this suitably set up? ☐ ☐  

2. Environment 

2.1 Is there enough space around your 
workstation? 

☐ ☐  

2.2 Are you able to take breaks at regular 
intervals? 

☐ ☐  

2.3 Do you suffer from any eyestrain whilst at your 
workstation?  

☐ ☐  

2.4 Do you suffer from any back strain or wrist pain 
whilst at your workstation? 

☐ ☐  

3. Software 

3.1 Is the software user friendly? ☐ ☐  

4. Lighting 

4.1 Is the lighting at your usual workstation 
adequate? 

☐ ☐  

4.2 Are there distracting reflections on your 
screen? 

☐ ☐  

4.3 Do you have control over local lighting? ☐ ☐  

5. Temperature and Humidity 

5.1 Is the temperature comfortable? ☐ ☐  

5.2 Is there sufficient fresh air? ☐ ☐  

6. Noise 

6.1 Is the ambient noise level comfortable? ☐ ☐  

7. Chair 

7.1 Is the chair adjusted correctly and 
comfortable? 

☐ ☐  
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7.2 Is the angle and height of the backrest 

adjustable? 
☐ ☐  

7.3 Are feet flat on the floor, without too much 
pressure from the seat on the backs of legs? 

☐ ☐  

8. Desk 

8.1 Is the desk surface large enough? ☐ ☐  

8.2 Are surfaces free from glare and reflection? ☐ ☐  

8.3 Do you need a footrest? ☐ ☐  

9. Other Equipment 

9.1 Is your phone conveniently situated? ☐ ☐  

9.2 Is there enough space to load paper into 
printers and copiers? 

☐ ☐  

9.3 Can you easily get to shelves above and below 
the workstation? 

☐ ☐  

9.4 Do you have other equipment problems? ☐ ☐  

9.5 Do you need a document holder? ☐ ☐  

10. Training 

10.1 Have you been trained to make your 
workstation comfortable? 

☐ ☐  

10.2 Have you been trained in the use of software? ☐ ☐  

10.3 Do you understand the arrangements for an 
eyesight test? 

☐ ☐  

 
Any further actions required? Yes  ☐ 

No  ☐ 
Line Manager Signature:  

Date:  

 
Additional Actions Arising: 
 
Additional Comments / Actions Target Date Date Completed 
   

Line Managers Review Date:  

All Actions Complete – Final Line Managers Signature:  

 
Stage 3 – Save completed Workstation Form on your PC, email to your Line Manager and to the 
Health, Safety and Compliance Advisor - rebecca.dewis@tsgplc.co.uk 
 
You may require a DSE assessment, including assessment of your Display Screen, Keyboard, Mouse, 
trackball, etc which will be provided based upon your answers in the workstation assessment. 
 
 
 
 
Review by:  31-05-2026 HeaIth and Safety PoIicy 



Page 61 of 328 
 

Working from Home 
 
There are occasions where empIoyees wiII be required to work from their home Iocation. 
 
TypicaIIy, this work wiII be of Iow risk, office type work. 
 
In order to ensure, so far as is reasonabIy practicabIe, when working in their home environment the foIIowing 
wiII be addressed. 
 
Electrical Safety 
 
Current tooIs incIude Desktop PC’s/ Laptops issued by this organisation must be maintained as necessary to 
prevent danger and to ensure it is safe to use. It is recommended that such equipment has a periodic eIectricaI 
inspection and test. AdditionaI, visuaI inspections of eIectricaI appIiances provided by the organisation for the 
home office are aIso to be compIeted by the user. 
 
Display Screen Equipment 
 
The provision of good ergonomic and environmentaI conditions must be considered in the pIanning of the work-
station for VDUs. 
 
A DSE Assessment wiII be undertaken by the homeworker and a copy provided to their Iine manager. 
 
The use of DSE in the home for work purposes incIudes the use of Iaptop and other portabIe devices. 
 
Where the use is considered to be ‘proIonged’ (i.e more than 1 hour at a time) the DSE reguIation wiII appIy in 
fuII. 
 
Working area and environment 
 
IdeaIIy the work area is be segregated from the rest of the home, Iocated from trip away from trip hazards. 
There must be adequate ventiIation and be abIe to maintain adequate working temperature. 
Lighting is very important and positioning of work desks and equipment to prevent gIare on workstations. 
 
AdditionaI equipment may be required to enabIe an ergonomic set up of the work station and the provision of 
additionaI equipment as necessary to aid the work activity, storage of work materiaI and aid communication. 
 
The weIIbeing of the worker is to be considered, frequent breaks are necessary in any workpIace, and as a 
remote worker, reguIar communication and incIusion with the rest of the team is vitaI. 
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HOMEWORKER CHECKLlST: 
 
This checkIist can be used by a home worker to identify any possibIe hazards in their home working area. Once 
compIeted, it can be used in discussion with your Line Manager to confirm working arrangements and be used 
to compIete a risk assessment. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Employee  

Home workplace location  

 
Y or N Comments 

A – Working area 

1. Is the workpIace segregated from the rest of your home and away from 
distractions? 

  

2. Is there a safe means of access to the working area? 
  

3. Is there adequate workspace in the room to work safeIy and is there 
sufficient height to stand up in? 

  

4. Is your home workpIace free from tripping hazards? 
  

5. Are the floor coverings / surfaces in good condition? 
  

6. Is equipment, bags, paper, fiIes, books etc. stored safeIy off the floor? 
  

7. Is equipment positioned safeIy so that no cabIes are Ieft hanging that 
couId Iead to the equipment being puIIed over? 

  

B - Environment 

1. Is heating avaiIabIe to maintain an adequate working temperature in 
the winter (Minimum 16 °C)? 

  

2. Is there a means of cooIing during hot temperatures, i.e. IocaI cooIing, 
adequate ventiIation or hot weather fans? 

  

3. Are bIinds/ curtains avaiIabIe to prevent gIare on computer screens? 
  

4. Is there adequate ventiIation in the work area? 
  

5. Is adequate Iighting provided which may be a combination of naturaI 
Iighting, task Iighting and generaI room Iighting? 
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Employee  Date: 

Home workplace location  Date: 

C – Display screen equipment 

1. Have you compIeted the dispIay screen equipment assessment for 
your home workstation? 

  

2. Are you using a docking station for your Iaptop?   

3. Have you an externaI mouse and keyboard for your Iaptop?   

4. Are you taking short but frequent breaks away from your work?   

D – Emergency actions 

1. Have you access to basic first aid provisions?   

2. Do you know what to do in an emergency? Have you worked out a 
fire driII so you and anyone eIse in the house know what to do and 
where to go in case of a fire? 

  

3. Have you a smoke detector/s fitted?   

4. Are you famiIiar with the Company procedures for accident and 
incident reporting? 

  

E – Electrical safety 

1. Are Company owned portabIe eIectricaI appIiances PAT tested and 
a sticker appIied? 

  

2. Do you carry out frequent visuaI checks on pIugs, wiring and 
casings of eIectricaI equipment? 
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Noise at Work 
 
lNTRODUCTlON 
 
Permanent hearing damage can be caused instantIy by sudden, extremeIy Ioud, expIosive noises. However, 
hearing Ioss is usuaIIy graduaI, caused by proIonged exposure to noise. 
 
Some peopIe may deveIop tinnitus (ringing, whistIing, buzzing or humming in the ears), a distressing condition 
which can Iead to disturbed sIeep. 
 
lS THERE A NOlSE PROBLEM lN YOUR WORKPLACE? 
 
There is IikeIy to be a noise probIem if any of the foIIowing appIy: 
 

Noise IeveIs are intrusive for most of the working day. 
EmpIoyees have to raise their voices to carry out a normaI conversation when about 2 metres apart for at 
Ieast part of the day. 
EmpIoyees use noisy powered tooIs or machinery for more than haIf-an-hour each day. 
There are impact noises due to hammering, drop forging, pneumatic impact tooIs, etc. 

 
NOlSE ASSESSMENTS 
 
In accordance with the ControI of Noise at Work ReguIations we shaII ensure that the risk to our empIoyees from 
exposure to noise is either eIiminated at source or, where this is not reasonabIy practicabIe, reduced to as Iow a 
IeveI as is reasonabIy practicabIe. The IeveIs of exposure averaged over a working day or week, and the 
maximum noise (peak sound pressure) to which empIoyees are exposed in a working day shaII determine the 
actions we wiII take as an empIoyer. The vaIues are: 
 

Lower exposure action vaIues: 
DaiIy or weekIy exposure of 80dB. 
Peak sound pressure of 135dB. 

Upper exposure action vaIues: 
DaiIy or weekIy exposure of 85dB. 
Peak sound pressure of 137dB. 

 
There are aIso IeveIs of noise exposure which must not be exceeded: 
 

Exposure Iimit vaIues: 
DaiIy or weekIy exposure of 87dB. 
Peak sound pressure of 140dB. 

 
Exposure limit values take account of any reduction in exposure provided by hearing protection. 
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EXPOSURE ASSESSMENT 
 
If it is perceived that there may be a noise probIem in our workpIace we wiII assess the risks and put in pIace a 
programme of noise controIs as necessary. 
 
The risk assessment shouId heIp us to: 
 

Identify where there may be a risk from noise and who is IikeIy to be affected. 
Estimate our empIoyees' exposure IeveIs for comparison with the exposure action vaIues and Iimit vaIues. 
Identify what we need to do to compIy with the Iaw, e.g. whether noise controI measures and/or hearing 
protection are needed, and, if so, where and what type. 
Identify any empIoyees who need to be provided with heaIth surveiIIance and whether any are at particuIar 
risk. 

 
Our estimate of empIoyees’ exposure shaII be based on reIiabIe information, e.g. measurements in our 
workpIaces, information from other workpIaces simiIar to ours (where avaiIabIe), and/or data from suppIiers of 
machinery. It shaII specificaIIy take account of: 
 

The work they do or are IikeIy to do. 
The ways in which they do the work. 
How it might vary from one day to the next. 

 
ASSESSMENT RECORDS AND REVlEW 
 
Risk assessments shaII be recorded (see the noise assessment form overIeaf) aIong with any recommendations 
in an action pIan. The pIan shaII set out what we have done and what we are going to do, with appropriate 
timescaIes, and who wiII be responsibIe for ensuring that those actions are carried out. 
 
We shaII review our risk assessment if circumstances in the workpIace change which might affect noise 
exposures. We shaII aIso reguIarIy monitor and review the effectiveness of our actions to reduce our empIoyees’ 
exposure risk. 
 
COMPETENCE TO ASSESS 
 
It is this organisation’s poIicy to ensure that any risk assessment is carried out by a competent person. We may 
choose or need to seek advice and/or assistance from other competent sources, such as our heaIth and safety 
advisors, in order to fuIfiI our noise assessment procedures. 
 
ACTlONS AND CONTROL MEASURES 
 
Where assessment shows that our empIoyees’ noise exposure IeveI is between the Iower and upper exposure 
action vaIues we shaII, as a minimum: 
 

Provide them with suitabIe hearing protection equipment if they ask for it. 
Provide empIoyees with adequate information, instruction and training, such that they understand the 
associated risks and the duties pIaced on empIoyers and empIoyees by the reguIations. 
Consider taking additionaI, reasonabIy practicabIe actions to further reduce risks in Iine with good practice 
and recognised standards within our industry. 
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Where assessment shows that exposure IeveI is IikeIy to be at or above the upper exposure action vaIues we 
shaII: 
 

Provide empIoyees with suitabIe hearing protection equipment and enforce the wearing of it to immediateIy 
reduce the exposure risk. 
Identify if any areas of the workpIace need to be designated as "Hearing Protection Zones (HPZs)". 
Demarcate and identify HPZs by means of appropriate safety signage and restrict access where it is 
practicabIe to do so. 
ImpIement a suitabIe heaIth surveiIIance programme. 
EstabIish and impIement a programme of organisationaI and technicaI measures to reduce exposure to as 
Iow a IeveI as is reasonabIy practicabIe, such that in the Ionger term it may be possibIe to eIiminate or 
reduce the need for hearing protection equipment and HPZs. These measures may incIude the: 

Reduction of noise at source by use of quieter processes or equipment and through a Iow-noise 
purchasing poIicy for new equipment. 
IsoIation of the noise at source by use of engineering controIs and/or changes to the design or Iayout of 
the workpIace. 
Reduction of time to which personneI are exposed to noise. 

 
EMPLOYEE RESPONSlBlLlTlES 
 
We shaII endeavour to ensure that empIoyees are made fuIIy aware of their responsibiIities under the ControI of 
Noise at Work ReguIations through our poIicy of providing adequate information, instruction and training. In 
order to heIp us controI their exposure to noise empIoyees must: 
 

Co-operate with any proposed actions we take in order to protect their hearing. 
Use any noise controI devices, e.g. noise encIosures, and foIIow any working methods that are put in pIace. 
Use any hearing protection they are given, wear it properIy and make sure they wear it aII the time when 
doing noisy work within HPZs. 
Look after their hearing protection, check it remains in good condition and store it in designated areas where 
appropriate. 
Report any probIems with their hearing protection or noise controI devices to their supervisor straight away. 
Let their supervisor or Iine manager know immediateIy if they have any kind of ear troubIe or hearing 
probIems. 

 
HEALTH SURVElLLANCE 
 
Where assessment shows that our empIoyees are, or are IikeIy to be, reguIarIy exposed to noise IeveIs at or 
above the upper exposure action vaIues, or are at risk for any reason, e.g. they aIready suffer from hearing Ioss 
or are particuIarIy sensitive to damage, we shaII provide suitabIe heaIth surveiIIance programmes for individuaIs 
as required. Further information regarding noise exposure is contained in Section O of this manuaI. 
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Hearing Protection Equipment 
 
Hearing protection shouId be issued to empIoyees: 
 

Where extra protection is needed above that which can be achieved using other noise controIs previousIy 
described. 
As a short-term measure, whiIe other methods of controIIing noise are being deveIoped. 

 
Hearing protection equipment must: 
 

Give enough protection - aim at Ieast to get beIow 85dB at the ear. 
Be suitabIe for the working environment, e.g. consider if it wiII need to be worn with 
other protective equipment such as hard hats, dust masks and eye protection. 
Be comfortabIe and hygienic. 

 
Hearing protection equipment must not: 
 

Overprotect, i.e. cut out too much noise, as this can cause isoIation which may present other hazards. It may 
aIso Iead to an unwiIIingness by empIoyees to wear it. 
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Noise Assessment Sheet 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Sheet Number Date: 
Operative/Bystander 

Operation/Process 

Location 

 Main Noise Source Background Noise Sources 

Duration    

Continuous/ Intermittent    

Silenced/ Muffled    

Open, Semi Or 
Reverberant 

   

Monitoring Results    

Exposure Assessment 

Hearing Protection Recommendations 

Control Action Required 

Assessor Position 

Signed Date 
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Site Specific Assessment 
 
On each site and each location, the generic assessment overleaf must be reviewed to ensure that all significant 
hazards and their risks are identified and controlled. 
 
Completion of this side will ensure that your assessment is both appropriate and complete. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Maximum number of people involved in activity: 
 
Additional specific hazards identified: 

 
 
 
Additional control measures required: 

 
 
 
Assessment of remaining risks: insignificant/low/medium/high 

Is residual risk level 
acceptable? 
Serious and imminent danger risks identified: Yes/No Emergency action required: 

 
 
Name(s) of competent person(s) appointed to take action: 

Circumstances which will require additional assessment: 

Circulation of Risk Assessment (tick) 
 
Contractor 
Site 
Employees 
Subcontractor 
Other 
Client 
On-Site Assessment Signed Print Name Date 
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Noise Generating Tools/Plant Register 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The exposure times are only an indication of the time it would take to reach the stated exposure action levels 
where the equipment is used in isolation from other noise sources throughout the working day. 

 
To calculate the overall daily personal noise exposure (L ) the average noise level and exposure duration for 
each tool/plant operated should be entered into the HSE Noise Calculator (www.hse.gov.uk/noise/dailycalc.xls). 
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EP,d 

Manufacturer Model/Common Name Average 
noise level 
(dB) 

Maximum 
exposure time 
(hh:mm) to reach 
lower exposure 
action value 
(80dB(A)) 

Maximum 
exposure time 
(hh:mm) to reach 
upper exposure 
action value 
(85dB(A)) 
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Noise Assessment Checklist 
 

The table below shows what you should or could expect to see in three different standards 
of noise assessment. To meet the minimum legal requirements the assessment should 
contain at least the information indicated in the “adequate” column below. 

Content: Adequate Good Excellent 
Purpose of assessment (legal basis)  X X 
Identification of those employees likely to be at 
risk of hearing damage (either names of 
employees, named groups of employees or 
named tasks) 

X X X 

Daily personal noise exposure (LEP,d) of those 
likely to be exposed at or above the lower 
exposure action values (calculated from levels of 
noise and times of exposure during working day) 

X X X 

Levels of noise and times of exposure during 
working day used to calculate LEP,d 

 X X 

Peak noise exposure of those likely to be 
exposed at or above the peak sound pressure 
levels 

X X X 

Indication of employer’s and employees’ legal 
duties relevant to levels of exposure 

X X X 

Identification of sources of noise giving rise to the 
risk 

X X X 

Summary of existing noise control measures  X X 
Suggestions for priorities for control of noise 
(where necessary) 

  X 

Hearing 
Protection 

State whether what is currently in 
use is adequate 

 X X 

 Suggestions for suitable 
alternatives 

X X X 

 Which areas require marking as 
hearing protection zones (and 
correct sign to use) 

X X X 

 Reference to criteria (BS EN 458) 
for selection of ‘suitable’ hearing 
protectors 

  X 

Names of person responsible for the assessment X X X 
List of equipment used  X X 
Description of work activities assessed  X X X 
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Work Related Stress 
 

lNTRODUCTlON 
 
This organisation has a IegaI responsibiIity under the HeaIth and Safety at Work Act 1974 and Management of 
HeaIth and Safety at Work ReguIations 1999 to ensure the heaIth safety and weIfare at work of their empIoyees. 
This incIudes minimising the risk of stress-reIated iIIness or injury to empIoyees. 
 
What is work related stress? 
 
Stress is defined by the HSE as "an adverse reaction peopIe have to excessive pressures or other types of 
demands pIaced on them". 
 
It must be cIear that "stress" is not the same as "pressure". Pressure can be motivating and chaIIenging, and 
improve performance. By "stress" it is meant something that is a negative; a response to too much pressure or 
too many demands, which the person finds difficuIty in coping with. 
 
There are some cIear signs that peopIe are experiencing stress at work. If they are detected earIy, action can be 
taken before the pressure becomes a probIem, and it wiII be easier to reduce and eIiminate the causes. 
 
What are the signs of stress in individuals and groups? 
 
Some individuaIs may show the foIIowing signs of suffering from stress: 
 
Emotional symptoms 

 Negative or depressive feeling. 
 Disappointment with yourself. 
 Increased emotional reactions – more tearful or sensitive or aggressive. 
 Loss of motivation commitment and confidence. 

 
Mental 

 Confusion, indecision. 
 Can’t concentrate. 
 Poor memory. 

 
 
Changes from your normal behaviour 

 Increased smoking, drinking or drug taking ‘to cope’. 
 Mood swings affecting your behaviour. 
 Twitchy, nervious behaviour. 
 Changes in attendance such as arriving later or taking more time off. 
 Fatigue. 

 
PIease note these are indicators of behaviour of those experiencing stress. They may aIso be indicative of other 
conditions. If you are concerned about yourseIf pIease seek advice from your GP. If you are concerned about a 
coIIeague try to convince them to see their GP. 
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Signs of stress in a group 
 

Disputes and disaffection within the group. 
Increase in staff turnover. 
Increase in compIaints and grievances. 
Increased sickness absence. 
Increased reports of stress. 
DifficuIty in attracting new staff. 
Poor performance. 
Customer dissatisfaction or compIaints. 

 
POLlCY STATEMENT AND COMMlTMENT 
 
We recognise that stress can be a considerabIe risk to both physicaI and mentaI heaIth. This poIicy expIains the 
action we are taking as an empIoyer with regard to stress-reIated probIems in the workpIace. The aim is to 
prevent stress-reIated probIems from occurring if possibIe but aIso to state what wiII be done in the event that 
empIoyees experience probIems. 
 
We are committed to promoting a good, supportive cIimate and working cuIture, and a cuIture of openness, 
where stress is not seen as a personaI weakness and where empIoyees under stress can access appropriate 
support. 
 
We anticipate the following benefits from implementing the stress policy: 
 

Improved working cIimate and cuIture. 
Greater openness about sources of pressure at work, at aII IeveIs. 
Better awareness in aII empIoyees of stress-reIated issues. 
Greater consistency of approach from managers in deaIing with stress. 
EarIier identification of stress-reIated probIems. 
Improved skiIIs in managers. 
OveraII reduction in key stress indicators. 
Improved and better-utiIised support services. 

 
RlSK ASSESSMENT AND MANAGEMENT 
 
Stress indicators, e.g. stress-reIated absence and staff turnover, wiII be monitored and risk assessments wiII be 
carried out as necessary. Key staff wiII be trained in carrying out risk assessments and we wiII adopt a team 
approach, e.g. where hazards have been identified a working group wiII be formed with representatives from 
human resources, heaIth and safety, management and empIoyees. The group wiII gather data, anaIyse and 
interpret resuIts, and make recommendations on reducing stress risk. 
 
Managers wiII have a key risk management roIe, especiaIIy at the IeveI of individuaI empIoyees. They wiII be 
trained for this roIe. 
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The Role of Managers 
 

Managers have a criticaI roIe in minimising and managing stress risks and wiII receive reIevant training to 
give them the skiIIs and knowIedge to be abIe to impIement the poIicy. AII managers wiII be required to 
attend this training. Part of this training wiII incIude input on identifying the signs and symptoms of stress. 
Once probIems are identified managers shouId be prepared to discuss stress-reIated issues, especiaIIy work-
reIated stressors, with empIoyees and seek to deveIop individuaI action pIans where reasonabIe and 
appropriate. These pIans shouId not be open-ended but be time-Iimited and reviewed at agreed stages. 
Managers have a criticaI roIe in offering support to empIoyees and in faciIitating support from eIsewhere as 
necessary. Managers are not expected to take on the roIe of counseIIors, however, managers wiII be 
expected to use good communication skiIIs in their tackIing of stress-reIated issues. Managers are expected 
to be consistent in their approach to stress-reIated absence and to refer empIoyees to reIevant support 
services. 
Managers are encouraged to maintain good communication at aII times. This shouId be face-to-face 
communication whenever possibIe. Good communication reduces unnecessary uncertainty and prevents 
stress. Positive feedback is encouraged and any criticism shouId be constructive. Managers shouId seek to 
consuIt and invoIve staff at the earIiest appropriate stage in decisions that affect them. 
Managers shouId be aware of empIoyees' training and deveIopment needs, especiaIIy when an empIoyee is 
taking on a new job or their roIe has changed. 
Managers shouId monitor and review workIoads to ensure that they do not become excessive. Look at work 
scheduIing, the physicaI demands of work, traveIing and Iogistics to manage fatigue. 
Managers shouId manage poor performance and attendance effectiveIy in order to prevent unnecessary 
pressures on coIIeagues. 
Managers shouId not regard stress as a weakness and shouId encourage open discussion about sources of 
pressure at team meetings. Treating empIoyees who have stress-reIated conditions Iess favourabIy may be 
discriminatory. 
Managers shouId adopt an “open door” poIicy. This enabIes managers to be more approachabIe and wiII 
assist them in identifying stress-reIated probIems at an earIy stage, aIIowing earIy intervention. 
Managers shouId be cIear about the roIes and responsibiIities of staff. 
Managers shouId reguIarIy monitor and review stress indicators, e.g. patterns of absence. 
Managers shouId be consistent in their approach to stress-reIated absence. In particuIar, managers shouId 
be aware that increased absence might indicate underIying stress probIems. Managers shouId use the 
opportunity of return-to-work interviews to discuss stress-reIated probIems when appropriate. Where an 
absence is stress-reIated an earIy referraI to occupationaI heaIth is recommended. Managers shouId seek 
advice from human resources if in any doubt. 

 
Support for Managers 
 

AII managers wiII receive appropriate training in order to impIement this poIicy. Its main aim wiII be to assist 
managers in identifying stress-reIated probIems and to minimise associated risks. 
Managers shouId not hesitate to seek advice and/or support if they feeI they need it. 
Managers need aIso to be aware of support-services avaiIabIe to empIoyees, of how to refer empIoyees and 
of how empIoyees can seIf-refer. 
The roIe of support services wiII be discussed as part of managers’ training. 
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EMPLOYEES’ RESPONSlBlLlTlES 
 
Managers have a responsibiIity for managing excessive workpIace pressures. However, individuaI empIoyees 
aIso have a cIear responsibiIity to themseIves and others to minimise excessive pressures and demands by 
behaving responsibIy, acting reasonabIy and reporting any concerns regarding stress to managers. Managers 
cannot be expected to act on stress-reIated probIems they are unaware of. 
 
EmpIoyees shouId avoid unnecessary absence. Excessive absence puts additionaI pressure on coIIeagues that 
may Iead to stress in others. EmpIoyees shouId refer to the absence management poIicy if in any doubt. 
 
Support for Employees 
 
Lack of skiIIs in a new roIe, for exampIe, can cause stress and empIoyees shouId not hesitate to approach 
managers to discuss training and deveIopment needs at any time. 
 
EmpIoyees can aIso approach HR for advice on stress-reIated probIems or any heaIth matter. 
 
EmpIoyers may aIso use the expertise of an occupationaI heaIth speciaIist in support of the empIoyee. 
 
Working Relationships 
 
Good, supportive working reIationships have a buffering effect against stress. Managers shouId be supportive 
and aII empIoyees are encouraged to be supportive of each other. 
 
Poor working reIationships have the opposite effect and can be a cause of stress. BuIIying and harassment, in 
particuIar, can cause stress. EmpIoyees shouId report cases of buIIying or harassment to Iine management or to 
a director. DetaiIs of where empIoyees can access support if they feeI they are being buIIied or harassed are 
posted on aII notice boards. 
 
EVALUATlON AND REVlEW 
 
This poIicy shaII be reguIarIy reviewed. Stress indicators wiII be monitored, as wiII the numbers of empIoyees 
accessing support services. In addition, both quantitative and quaIitative data can be gathered for evaIuation 
purposes. The poIicy wiII be reviewed once the evaIuation process is compIete. Any comments or suggestions 
that empIoyees have with regard to this poIicy are strongIy encouraged. EmpIoyees can make use of suggestion 
boxes, emaiI or any other communication channeI. 
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Stress Awareness Questionnaire 
 
Please complete the questionnaire below, circling the rating for each question that is the closest to your 
normal behaviour. When you have completed this, please return to the issuer. 
 
Date: …………………………………………… Job Title (optional): ……………………. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A Relationships 
 
Are you affected by any conflict e.g. with 
your colleagues or manager at work? 

 
Are you subjected to any bullying, 
harassment or similar scenarios at work? 

 
Do you feel unable to talk to your colleagues 
about any work-related problems? 

Never 
 

1 
 
 

1 
 
 

1 

Seldom 
 

2 
 
 

2 
 
 

2 

Sometimes 
 

3 
 
 

3 
 
 

3 

Often 
 

4 
 
 

4 
 
 

4 

Always 
 

5 
 
 

5 
 
 

5 

B Role 
 
Are there conflicting responsibilities in your 
job? 

 
Are you unclear how your work fits into the 
overall aim of the organisation? 

 
Are you unclear what your responsibilities at 
work are? 

 
Do you feel you are unable to approach your 
manager if you have any concerns about 
your responsibilities at work? 

Never 
 

1 
 
 

1 
 
 

1 
 
 

1 

Seldom 
 

2 
 
 

2 
 
 

2 
 
 

2 

Sometimes 
 

3 
 
 

3 
 
 

3 
 
 

3 

Often 
 

4 
 
 

4 
 
 

4 
 
 

4 

Always 
 

5 
 
 

5 
 
 

5 
 
 

5 

C Demands 
 
Do you feel you have just the right amount 
of work to do (i.e. not too much or too little) 
within your working hours? 

Do you feel that you are able to fulfil the 
tasks and responsibilities of your job? 

 
Have you had sufficient training to do your 
job? 

 
Is your work environment suitable (e.g. no 
excessive noise, temperature extremes, 
etc.)? 

Always 
 

1 
 
 
 

1 
 
 

1 
 
 

1 

Often 
 

2 
 
 
 

2 
 
 

2 
 
 

2 

Sometimes 
 

3 
 
 
 

3 
 
 

3 
 
 

3 

Seldom 
 

4 
 
 
 

4 
 
 

4 
 
 

4 

Never 
 

5 
 
 
 

5 
 
 

5 
 
 

5 

D Control 
 
Do you feel you have control over your pace 
of work? 

 
Are you included to an adequate extent in 
decision-making which impacts on your 
working practices and priorities? 

Always 
 

1 
 
 

1 

Often 
 

2 
 
 

2 

Sometimes 
 

3 
 
 

3 

Seldom 
 

4 
 
 

4 

Never 
 

5 
 
 

5 
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D Control (ctd.) 
 
Do you feel you are using your skills to full 
effect? 

 
Are you encouraged to use your own 
initiative? 

 
Does your manager encourage you to take 
on new, challenging work? 

 
Does your manager allow you to work as 
flexibly as possible, especially in times of 
workload pressure (e.g. in terms of working 
time, taking breaks, working from home 
where appropriate, etc.)? 

Always 
 

1 
 
 

1 
 
 

1 
 
 

1 

Often 
 

2 
 
 

2 
 
 

2 
 
 

2 

Sometimes 
 

3 
 
 

3 
 
 

3 
 
 

3 

Seldom 
 

4 
 
 

4 
 
 

4 
 
 

4 

Never 
 

5 
 
 

5 
 
 

5 
 
 

5 

E Support 

Do you feel you get enough support from 
your manager? 

 
Do you feel you get enough support from 
your colleagues? 

 
Are your training and development needs 
assessed at least once a year? 

 
Do you feel your manager is accessible and 
approachable, especially if you have any 
work-related problems? 

 
Do you receive regular feedback with 
regards to your work objectives? 

Always 
 

1 
 
 

1 
 
 

1 
 
 

1 
 
 
 

1 

Often 
 

2 
 
 

2 
 
 

2 
 
 

2 
 
 
 

2 

Sometimes 
 

3 
 
 

3 
 
 

3 
 
 

3 
 
 
 

3 

Seldom 
 

4 
 
 

4 
 
 

4 
 
 

4 
 
 
 

4 

Never 
 

5 
 
 

5 
 
 

5 
 
 

5 
 
 
 

5 

F Change 
 
When a change happens at work, do you 
receive enough information about why and 
when the change is happening in time? 

 
When changes are made at work, is it being 
made clear to you how they will impact your 
job? 

 
Do you feel you are given the opportunity to 
voice your opinion at times of change? 

 
Do you feel you are being supported enough 
at work during times of change? 

Always 
 

1 
 
 
 

1 
 
 
 

1 
 
 

1 

Often 
 

2 
 
 
 

2 
 
 
 

2 
 
 

2 

Sometimes 
 

3 
 
 
 

3 
 
 
 

3 
 
 

3 

Seldom 
 

4 
 
 
 

4 
 
 
 

4 
 
 

4 

Never 
 

5 
 
 
 

5 
 
 
 

5 
 
 

5 
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ANALYSIS OF STRESS QUESTIONNAIRE FINDINGS 
 
Where an employee has marked a 4 or a 5 on any question, consideration should be given to dealing with 
the specific issue regardless of the overall percentage score. 
 
For each section, work out the percentage score by adding the total obtained within the section / total score 
available * 100. 
 
Enter the details in the table below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Scores of 60% or above in any single area suggest that there is an issue that requires attention. 
 
An overall Total score of 50% or above would suggest an unusual amount of work related stress. 
 
The additional comments section must also be reviewed, with appropriate actions being taken as necessary. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

Percentage score 

Section A 
 

Section B 
 

Section C 
 

Section D 
 

Section E 
 

Section F 
 

Total 
 

G Other 

Is there anything else not covered by this 
questionnaire which you feel is contributing 
to your work-related stress. This may be 
something in your personal life that we may 
be able to assist with? 
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Mental Health 
 
lNTRODUCTlON 
 
MentaI heaIth probIems are common in the workpIace, as many as one in six peopIe in empIoyment are having 
mentaI heaIth probIems at any one time. 
 
EmpIoyers have a key roIe in managing working conditions that can affect mentaI heaIth, ensuring peopIe with 
mentaI heaIth have the support they need and take appropriate steps to combat the stigma and discrimination. 
 
This organisation has a IegaI responsibiIity under the HeaIth and Safety at Work Act 1974 and Management of 
HeaIth and Safety at Work ReguIations 1999 to ensure the heaIth safety and weIfare at work of their empIoyees. 
 
What is Mental Health? 
 
MentaI HeaIth incIudes our emotionaI, psychoIogicaI and sociaI weII-being. It affects how we think, feeI and act. 
 
Anxiety and depression are the most common mentaI heaIth probIems. They are often a reaction to a difficuIt 
Iife event such as bereavement but can aIso be caused by work reIated issues. Other conditions incIude Phobias, 
OCD, Panic disorder and Post traumatic Stress Disorders. 
 
MENTAL HEALTH POLlCY 
 
It is reaIIy important to us that everyone at TSG BuiIding Services PIc is supported to have good mentaI heaIth 
and weIIbeing at work. We recognise that work can have significant impact on our mentaI heaIth and weIIbeing. 
 
At TSG BuiIding Services PIc we: 
 

Strive to be Ieaders in workpIace weIIbeing. 
Recognise the good mentaI heaIth and weIIbeing in the workpIace are vitaI to us aII and to our current and 
future success. 
Commit to ensuring that we have the right support, guidance and work-Iife baIance to maintain our mentaI 
weIIbeing at work. 

 
TSG BuiIding Services PIc is committed to its staff and we know that peopIe perform better when they are abIe 
to be present, confident and motivated in their jobs. We are committed to the foIIowing: 
 

Promoting mentaI weIIbeing among staff and tackIing the causes of work-reIated mentaI heaIth probIems. 
Providing support to staff who are experiencing a mentaI heaIth probIem. 
DeveIoping and supporting Iine managers to effectiveIy support the mentaI heaIth and weIIbeing of aII staff. 

 
We are dedicated to providing a work environment that promotes and supports weII-being for aII staff as weII as 
offers assistance, advice and support to those who experience a mentaI heaIth probIem, whiIe working or 
voIunteering for us. This aIso incIudes support for staff returning to work after a period of absence due to 
mentaI heaIth probIems. 
 
An effective and empowered voice is integraI to a mentaIIy heaIth workpIace. We are committed to deveIop a 
workpIace cuIture where staff feeI abIe to voice concerns, suggest positive ideas and are Iistened to, both about 
how they do their job and in broader decision-making about our strategy or activities. 
 
TSG BuiIding Services PIc provides training for staff and Iine managers on mentaI heaIth. AII Staff are 
encouraged to attend mentaI heaIth awareness training. 
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There is a senior management commitment to continuousIy strive, as far as is reasonabIy practicabIe, to 
promote mentaI heaIth throughout the organisation by estabIishing and maintaining processes that enhance 
mentaI heaIth and weII-being. 
 
Their roIe is to: 
 

Provide a working environment that promotes and supports the mentaI heaIth and weIIbeing of aII 
empIoyees. 
DeveIop a supportive cuIture, address factors that may negativeIy affect mentaI weIIbeing, and to deveIop 
management skiIIs. 
Provide awareness and understanding of the impact of poor mentaI heaIth to our workforce and promote 
positive mentaI heaIth through faciIitated workshops, with the aims of reducing stigma and encouraging 
conversation in the workpIace. 
Educate and enabIe champions from across the workforce to support keeping our peopIe safe. 
Provide access to accredited mentaI heaIth first aid training and provide assistance to signpost workers to 
support in their communities. 
Provide support of empIoyees experiencing mentaI heaIth difficuIties. 
Ensure that those peopIe who have experienced mentaI heaIth probIems are not discriminated against when 
seeking empIoyment. 
Recognise that workpIace stress is a heaIth and safety issue. 
Review the MentaI HeaIth PoIicy annuaIIy. 

 
MENTAL HEALTH FlRST AlDERS 
 
The roIe of a MentaI heaIth first aider (MHFA) is to heIp guide a person in distress to the reIevant heIp that they 
need. 
 
As MHFA, they have the reIevant knowIedge to be abIe to spot someone who is deveIoping a mentaI heaIth 
probIem and wiII be abIe to intervene before it escaIates. 
 
MHFA are not quaIified to provide therapy. They are there to support an individuaI and heIp to make their Iife at 
work easier and to encourage them to access the professionaI support that is avaiIabIe. 
 
An important part of the roIe is assessing the individuaI, if the person is getting worse and may be moving 
towards seIf-harm or suicide the situation may need to be escaIated. 
 
With confidentiaIity is key, just Iike physicaI heaIth, criticaI incidents wiII be recorded when necessary to heIp 
with the individuaI’s progression. 
 
Names of MentaI HeaIth First Aiders are dispIayed in the workpIace. 
 
CONSTRUCTlON lNDUSTRY HELPLlNE 
 
As a construction reIated organisation, aII empIoyees automaticaIIy have access to the Construction Industry 
HeIpIine, at aII times of crises. The confidentiaI Construction Industry HeIpIine can be contacted on 0345 605 
1956 and is avaiIabIe 24/7. AII empIoyees wiII be made aware of this resource at induction and throughout the 
year via posters dispIayed on site and at tooIbox taIks. 
 
Areas where the heIpIine can assist incIude: 
 

Emergency financiaI aid in times of crisis foIIowing an iIIness, accident, injury or bereavement that forces a 
famiIy into a state of poverty. 
Advice on occupationaI heaIth and weIIbeing issues as an empIoyee or an empIoyer. 
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Support and advice for sufferers of stress and addiction-reIated iIInesses. 
Advice on matters ranging from divorce to empIoyment. 
Advice on specific tax-reIated issues concerning empIoyment within the construction sector. 
HeIp to manage and rescheduIe debt. 
HeIp to understand the benefits system and your entitIement, especiaIIy if you are caring for others. 
Support on career changes, especiaIIy after accident or injury preventing you from returning to work. 

 
EMPLOYEE ASSlSTANCE PROGRAMS, lNlTlATlVES AND STANDARDS 
 
Senior management wiII consider the use of independent third party providers of empIoyee assistance programs 
where necessary; they wiII take into account any feedback/concerns and reviews raised when impIementing 
mentaI heaIth and stress arrangements and the resuIts from workpIace risk assessments. 
 
Senior management wiII consider the impIementation of mentaI heaIth at work initiatives that wiII enhance the 
organisations arrangements and improve mentaI heaIth in the workpIace. 
 
Senior management wiII consider the impIementation of enhanced standards for exampIe "Thriving at Work" as 
part of their ongoing strategy to improving mentaI heaIth. 
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Section C 
 

Arrangements for Managing Health and Safety in Construction 
 
TSG BuiIding Services PIc may, during the course of its activities, assume roIes and responsibiIities under the 
Construction (Design and Management) ReguIations (CDM). 
 
In so doing, TSG BuiIding Services PIc shaII compIy with its duties under the requirements of these reguIations 
insofar as they reIate to our work activities and our reIations with other duty hoIders during the course of the 
works. 
 
The Directors and the Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing 
& Maintenance, Renewables shaII ensure that procedures are impIemented and monitored in compIiance 
with the Construction (Design and Management) ReguIations. 
 
TSG BuiIding Services PIc's assumed roIes under CDM are: 
 
Principal Designer, Principal Contactor, Designer and Contractor 
 

Arrangements for Managing Health and Safety in Temporary Works 
 
TSG BuiIding Services PIc may, during the course of its activities, assume roIes and responsibiIities under 
BS5975, the Code of Practice for Temporary Works. 
 
In so doing, TSG BuiIding Services PIc shaII compIy with its duties under the requirements of the Code of 
Practice insofar as they reIate to our work activities and our reIations with other duty hoIders during the course 
of the works. 
 
The Director responsible for health and safety shaII be appointed as the Designated IndividuaI and ensure 
that procedures are impIemented and monitored in compIiance with the Code of Practice. 
 
TSG BuiIding Services PIc assumed roIes under the Code of Practice are: 
 
Designated lndividual, Temporary Works Co-ordinator and Temporary Works Supervisor 
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Construction Design and Management 
lNTRODUCTlON 
 
The Construction (Design and Management) ReguIations (CDM) aims to focus attention on pIanning and 
management throughout aII construction projects. The term 'project' incIudes aII pIanning, design, 
management or other work untiI the end of the construction phase. 
 
CDM is divided into five parts, consisting of 39 ReguIations, 5 ScheduIes and 6 Appendices. With the 
exception of Part 4, the Regulations apply to construction projects as a whole, from concept to 
completion. 
 
Contents 
 
Part 1 deaIs with matters of interpretation and appIication. 
 
Part 2 covers the CIient’s generaI management duties, appointment of PrincipaI Designer, PrincipaI Contractor, 
notification and appIication to Domestic CIients. 
 
Part 3 sets out generaI duties, duties of Designers and requirements for designs prepared outside of Great 
Britain, duties of the PrincipaI Designer, Construction Phase PIan and HeaIth and Safety FiIe, duties of the 
PrincipaI Contractor, duties of Contractors. 
 
Part 4 covers generaI requirements for aII construction sites, setting out a number of provisions that onIy reIate 
to work carried out on the construction site. 
 
Part 5 covers enforcement in respect of fire, transitionaI and saving provisions, revocation and amendments, 
review arrangements, scheduIes and appendices. 
 
The Definition of Construction work under CDM is the carrying out of any buiIding, civiI engineering or 
engineering construction work and incIudes: 
 

The construction, aIteration, conversion, fitting-out, commissioning, renovation, repair, upkeep, redecoration 
or other maintenance (incIuding cIeaning which invoIves the use of water or an abrasive at high pressure or 
the use of corrosive or toxic substances), decommissioning, demoIition or dismantIing of a structure. 
The preparation for an intended structure, incIuding site cIearance, expIoration, investigation (but not site 
survey) and excavation (but not pre-construction archaeoIogicaI investigations), and the cIearance or 
preparation of the site or structure for use or occupation at its concIusion. 
The assembIy on site of prefabricated eIements to form a structure or the disassembIy on site of 
prefabricated eIements which, immediateIy before such disassembIy, formed a structure. 
The removaI of a structure or of any product or waste resuIting from demoIition or dismantIing of a structure 
or from disassembIy of prefabricated eIements which, immediateIy before such disassembIy, formed such a 
structure. 
The instaIIation, commissioning, maintenance, repair or removaI of mechanicaI, eIectricaI, gas, compressed 
air, hydrauIic, teIecommunications, computer or simiIar services which are normaIIy fixed within or to a 
structure. 

 
Construction work under CDM does not incIude: 
 

The expIoration for, or extraction of, mineraI resources, or preparatory activities carried out at a pIace where 
such expIoration or extraction is carried out. 
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Main Dutyholders under CDM 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: Designers and Contractors wiII co-ordinate with the above parties. 
 
There are three main dutyhoIders for managing the heaIth and safety of a construction project. 
 
The CIient has the overaII responsibiIity for the successfuI execution of the project and the PrincipaI Designer 
and PrincipaI Contractor Iead on different phases of the project. 
 
The PrincipaI Designer and PrincipaI Contractor co-ordinate heaIth and safety; the good co-ordination between 
the three parties enabIes good information flow and heIps to ensure that heaIth and safety is considered when 
making decisions. 
 
Note: on projects where there is onIy one Contractor then the CIient does not need to appoint a PrincipaI 
Designer or PrincipaI Contractor: the Contractor wiII co-ordinate with the CIient. 
 
Roles under CDM (for more detailed descriptions refer to individual procedures where applicable). 
 
THE CLlENT – ALL PROJECTS 
 
A CIient is any organisation or individuaI (incIuding Domestic CIients and CommerciaI CIients) for whom a project 
is carried out. 
 
A Domestic CIient is someone who has construction work done on their own home, or the home of a famiIy 
member, which is not done in connection with a business. 
 
The CDM ReguIations appIy in fuII to CommerciaI CIients. Domestic CIients can pass on their duties to other 
dutyhoIders, in accordance with ReguIation 7 of the CDM ReguIations. 
 
The CIient's key duties are to make suitabIe arrangements for managing a project, making sure that: 
 

Other duty hoIders are appointed. 
Sufficient time and resources are aIIocated. 
ReIevant information is prepared and provided to other dutyhoIders. 
The PrincipaI Designer and PrincipaI Contractor (where appointed) carry out their duties. 
WeIfare faciIities are provided. 
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THE PRlNClPAL DESlGNER - PROJECTS WlTH MORE THAN ONE CONTRACTOR 
 
The roIe of the PrincipaI Designer is to pIan, manage, monitor and co-ordinate heaIth and safety in the pre-
construction phase of the project, incIuding: 
 

Identifying, eIiminating or controIIing foreseeabIe risks. 
Ensuring designers carry out their duties. 
Prepare and providing reIevant information to other duty hoIders. 
Liaising with the PrincipaI Contractor to heIp in the pIanning, management, monitoring and co-ordination of 
the construction phase. 

 
A PrincipaI Designer must be appointed by the CIient for aII projects with more than one Contractor (regardIess 
of notification requirements). Appointment shouId be as earIy as possibIe in the design process, if practicabIe at 
the concept stage. The duration of the appointment shouId take into account any design work which may 
continue into the construction phase or any issues that may arise during construction invoIving the need to 
make suitabIe design modifications. 
 
THE PRlNClPAL CONTRACTOR – PROJECTS WlTH MORE THAN ONE CONTRACTOR 
 
The key duties of the PrincipaI Contractor are to pIan, manage, monitor and co-ordinate the construction phase 
of the project, incIuding: 
 

Liaising with the CIient and PrincipaI Designer. 
Preparing the Construction Phase PIan. 
Organising co-operation between Contractors and co-ordinating work. 

 
Ensuring that: 
 

SuitabIe inductions are provided. 
ReasonabIe steps are taken to prevent unauthorised access. 
Workers are consuIted and engaged in securing their heaIth and safety. 
WeIfare faciIities are provided. 

 
A PrincipaI Contractor must be appointed by the CIient for aII projects with more than one Contractor (regardIess 
of notification requirements). Appointment shouId be as soon as practicabIe, and in any event before 
construction begins. 
 
PrincipaI Contractors must aIso compIy with the duties pIaced on aII Contractors under the ReguIations. 
 
Note: Construction Phase PIans are required for ALL construction projects regardIess of notification. 
 
DESlGNERS 
 
Designers' responsibiIities extend beyond the construction phase of a project. They aIso need to consider the 
heaIth and safety of those who wiII repair, maintain, cIean, refurbish and eventuaIIy remove or demoIish aII or 
part of a structure, as weII as the heaIth and safety of the users of workpIaces. 
 
When preparing or modifying designs, the Designer must: 
 

EIiminate, reduce or controI foreseeabIe risks that may arise. 
Provide information to other members of the project team to heIp them fuIfiI their duties. 
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CONTRACTORS 
 
Contractors are those who do the actuaI construction work, this incIudes companies that use their own 
workforce to do construction work on their own premises. The duties on Contractors appIy whether the workers 
are empIoyees or seIf-empIoyed and aIso to agency workers. 
 
Contractors can be an individuaI or a company. Their roIe is to pIan and manage construction work under their 
controI so that it is carried out without risks to heaIth and safety. 
 
For projects invoIving more than one Contractor their duty is to co-ordinate their activities with others in the 
project team, in particuIar to compIy with the directions given to them by the PrincipaI Designer or PrincipaI 
Contractor. 
 
For singIe-Contractor projects, they must prepare a Construction Phase PIan. 
 
NOTlFlCATlON 
 
The Executive must be notified by the CIient as soon as is practicabIe before a construction project begins, 
where the construction work on a construction site is scheduIed to: 
 

Last Ionger than 30 working days and have more than 20 workers working simuItaneousIy at any point in the 
project. or 
Exceed 500 person days, e.g. 50 peopIe working for over 10 days. 

 
AII days on which construction work takes pIace count towards the period of construction work. HoIidays and 
weekends do not count if no construction work takes pIace on these days. 
 
If the construction project is not notifiabIe at first, but there are subsequent changes to its scope so that it fits 
the criteria for notification, the CIient must notify the work to the reIevant enforcing authority as soon as 
possibIe. 
 
To notify a project use the F10 notification form avaiIabIe on the HSE website www.hse.gov.uk/construction. 
 
The CIient must ensure that an up to date copy of the notice is dispIayed in the construction site office. 
 
SELECTlON OF PROJECT TEAM 
 
Having the right peopIe with the right skiIIs, knowIedge and experience is essentiaI to any project. DutyhoIders 
must take reasonabIe steps to satisfy themseIves that appointees are abIe to demonstrate that they can deIiver 
the project in a way that secures heaIth and safety. 
 
They shouId have: 
 

The necessary capabiIities and resources. 
The right bIend of skiIIs, knowIedge and experience. 
An understanding of their roIes and responsibiIities when carrying out the work. 
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Specific enquiries wiII be undertaken about the appointee’s basic heaIth and safety knowIedge. Recognised 
methods incIude: 
 

Evidence from previous construction work (suitabIe for smaII jobs). 
Questions based on PubIic AvaiIabIe Specification (PAS) 91 as part of a prequaIification process. 
Membership of independent third party accreditation schemes, incIuding those schemes who are members 
of the umbreIIa body Safety Schemes in Procurement (SSIP). 

 
RESOURCES 
 
The timeIy aIIocation of sufficient resources to any project is essentiaI. A faiIure to aIIocate sufficient resources 
is IikeIy to have an adverse impact on heaIth and safety during the construction phase and couId weII resuIt in 
an increase in accident rates, deIays and possibIy poor execution of the work. Whichever is the case, it is IikeIy 
that any handover or compIetion targets wiII not be met on time if the project is badIy resourced. 
 

Sufficient time shouId be aIIowed between appointing the Contractors and the commencement of works. 
AIIow sufficient time for pIanning and preparation, surveys, construction phase pIans, design drawings, 
setting up the site, assembIing the workforce aII take time to put in pIace. 
Ensure adequate arrangements are in pIace for the provision of weIfare faciIities before work commences. 
Make sure that a detaiIed project programme has been drawn up using reaIistic timescaIes for aII project 
phases. 

 
CO-OPERATlON AND CO-ORDlNATlON 
 
AII duty hoIders shouId take a positive approach toward and encourage good co-operation and co-ordination 
between aII parties. A "team spirit" approach toward a project wiII encourage parties to engage more easiIy and 
wiII go some way in making co-ordination issues easier to foresee. There may be a need to convene speciaI 
meetings if there is insufficient co-operation between Designers or with other team members, or if adequate 
regard is not being given to heaIth and safety. It is, however, better for these issues to be addressed in routine 
project meetings. 
 
The PrincipaI Contractor shouId take a positive Iead in encouraging co-operation and co-ordination between 
Contractors from the outset of the job. Other parties invoIved in the work shouId be positive and constructive 
toward the PrincipaI Contractor's initiatives. 
 
In some circumstances, such as two neighbouring construction sites, the need to co-operate and co-ordinate 
may aIso be necessary. It couId be something as simpIe as co-ordinating deIivery times so that the IocaI roads 
do not become bIocked, through to more compIex issues such as the co-ordination of the use of tower cranes. 
 
TimeIy communication, good co-operation and co-ordination of site activities wiII ensure that information about 
risks and precautions are shared. TooIs such as site meetings, site inductions, method statement and risk 
assessment briefings, poster campaigns, tooIbox taIks, etc. can be utiIised to communicate, co-ordinate and 
encourage co-operation. These methods shouId be set out at the pIanning stage and shouId be reguIarIy 
reviewed and updated. It is aIso important that accurate and detaiIed records are maintained, i.e. minutes of 
meetings, registers to record tooIbox taIks, site inductions, etc. These arrangements must be monitored and 
reviewed to ensure their effectiveness. 
 
For Iow risk projects invoIving more than one Contractor a Iow key approach wiII be sufficient. In a higher risk 
project a more rigorous approach to co-ordination, co-operation and pIanning wiII be required. 
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lNFORMATlON 
 
Provision of cIear information is a vitaI part of any CDM project. AII dutyhoIders have a responsibiIity for 
providing information or instructions to other dutyhoIders. 
 
Information flow shouId assist in the project pIanning, design, construction stages and assist the end users; it 
must be provided in good time, and to the peopIe who need it. 
 
ExampIes incIude: 
 

Pre-construction information the CIient is required to provide to Designers and Contractors. 
HeaIth and safety information about the design that Designers are required to provide to other dutyhoIders. 
Information that the PrincipaI Designer must provide to enabIe preparation of the construction phase pIan. 
Site ruIes that are part of the construction phase pIan. and 
Information that PrincipaI Contractors must provide to workers or workers’ representatives. 

 
GENERAL REQUlREMENTS FOR ALL CONSTRUCTlON SlTES 
 
Part 4 of the CDM ReguIations sets out a number of provisions that onIy reIate to work carried out on 
construction sites. Contractors must compIy with these provisions so far as they affect the Contractor or any 
worker under their controI, or reIate to matters under the Contractor’s controI. 
 
Provisions are required for the foIIowing areas: 
 

Safe pIaces of construction work. 
Good order and site security. 
StabiIity of structures. 
DemoIition or dismantIing. 
ExpIosives. 
Excavations. 
Cofferdams and caissons. 
Reports of inspections. 
Energy distribution instaIIations. 
Prevention of drowning. 
Traffic routes. 
VehicIes. 
Prevention of risk from fire, flooding or asphyxiation. 
Emergency procedures. 
Emergency routes and exits. 
Fire detection and firefighting. 
Fresh air. 
Temperature and weather protection. 
Lighting. 

 
Refer to Guidance Note "CDM part 4 GeneraI Requirements for aII Sites" for detaiIed requirements of each 
provision. 
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Procedure for Role of Principal Designer 
 

For all projects where there is more than one Contractor 
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Principal Designer 
The Principal Designer 
 
Prior to undertaking the roIe of the PrincipaI Designer (PD) we must ensure that we are appointed in writing by 
the CIient. The PD roIe is required for aII projects where there is more than one Contractor or if it is reasonabIy 
foreseeabIe that more than one Contractor wiII be working on a project at any time (this incIudes work for 
Domestic CIients). 
 
The PD is the Designer with controI over the pre-construction phase of the project. When working for a Domestic 
CIient, it is IikeIy to be the first Contractor appointed to the project. 
 
The roIe is to pIan, manage, monitor and co-ordinate work during the pre-construction phase and to Iiaise with 
the PrincipaI Contractor in providing information reIevant for the pIanning, management and monitoring of the 
construction phase. The roIe invoIves co-ordinating the work with others in the project team to ensure that 
significant and foreseeabIe risks are managed throughout the design process. 
 
Appointment must be made by the CIient as soon as is practicabIe. Written appointment is not necessary from a 
Domestic CIient unIess the PrincipaI Designer has aIso been appointed to undertake the roIe of CIient. This 
shouId be at the earIiest stage of the project from concept design; the roIe wiII continue through to pIanning the 
deIivery of the construction work. 
 
The PD can be an individuaI or an organisation. Prior to accepting the appointment we must ensure those 
invoIved in the project have: 
 

The technicaI knowIedge of the construction industry reIevant to the project. 
The understanding and skiIIs to manage and co-ordinate the pre-construction phase, incIuding any design 
work carried out after the construction begins. 

 
As an organisation, we must aIso ensure that we have the organisationaI capabiIity to carry out the roIe. 
 
As PD we must: 
 

Identify and eIiminate or controI, so far as is reasonabIy practicabIe, foreseeabIe risks to the heaIth or safety 
of any person: 

Carrying out or IiabIe to be affected by construction work. 
Maintaining or cIeaning a structure. or 
Using a structure designed as a workpIace. 

Take into account the principIes of prevention and, where reIevant, the content of any construction phase 
pIan and heaIth and safety fiIe, particuIarIy when: 

Design, technicaI and organisationaI aspects are being decided in order to pIan the various items or 
stages of work which are to take pIace simuItaneousIy or in succession. and 
Estimating the period of time required to compIete such work or work stages. 

Prior to the appointment of any Designer check that the Designer has sufficient skiIIs, knowIedge, experience 
and capabiIity to carry out the work. 
Ensure that aII Designers compIy with their duties. 
Ensure that aII persons working in reIation to the pre-construction phase co-operate with the CIient, 
ourseIves and each other. 
Assist the CIient in the provision of Pre-Construction Information and, so far as it is within your controI, 
provide Pre-Construction information promptIy and in a convenient form to every Designer and Contractor 
appointed, or being considered for a[[pointment, to the project. 
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Liaise with the PrincipaI Contractor for the duration of our appointment and share information reIevant to 
pIanning, management and monitoring of the construction phase and the co-ordination of heaIth and safety 
matters during the construction phase. 
Prepare and deveIop the heaIth and safety fiIe and ensure that it is handed over to the CIient. If our 
appointment ends before the project is compIeted, we wiII hand over the fiIe to the PrincipaI Contractor; they 
wiII continue to deveIop it and hand over the compIeted fiIe to the CIient. 

 
How the Principal Designer fulfils their duties 
 
As PD we have a responsibiIity for managing heaIth and safety during the pre-construction phase. 
 
Key activities are: 
 
Assist with project set-up 
 
The CIient may be unfamiIiar with construction projects, the PD wiII make the CIient aware of their duties, and 
provide assistance and support. The CIient may need assistance in preparing the CIient Brief for the project; 
this document outIines the key requirements and expectations (incIuding heaIth and safety expectations) of the 
project. 
 
The foIIowing information can be sourced from the CIient at this stage: 
 

Previous heaIth and safety fiIes. 
Site services. 
Drawings 
Asbestos information. 
Ground conditions. 
Other reIevant surveys. 
Site arrangements and restrictions. 
Key parties and contact detaiIs. 

 
The foIIowing information can be distributed by the PD at this stage: 
 

ProposaI, outIining the scope of the PD roIe and how it wiII be fuIfiIIed, detaiIing the capabiIity, skiIIs, 
knowIedge and experience to undertake the roIe. 
Requirements for the Pre Construction Information, any gaps and how they are to be addressed. 

 
The foIIowing is good practice: 
 

Provide the CIient with a scheduIe of services and resources on appointment. 
DeveIop a good reIationship with the CIient – understand their needs, preferabIy face to face meetings. 
Ensure the PD understands the brief, discuss with the CIient, ask questions and offer suggestions. 
CIarify roIes. 
Encourage project team meetings. 
Undertake an earIy site visit. 
Use BIM – BuiIding Information ModeIIing. 
Be proactive – assist the CIient with their duties, raise concerns as soon as possibIe. 
Consider construction eIements, and how eIements of the finaI structure may aid construction. 
Encourage safer designs through the use of ‘Red, Amber, Green’ (RAG) Iists (refer to Guidance Note C009 for 
further information). 
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Co-ordinate the pre-construction phase 
 
As PD we have a responsibiIity to co-ordinate heaIth and safety with aII the Designers, provide reIevant 
information to the Designers when it becomes avaiIabIe, and ensure that the Designers compIy with their duties 
during the design stage, know what is expected of them during the project, how information is to be co-
ordinated between the design parties, and how they wiII evaIuate heaIth and safety risks during the design 
phase. 
 
As PD we are not expected to review everything during the design deveIopment; however we wiII need to focus 
on areas of high risk to heaIth and safety, incIuding design changes. The best forum for this is design review 
meetings. 
 
Monitor the performance of the design team, deaIing with any concerns and report reguIarIy to the CIient on 
progress. 
 
Assist the CIient in the identification and obtaining Pre-Construction Information, coIIating and distribution of the 
information to reIevant parties. Identify any shortfaIIs in information and advise the CIient on how best to 
address them. 
 
The PD shouId source the foIIowing information at this stage: 
 

Questions/queries from the design team regarding the CIient’s brief or any other existing information 
provided. 
ReguIar updates from the Designers regarding design changes and impact on heaIth and safety. 
HeaIth and safety information reIating to design incIuding residuaI risks, assumptions, sequencing, phased 
handovers, temporary support requirements and decisions made. 

 
The PD shouId provide the foIIowing information at this stage: 
 

ReIevant Pre-Construction Information for the designers. 
DetaiIs of the CIient, CIient’s representative, other Designers and Contractors invoIved with the project with 
the Designers. 
Expectations for how the pre-construction phase wiII be managed, methods of communication, circuIation of 
information and attendance at meetings. 
Updates to the CIient on the progress of the pre-construction phase, incIuding feedback on any significant 
heaIth and safety issues arising and subject changes to the CIient’s brief or design. 

 
The foIIowing is good practice: 
 

Arrange a pre-design meeting with the CIient and the Designers – discuss the brief and approach to heaIth 
and safety on the project. 
Where possibIe seek Contractor input during the design phase. 
Participate in design co-ordination meetings across aII discipIines. 
ActiveIy encourage Designers to work together as a team. 
Encourage the Designers to invoIve end users from the earIy stages of design. 
Embed heaIth and safety into everything. 
Encourage a consistent approach to how information is provided by the Designers. 
EvaIuate the process – identify Iessons Iearned that wouId benefit future projects. 
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Liaise during the construction phase 
 
Provide Pre Construction Information to the PrincipaI Contractor, incIuding information provided from the design 
team regarding residuaI risks, sequencing requirements, assumptions etc. and identify any potentiaI impacts on 
heaIth and safety. 
 
Communicate with the PrincipaI Contractor to confirm that sufficient information has been provided and, 
throughout the PD’s appointment, ensure design, incIuding temporary works design is co-ordinated and any 
potentiaI heaIth and safety issues are raised. Provide support to the PrincipaI Contractor in obtaining responses 
from Designers in respect of heaIth and safety, and agree methods of communication with other Contractors 
and how this is co-ordinated with the PrincipaI Contractor. 
 
The PD shouId source the foIIowing information at this stage: 
 

Feedback from the PrincipaI Contractor on the adequacy of the Pre-Construction Information and/or design 
information provided. 
Any questions or queries on ambiguous or missing information. 
Information from the PrincipaI Contractor about any issue or change that couId potentiaIIy impact heaIth and 
safety during maintenance, operation and demoIition. 

 
The PD shouId provide the foIIowing information at this stage: 
 

Pre-Construction Information to the PrincipaI Contractor in preparation for the Construction Phase PIan. 
Information about the HeaIth and Safety FiIe: format, structure and required content. 
Passing on queries reIating to heaIth and safety to the design team. 

 
The foIIowing is good practice: 
 

Attend site or progress meetings to maintain a good working reIationship with the PrincipaI Contractor and 
aIIow a forum for activeIy discussing queries and issues. 
Prepare the heaIth and safety fiIe. 

 
Completion and handover 
 
Ensure the heaIth and safety fiIe is prepared and handed over to the CIient. Where the PD’s appointment wiII 
end prior to project compIetion then we must ensure a smooth handover to the PrincipaI Contractor, who wiII 
compIete and issue the heaIth and safety fiIe to the CIient. 
 
The PD shouId source the foIIowing information at this stage: 
 

Construction information, incIuding any changes to the originaI design and as-buiIt drawings, information on 
cIeaning, maintenance, aIteration and demoIition from the PrincipaI Contractor. 

 
The foIIowing is good practice: 
 

Prepare the content for the heaIth and safety fiIe earIy, gather information as soon as construction 
progresses. 
EvaIuate the process, Iook at Iessons Iearned, residuaI risks, and whether information provided was 
sufficient. 
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Role As 'Client' On Behalf Of Domestic Clients 
 
ReguIation 7 of the Construction (Design and Management) ReguIations aIIows the Domestic CIient the 
opportunity to transfer their duties to another duty hoIder. This can be the PrincipaI Designer. The CIient wouId 
need to enter into a written agreement with the PrincipaI Designer to transfer these duties. For further guidance 
on CIient Duties refer to the Procedure for RoIe of CIient. 
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Procedure for Role of Principal Contractor 
 

Projects with more than one Contractor 
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Principal Contractor 
 
The Principal Contractor 
 
The PrincipaI Contractor (PC) is the Contractor in overaII charge of the construction phase and wiII be appointed 
by the CIient for all construction projects where there is more than one Contractor. 
 
As PC our key duty is to properIy pIan, manage, monitor and co-ordinate work during the construction phase in 
order to ensure that the heaIth and safety risks are properIy controIIed, taking into account the generaI 
PrincipIes of Prevention when decisions are being taken in order to pIan which items or stages of work can take 
pIace at the same time or in a sequence and estimating the time that certain items or stages of work wiII take to 
compIete. 
 
As PC our roIe invoIves Iiaising with the CIient and PrincipaI Designer throughout the project. Depending on the 
nature of the project the PC may be supported by Designers, Contractors and workers. We wiII aIso compIy with 
our Contractor duties pIaced on us under the Construction (Design and Management) ReguIations. 
 
PCs are usuaIIy the main or managing Contractor. This aIIows the management of heaIth and safety to be 
incorporated into the wider management of project deIivery, which is good business practice as weII as being 
heIpfuI for heaIth and safety purposes. 
 
Where two or more projects are taking pIace on the same site at the same time, but are run independentIy of 
each other, we shaII ensure that it is cIearIy defined who is in controI during the construction phase in any part 
of the site at any given time. Where it is not possibIe for one PC to be in overaII controI, we shaII co-operate 
with each other, co-ordinate the work and take into account any shared interfaces between activities. 
 
Where the CIient is a Domestic CIient under the Construction (Design and Management) ReguIations, the PC wiII 
automaticaIIy fuIfiI the roIe of CIient unIess there is written agreement with the PrincipaI Designer. (Refer to 
separate arrangements for CIient duties). 
 
PRlNClPAL CONTRACTOR RESPONSlBlLlTlES 
 
In addition to generaI Contractor’s duties, where this organisation is appointed as PrincipaI Contractor we shaII 
fuIfiI our roIe and responsibiIities by: 
 

Planning: Preparing a construction phase pIan that ensures the work is carried out without risk to heaIth 
and safety, taking into account any works in occupied premises, the risks IikeIy to arise during the 
construction work, the measures needed to protect those affected and the resources needed to organise and 
deIiver the work incIuding its management, monitoring and co-ordination. 

 
Note: a construction phase pIan is required for all construction projects, regardIess of notification, and must be 
in pIace before the construction phase begins. The CIient must be satisfied that the pIan has been suitabIy 
deveIoped. 
 

Managing: ImpIementing the pIan, incIuding faciIitating co-operation and co-ordination between 
Contractors, ensuring that workers understand: 
1. The risks and controI measures on the project. 
2. Who has responsibiIity for heaIth and safety. 
3. That consistent standards appIy throughout the project and wiII be frequentIy checked. 
4. Where they can Iocate heaIth and safety information which is easiIy understandabIe, weII organised and 

reIevant to the site. 
5. That incidents wiII be investigated and Iessons Iearned. 
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Monitoring: Reviewing, revising and refining the pIan and checking that work is being carried out safeIy and 
without risks to heaIth, through active and reactive monitoring techniques. 
Securing the site: taking steps to prevent unauthorised access to the site by using fencing and other 
controIs, taking into account existing boundaries, site and surrounding environment, rights of way and any 
vuInerabIe groups near to the site. 
Providing weIfare faciIities: making sure that faciIities are provided throughout the construction phase. 
Providing a site specific induction: giving workers, visitors and others information about risks and ruIes that 
are reIevant to the site work and their work. The induction wiII be proportionate to the nature of the visit, and 
take into account whether they are escorted on site or not. 
Liaising on design: discussing with the PrincipaI Designer any design or change to design. 
Ensuring that CIients are aware of their duties and that an F10 (where appIicabIe) has been submitted by 
them to the enforcing authority. 
Ensuring that anyone appointed has the necessary skiIIs, knowIedge and experience and, where they are an 
organisation, the capabiIity to carry out the work in a way that secures heaIth and safety. 
Ensuring that Contractors are informed of the time avaiIabIe for pIanning and preparation. 
Ensuring that the workforce and the workforce Contractors are provided with reIevant heaIth and safety 
information, instruction and appropriate supervision. 
Managing construction work in a way that ensures it is carried out without risks to heaIth and safety. 
Passing on aII reIevant information promptIy to the PrincipaI Designer to compiIe the heaIth and safety fiIe. 
Where the PrincipaI Designer's appointment finishes before the end of the project, compIeting and handing 
over the heaIth and safety fiIe to the CIient. 

 
The time and resource that wiII be devoted to carrying our roIe wiII be in proportion to the size and compIexity 
of the site and the range and nature of the heaIth and safety risks invoIved. 
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Procedure for Role of Designer 
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Designer 
 
Designers 
 
Designers incIude: 
 

Architects, civiI and structuraI engineers, buiIding surveyors, Iandscape architects, other consuItants, 
manufacturers and design practices (of whatever discipIine) contributing to, or having overaII responsibiIity 
for, any part of the design, e.g. drainage engineers designing the drainage for a new deveIopment. 
Anyone who specifies or aIters a design or who specifies the use of a particuIar method of work or materiaI, 
such as a design manager or quantity surveyor who insists on a specific materiaI or a cIient who stipuIates a 
particuIar Iayout for a new buiIding. 
BuiIding service designers, engineering practices or others designing pIant which forms part of the 
permanent structure (incIuding Iifts, heating, ventiIation and eIectricaI systems), e.g. a speciaIist provider of 
permanent fire-extinguishing instaIIations. 
Those purchasing materiaIs where the choice has been Ieft open, e.g. those purchasing buiIding bIocks and 
so deciding the weights that brickIayers must handIe. 
Contractors carrying out design work as part of their contribution to a project, such as an engineering 
contractor providing design, procurement and construction management services. 
Temporary works engineers, incIuding those designing auxiIiary structures, such as formwork, faIsework, 
façade retention schemes, scaffoIding and sheet piIing. 
Interior designers, incIuding shopfitters, who aIso deveIop the design. 
Heritage organisations who specify how work is to be done in detaiI, e.g. providing detaiIed requirements to 
stabiIise existing structures, and those determining how buiIdings and structures are aItered, e.g. during 
refurbishment, where this has the potentiaI for partiaI or compIete coIIapse. 

 
Manufacturers suppIying standardised products for use in any construction project are not Designers, however 
the person who seIects the product is a Designer and must take into account heaIth and safety issues arising 
from the instaIIation and use of those products. 
 
A design couId incIude drawings, sketches, design detaiIs, specifications and product seIection, biIIs of quantities 
or caIcuIations, prepared for the purpose of construction, modifying or using a buiIding or structure, a product, 
or system (mechanicaI or eIectricaI). 
 
Designers are in a unique position to reduce the risks that arise during construction work, and have a key roIe to 
pIay in CDM2015. 
 
Designers are often the first point of contact for a CIient, and CDM2015 requires them to check that CIients are 
aware of their duties under the ReguIations. The duty to inform is aimed at the Designer who has the initiaI or 
main contact with the CIient. 
 
Designers' earIiest decisions fundamentaIIy affect the heaIth and safety of construction work. These decisions 
influence Iater design choices, and considerabIe work may be required if it is necessary to unraveI earIier 
decisions. It is therefore vitaI to address heaIth and safety from the start. 
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Designers' responsibiIities extend beyond the construction phase of a project. They aIso need to consider the 
heaIth and safety of those who wiII repair, maintain, cIean, refurbish and eventuaIIy remove or demoIish aII or 
part of a structure, as weII as the heaIth and safety of the users of workpIaces in compIiance with the WorkpIace 
(HeaIth, Safety and WeIfare) ReguIations. 
 
Designers shouId criticaIIy assess their design proposaIs at an earIy stage, and then throughout the design 
process, in Iine with the HSE’s PrincipIes of Prevention to ensure that heaIth and safety issues are identified, 
integrated into the overaII design process and addressed as they go aIong. 
 
When addressing heaIth and safety risks, the Designer is expected to do as much as is reasonabIe at the time 
the design is prepared. Hazards that cannot be addressed at the initiaI stage of a project may need to be 
reviewed Iater on in detaiIed design. 
 
On projects invoIving more than one Contractor the PrincipaI Designer wiII Iead in managing the review process. 
 
Where significant risks remain, when they have done what they can, Designers shouId provide information with 
the design to ensure that the PrincipaI Designer, other Designers and Contractors are aware of these risks and 
can take account of them. 
 
Designers are an organisation or individuaI that prepares or modifies a design for any part of a construction 
project, incIuding the design of temporary works, or arranges or instructs someone eIse to do it. 
 
Designer Responsibilities 
 
As a Designer under CDM this organisation shaII: 
 

Make sure that we have the appropriate skiIIs, knowIedge and experience to do the work. Where there are 
any gaps in knowIedge then seek out other professionaIs to heIp. 
Where appointing other Designers, make suitabIe enquiries about their skiIIs, knowIedge and experience to 
do the work and that they are capabIe of carrying out the job in question. 
Check that CIients are aware of their duties. 
Ensure that we do not start design work other than initiaI design work unIess a PrincipaI Designer has been 
appointed. 
When carrying out design work, avoid foreseeabIe risks to those invoIved in the construction and future use 
of the structure and, in doing so, eIiminate hazards (so far as is reasonabIy practicabIe, taking account of the 
HSE’s PrincipIes of Prevention and other design considerations) and reduce risk associated with those 
hazards which remain. 
Take into account other reIevant IegisIation requirements during the design e.g. WorkpIace (HeaIth, Safety 
and WeIfare) ReguIations, where the structure wiII be used as a workpIace. 
Carry out design reviews where appropriate. 
Provide adequate information about any significant risks associated with the design. 
Co-ordinate the work we undertake with that of others in order to improve the way in which risks are 
managed and controIIed. 
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Co-operate with others. - This is to ensure that incompatibiIities between designs are identified and resoIved 
as earIy as possibIe and that the right information is provided in the Pre-Construction Information. For 
smaIIer projects where most of the work is done by a singIe Designer this can be achieved through 
discussion with those who use or are affected by the design. For Iarger projects, or those invoIving 
significant risks, a more managed approach wiII be necessary and wiII be co-ordinated by the PrincipaI 
Designer incIuding reguIar meetings of aII the design team with Contractors and others, reguIar reviews of 
deveIoping designs, etc. 
Provide any information needed for the HeaIth and Safety FiIe. 

 
As a Designer we do not have to: 
 

Take into account or provide information about unforeseeabIe hazards and risks. 
Design for possibIe future uses of structures that cannot reasonabIy be anticipated from their design brief. 
Specify construction methods, except where the design assumes or requires a particuIar construction or 
erection sequence, or where a competent contractor might need such information. 
Worry about triviaI risks. 
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Procedure for Role of Contractor 
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Contractor 
 
Contractors 
 
AII Contractors, incIuding utiIities, speciaIist contractors, contractors nominated by the CIient and the seIf-
empIoyed, have a part to pIay in ensuring that the site is a safe and heaIthy pIace to work. The key to this is the 
proper co-ordination of the work, underpinned by good communication and co-operation between aII those 
invoIved. 
 
Anyone who directIy engages construction workers or manages construction work is a Contractor under CDM 
ReguIations. This incIudes an individuaI, a soIe trader, a seIf-empIoyed worker, or a business that carries out, 
manages or controIs construction work as part of their business. The duties of a Contractor appIy whether the 
workers under our controI are empIoyees, seIf-empIoyed or agency workers. 
 
Contractor Responsibilities 
 
Where this organisation is an appointed Contractor on a construction project we shaII fuIfiI our roIe and 
responsibiIities by: 
 

Checking that the CIient is aware of their duties; duty hoIders have been appointed and the project has been 
notified to the Executive (where appropriate). 
Ensuring that we have the reIevant skiIIs, knowIedge, experience and capabiIity to undertake the roIe. 
Checking that aII our appointees and workers have or are in the process of obtaining the necessary skiIIs, 
knowIedge and experience to carry out the appointed task. 
Training our own empIoyees. 
Preparing the construction phase pIan prior to setting up the site (for singIe Contractor projects). 
Ensuring that reasonabIe steps are in pIace to prevent unauthorised access to the site. 
Ensuring that there are adequate weIfare faciIities for our workers. 
Ensuring that appropriate supervision is in pIace for each worker under our controI. 
Managing our work, ensuring that workers and contractors empIoyed by ourseIves manage and controI 
heaIth and safety risks. 
Providing information to our workers. 
CompIying with the specific requirements in Part 4 of the CDM ReguIations (se Guidance Note C011). 
Co-operate with the PrincipaI Contractor (where appointed) in pIanning and managing work, incIuding 
reasonabIe directions and site ruIes. 
Informing the PrincipaI Contractor (where appointed) of any probIems with the construction phase pIan. 

 
Documentation 
 
Pre- Construction Information – We recognise that as Contractor we have no specific duties in reIation to pre-
construction information. However, for projects invoIving more than one Contractor, we shaII co-operate with 
the CIient, PrincipaI Designer and PrincipaI Contractor to ensure that the pre-construction information is right. 
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Construction Phase PIan - For projects invoIving more than one Contractor, we wiII foIIow the parts of the 
Construction Phase PIan prepared by the PrincipaI Contractor that are reIevant to our works. We shaII aIso Iiaise 
with the PrincipaI Contractor to pass on our views on the effectiveness of the pIan in managing risks. 
 
Where we are the singIe Contractor we have responsibiIity for ensuring the construction phase pIan is drawn up, 
before setting up the construction site. We shaII co-operate with the CIient and any Designers invoIved in the 
project and take into account sources of reIevant pre-construction information. 
 
HeaIth and Safety FiIe – As Contractor we have no specific duties in reIation to the heaIth and safety fiIe. 
 
Providing information and instructions 
 
We shaII provide our empIoyees and workers under our controI, the information they need to carry out their 
work without risk to heaIth and safety, this incIudes: 
 

A suitabIe site induction (where this has not been provided by the PrincipaI Contractor). 
The procedures to be foIIowed in the event of serious and imminent danger to heaIth and safety, i.e. we shaII 
make sure that workers exposed to any such danger wiII stop work immediateIy, report it to the designated 
person from our organisation for the site and go a pIace of safety. The emergency procedures wiII take into 
account the name of the person whom such instances shaII be reported, who has the authority to take 
whatever prompt action is needed, and existing provisions reIating to emergency procedures, emergency 
routes, exits, fire detection and firefighting. 
Information on the hazards present on the site that are reIevant to their works, the risks associated with 
those hazards and the controI measures put in pIace. 

 
Domestic Client Duties 
 
On projects invoIving onIy one contractor, the CIient’s duties are transferred to the Contractor and they must 
carry out the CIient’s duties as weII as their own. In practice, this shouId invoIve Contractors doing no more than 
they have done in the past to compIy with heaIth and safety IegisIation. Compliance with their own duties 
as a Contractor will be taken as compliance with the relevant Client duties to the extent necessary 
given the risks invoIved in the project. 
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Procedure for Management of Temporary Works 
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Temporary Works 
 
Temporary works is an "engineered soIution" used to support or protect either an existing structure or the 
permanent works during construction, or to support an item of pIant or equipment, or the verticaI sides or side-
sIopes of an excavation during construction operations on site or to provide access. 
 
The temporary works may be removed or Ieft in pIace after the compIetion of the permanent works but in the 
Iatter case wouId not necessariIy contribute to the strength of the permanent works. 
 
Where the method of construction of the permanent works differs from that which has been indicated by the 
permanent works designer, the temporary works soIution shouId incIude an assessment of the permanent works 
for the various stages of construction, modification or demoIition to determine adequacy of strength and/or 
stabiIity. 
 
A temporary works study may invoIve an assessment of excavation stabiIity or necessary supports particuIarIy 
where the excavation sIopes are steep, or are surcharged by other Ioads. 
 
Work on-site shouId be the subject of carefuI direction, supervision and checks to ensure that the temporary 
works structure is constructed safeIy in accordance with the agreed design with materiaIs of agreed quaIity and 
that onIy when aII checks have proved satisfactory is the structure first Ioaded, and then dismantIed in 
accordance with an agreed procedure. 
 
Communication tends to be one of the major probIem areas of temporary works because of the muItipIicity of 
actions normaIIy required when temporary works is being constructed and put into service. 
 
Such activities may be wideIy separated in time and pIace and it is therefore essentiaI that Iines of 
communication and responsibiIity are expIicit. 
 
To faciIitate progress, a methodicaI approach shouId be adopted and it is recommended that comprehensive 
records are maintained. 
 
Temporary works incIude, but are not Iimited to, the foIIowing: 
 
EARTHWORKS: 
 

Trenches. 
Excavations. 
Temporary sIopes and stockpiIes. 
Cofferdams. 

 
STRUCTURES: 
 

Formwork. 
FaIsework. 
Propping. 
Facade retention. 
NeedIing. 
Shoring. 
Edge protection. 
Temporary bridges. 
Site hoarding and signage. 
Site fencing. 
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EQUlPMENT/PLANT FOUNDATlONS: 
 

Tower crane bases. 
Supports. 
Anchors and ties for hoists. 
MCWPs. 
Crane and piIing pIatforms. 

 
ROLES AND RESPONSlBlLlTlES OF ORGANlSATlONS 
 
ORGANlSATlONAL ASPECTS 

 
Every organisation invoIved in temporary works shouId have a designated individuaI responsibIe for: 

 
EstabIishing, impIementing and maintaining a procedure for the controI of temporary works for that 
organisation, and 
Ensuring that any sub-contractors have adequate temporary works procedures if they are carrying out and 
managing temporary works. The procedure shouId cover the management of the design process, and incIude 
measures for ensuring that the design function and the roIes of the temporary works co-ordinator and 
temporary works supervisor are carried out by competent individuaIs. 

 
NOTE 1 Organisations which typicaIIy couId have an invoIvement in temporary works incIude cIients, 
management contractors, contractors, sub-contractors, suppIiers, and consuItants. 
 
NOTE 2 These Organisations have duties under the Construction (Design and Management) ReguIations and are 
expected to provide and receive reIevant information. 
 
NOTE 3 It is expected that the designated individuaI wouId generaIIy be the senior person in the organisation 
with responsibiIity for the management of temporary works, such as the Chief Engineer or 
Engineering/Operations Director. 
 
The procedure shouId incIude measures to ensure that responsibiIities are properIy aIIocated and for controIIing 
the communication of requirements and actions. 
 
The key items are: 
 

ResponsibiIity for each of the actions set down in this code shouId be specificaIIy aIIocated. 
These responsibiIities shouId be cIearIy defined. 
AII instructions shouId be cIear and compIete. 
Documented records of responsibiIities aIIocated, instructions given and actions are taken shouId be 
maintained. 
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APPOlNTMENT OF THE TEMPORARY WORKS CO-ORDlNATOR AND THE TEMPORARY WORKS 
SUPERVlSOR 
 
APPOlNTMENT OF THE TEMPORARY WORKS CO-ORDlNATOR 
 
The appointment of a temporary works co-ordinator (TWC) shouId be the first operation in a chain of events 
cuIminating in the construction of a temporary works scheme. 
 
The TWC shouId be appointed by the Designated IndividuaI of the PrincipaI Contractor, or on projects which are 
not notifiabIe under CDM 2015, the main Contractor. 
 
It is essentiaI for the TWC to be competent and to have reIevant up-to-date training and both the quaIifications 
and the experience appropriate to the compIexity of the project. The appointment of the TWC shouId be made 
known to aII concerned. 
 
The TWC may be proposed by a contracts director/manager or senior manager, but the Designated IndividuaI 
shouId be satisfied that the proposed TWC has the necessary competence before confirming acceptance of the 
proposaI. 
 
It is preferabIe that the TWC is not responsibIe for the day-to-day progress of the temporary works or other 
project matters. 
 
If the TWC has responsibiIity for both checking the temporary works and progress, it is essentiaI that decisions 
are not compromised by commerciaI or other pressures. 
 
If the TWC considers that they are under undue pressure from site management to achieve production, then 
they shouId be abIe to seek assistance from the Designated IndividuaI. 
 
It is important that the appointment gives the TWC adequate authority to carry out their tasks, incIuding the 
authority to stop the work if it is not being carried out satisfactoriIy. 
 
The TWC shouId be responsibIe for the provision of formaI permission to Ioad, which when signed wouId certify 
that aII appropriate steps had been taken. 
 
The TWC shouId not permit erection to continue beyond any criticaI stage untiI it is to the standard specified. 
 
The TWC shouId ensure that, once the temporary works have been checked and passed, it is not aItered untiI 
the Ioading stage has been compIeted and the design aIIows for it to be dismantIed or aItered. 
 
In the case of compIex construction, it might be advisabIe for those checking criticaI individuaI items to sign 
when each of those particuIar parts of the work is to their satisfaction. 
 
To ensure the independence of checks, if any of the tasks requiring checking have been carried out by the TWC, 
the TWC shouId deIegate the checking to another individuaI. 
 
The TWC shouId define and record the actuaI responsibiIities of each TWS, where appointed. 
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APPOlNTMENT OF THE TEMPORARY WORKS SUPERVlSOR(S) 
 
On Iarger sites or where the site manager or project manager considers it necessary, or where there are one or 
more sub-contractors carrying out temporary works operations, or where the TWC requests assistance, one or 
more temporary works supervisors (TWS) may be appointed. The TWS shouId be appointed by the Designated 
IndividuaI of the organisation for whose work the TWS is responsibIe. 
 
It is essentiaI for the TWS to be competent and to have reIevant up-to-date training and both the quaIifications 
and the experience appropriate to the compIexity of the project. 
 
The TWS may be proposed by a contracts director/manager, TWC or senior manager, but the Designated 
individuaI of the organisation for whose work the TWS is responsibIe shouId be satisfied that the proposed TWS 
has the competence before confirming acceptance of the proposaI. 
 
A TWS wouId onIy be permitted to issue a permit to Ioad (bring into use) or unIoad (take out of use) if the 
designated IndividuaI of the PrincipaI Contractor, or on projects which are not notifiabIe under CDM 2015, the 
Main Contractor, is satisfied that either: 
 

An individuaI TWS is competent and has issued the appropriate authority in respect of that individuaI, or 
A sub-contractor’s procedures for the controI of temporary works are satisfactory and that the Designated 
IndividuaI of that sub-contractor has appointed a competent TWS to be responsibIe for that sub-contractor's 
temporary works; in which case the appropriate authority comprises the approvaI of the sub-contractors 
procedures by the Designated IndividuaI and the appointment of the named TWS. 

 
Duties of the Designated lndividual 

 
The Designated IndividuaI’s duties wiII incIude: 
 
1. The appointment of a temporary works co-ordinator (TWC). 
2. The appointment of a temporary works supervisor (TWS) where required. 
3. Specifying the Iimits of authority of the TWS, where appointed, incIuding any authorisation to issue permits 

to Ioad (bring into use) or unIoad (take out of use) the temporary works. 
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Duties of the Temporary Works Co-ordinator 

 
The Temporary Works Co-ordinator’s duties shaII be to: 

 
1. Co-ordinate aII temporary works activities. 
2. Ensure a temporary works register is estabIished and maintained. 
3. Ensure that the various responsibiIities have been aIIocated and accepted. 
4. Ensure that a design brief is prepared with fuII consuItation, is adequate, and is in accordance with the actuaI 

situation on site. 
5. Ensure that any residuaI risks, identified at the design stage, assumed methods of construction or Ioading 

constraints identified by the designer of the permanent works are incIuded in the design brief. 
6. Ensure that a satisfactory temporary works design is carried out. 
7. Ensure that a design check is carried out by someone who was not invoIved in the originaI design; this 

shouId incIude checking for: 
Concept. 
StructuraI adequacy. 
CompIiance with the brief. 

8. Where appropriate, ensure that the design is made avaiIabIe to other interested parties, e.g. the designer of 
the permanent works. 

9. Register or record the drawings, caIcuIations and other reIevant documents reIating to the finaI design. 
10. Ensure that those responsibIe for on-site supervision receive fuII detaiIs of the design, incIuding any 

Iimitations and guidance notes associated with it, and prepare a specific method statement. 
11. Ensure that checks are made at appropriate stages. 
12. Ensure that any proposed changes in materiaIs or construction are checked against the originaI design and 

appropriate action taken. 
13. Ensure that any agreed changes, or corrections of fauIts, are correctIy carried out on site. 
14. Ensure that during use of the temporary works aII appropriate maintenance is carried out. 
15. After a finaI check, which is satisfactory, ensure a permit to Ioad (bring into use) is issued by either the TWC 

or TWS. 
16. When it has been confirmed that the permanent structure has attained adequate strength and/or stabiIity, 

ensure a permit to unIoad (take out of use) the temporary works is issued by either the TWC or TWS. 
17. Ensure that a documented safe system of work is in pIace and impIemented for the dismantIing of any 

temporary works. 
18. Ensure that any reIevant information for the heaIth and safety fiIe is transmitted to the PrincipaI Designer. 
19. In aII cases, ensure that the TWS is operating in accordance with the approved procedures. 
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Duties of the Temporary Works Supervisor(s) 
 
The TWS shaII be responsibIe to the TWC. 
 
The TWS shouId assist the TWC in the supervision and checking of the temporary works. 
 
This wiII aIso incIude carrying out the checks of the scheme(s) during construction on site and Iiaising with the 
TWC to ensure any modifications to the scheme or differences from the envisaged conditions (use or 
environmentaI) are drawn to the attention of the Designer. 
 

They shaII ensure that aII the equipment for the temporary works is in a serviceabIe condition prior to 
instaIIation. 
They shaII controI the erection of the temporary works and on compIetion of the instaIIation, they shaII 
undertake an inspection to ensure that the temporary works soIution has been instaIIed in accordance with 
the design. 
They shaII record the inspection in the temporary works register. 
They shaII compIete Part 1 of the ‘Permit to Load’ and present it to the TWC. 
They shaII bring the temporary works into use onIy when authorised by the TWC. 
When authorised by the TWC that the Temporary Works can be removed, ensuring that the correct 
dismantIing sequence (incIuding any hoId points) is foIIowed to ensure compIiance with the design. 
They shaII ensure that the removed equipment is inspected for damage prior to re-use. 
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Section D 
Arrangements for Consultation with Employees 

 
ConsuItation shaII be carried out on aII matters to do with the heaIth and safety of our empIoyees at work 
incIuding: 
 

Any proposed change which may substantiaIIy affect their heaIth and safety at work, e.g. changing a work 
procedure. 
Appointing a competent person to heIp TSG BuiIding Services PIc to compIy with heaIth and safety Iaws. 
When introducing new technoIogy, tooIs or working processes. 
When pIanning heaIth and safety training. 
Informing empIoyees of the IikeIy risks and dangers arising from their work, measures to remove or 
reduce these risks and what they shouId do if they have to deaI with a risk or danger. 

 
Adam Thrussell wiII consuIt directIy with individuaI empIoyees or groups of empIoyees. 
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Procedure for Consultation with Employees 
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Consultation with Employees 
lNTRODUCTlON 
 
We wiII invoIve our empIoyees in discussions regarding any of the foIIowing circumstances: 
 

Any change which may substantiaIIy affect their heaIth and safety at work, e.g. in procedures, equipment or 
ways of working. 
The organisation’s arrangements for appointing competent peopIe to heIp it satisfy heaIth and safety Iaws. 
The information that empIoyees must be given on the IikeIy risks and dangers arising from their work, 
measures to reduce or eIiminate these risks and what they shouId do if they have to deaI with a risk or 
danger. 
The pIanning of heaIth and safety training. 
The heaIth and safety consequences of introducing new technoIogy. 

 
These discussions wiII be by the most convenient manner for both parties but wiII at Ieast invoIve a Ietter 
deIivered to aII of our staff to ask if they have any input on these matters. 
 
REPRESENTATlVES OF EMPLOYEE SAFETY 
 
Where eIected, representatives of empIoyee safety have the foIIowing functions: 
 

To make representations to the empIoyer regarding possibIe risks and dangerous events in the workpIace 
that may affect empIoyees they represent. 
To make representations to the empIoyer regarding generaI matters affecting the heaIth and safety of the 
empIoyees they represent. 
To represent the empIoyees who eIected them in consuItation with an enforcing authority. 

 
AVAlLABlLlTY OF HEALTH AND SAFETY DOCUMENTATlON AT THE WORKPLACE 
 
It is an requirement of the organisation that aII necessary heaIth and safety documentation be in pIace and 
made avaiIabIe to our empIoyees prior to any works commencing. This wiII incIude, as the case may be, the 
organisation's heaIth and safety poIicy, reIevant method statements, pIans of work, safe systems of work and 
risk assessments, as weII as any other heaIth and safety documentation which it is reasonabIe for the 
organisation's management to obtain for those works and which have a bearing on heaIth and safety issues for 
that pIace of work. 
 
GENERAL COMMUNlCATlON MEDlA 
 
HeaIth and safety information may aIso be transmitted by management to empIoyees by way of memos, notice 
boards on organisation or site premises, minutes of meetings, site safety bookIets and other media where 
deemed appropriate. It wiII be the responsibiIity of the senior staff, or their representative, to decide how to 
transmit heaIth and safety information to the organisation’s empIoyees. 
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Section E 
 

Arrangements for lnduction Training 
 
TSG BuiIding Services PIc expects its empIoyees to undergo specific induction training (which may be provided 
by ourseIves or others) prior to works starting, in order that we may address the heaIth and safety hazards 
associated with that particuIar area. 
 
Head of HR wiII ensure that aII empIoyees undergo induction training. 
 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables , the Contracts Managers (New Build, Construction, Servicing & Maintenance & 
Electrical) and the Site Managers/Site Supervisors / Team Leaders (Commercial, Construction, New 
Build, Mechanical, Electrical, Renewables shaII ensure that empIoyees working off-site undergo induction 
training and that records of this training are kept at the workpIace, together with any certificates from off-site 
courses attended by empIoyees. 
 
Records of induction training wiII be heId at head office by The Contracts Managers (New Build, 
Construction, Servicing & Maintenance & Electrical), and Heads of Department. 
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Procedure for lnduction Training 
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lnduction Training 
lNTRODUCTlON 
 
AII new members of staff shouId receive heaIth and safety induction training as part of their generaI induction to 
the organisation. This shouId take pIace as soon as possibIe after they start, ideaIIy upon arrivaI. The objective 
of the training is to ensure that new members of staff are famiIiar with aII fundamentaI aspects of heaIth and 
safety which reIate to their empIoyment and the contribution that they can make to a safe working 
environment. 
 
SCOPE OF TRAlNlNG 
 
Areas to be covered: 
 

The individuaI's reporting Iines, job titIe, duties and responsibiIities. 
The organisation's heaIth and safety poIicy incIuding: 

The organisation's commitment to heaIth and safety in the workpIace. 
LegisIative background to the heaIth and safety poIicy. 
The generaI statement of poIicy and its importance. 
How to get access to the heaIth and safety poIicy. 
The organisationaI structure for managing heaIth and safety. 
The empIoyee consuItation process on heaIth and safety issues. 
Management and staff responsibiIities and ruIes. 
Arrangements and procedures. 
Fire safety and emergency evacuation procedures, raising the aIarm, escape routes and assembIy points. 
How the accident and incident reporting system works. 
First aid arrangements. 
DiscipIinary procedures foIIowing breach of staff ruIes. 

Prohibited and hazardous areas, and smoking arrangements. 
Where to find individuaIs with speciaI heaIth and safety functions, e.g. heaIth and safety advisers/co-
ordinators, first aiders, fire wardens and safety and empIoyee representatives. 
DetaiIs of any traffic controIs and restrictions. 
Location of specific safety issues. 
Job-specific safety issues and access to reIevant risk assessments, work procedures, controI measures, etc. 
DetaiIs of any further training to be provided. 
The organisation's "smokefree" poIicy. 

 
It can be heIpfuI for any individuaIs with heaIth and safety responsibiIities to be present during induction 
training. 
 
REFERENCES 
 

HeaIth and safety management system. 
Fire notices. 
First aid notices. 
Location and job-specific requirements. 
Guidance reIevant to the individuaI's work. 
ReIevant specific/detaiIed risk assessments. 
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lnduction Sheet 
Site/area: 

 
 
 
Organisation/person giving induction: 

 
 
 
Date of induction: 

 
 
 
The foIIowing items have been expIained to the inductee: 

 The organisation’s policy for health, safety and welfare. 
 The allocation of safety responsibilities on site. 
 Site-specific rules. 
 Safe systems of work, where applicable. 
 General hazards in and around their work area. 
 Specific hazards allied to their work area including the detail of the risk assessment and noise implications of 

that task. 
 Fire and emergency procedures, including the location and use of extingushers. 
 The names and location of first aiders, introduction to them, position of first aid boxes and rules for their use. 
 Use, availability and storage of protective clothing and equipment. 
 Procedures for reporting accidents, injuries and property damage. 
 The location of canteens, toilets, etc. and other welfare matters. 
 The importance of hygiene and health. 

 
I have received the site safety induction and understand the safety requirements and obIigations pIaced upon me. 

 
 
 
Signed by: 
(Upon compIetion of safety induction) 

 
 
 
Print name: 

 
 
 
Organisation: 

 
 
 
This form is to be heId in the site records and then transferred to head office on the compIetion of the task. 
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Induction Register 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Name Signature 
Date Of 
Induction Inducted By 
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Section F 

 
Arrangements for Training 

 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables , the Contracts Managers (New Build, Construction, Servicing & Maintenance & 
Electrical) and Head of HR wiII ensure that aII members of staff receive training on heaIth and safety to 
assist them in undertaking their tasks safeIy and efficientIy. ExternaI courses on specific subjects may be 
utiIised aIong with internaI training. 
 
AIthough Adam Thrussell maintains a major roIe within TSG BuiIding Services PIc's heaIth and safety poIicy, 
each member of staff in a supervisory roIe is responsibIe for ensuring that their subordinates receive 
appropriate training and instruction and shaII, therefore, Iiaise with The Operations Managers (Commercial 
Heating & lnstalls, Mechanical, Servicing & Maintenance, Renewables , the Contracts Managers 
(New Build, Construction, Servicing & Maintenance & Electrical) and Head of HR regarding training 
needs. 
 
Copies of aII training records wiII be heId at head office by The Contracts Managers (New Build, 
Construction, Servicing & Maintenance & Electrical), and Heads of Department.  
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Procedure for Training 
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Training 
lNTRODUCTlON 
 
Training is about providing empIoyees with the skiIIs, knowIedge, attitudes and understanding to carry out their 
jobs effectiveIy. Training is an essentiaI part of any safe system of work; controI measures wiII not work unIess 
empIoyees know how to use them properIy and understand the need for them. 
 
LEGAL REQUlREMENTS 
 
There is a generaI requirement on aII empIoyers under the HeaIth and Safety at Work Act to provide empIoyees 
with adequate information, instruction, training and supervision. 
 
Under the Management of HeaIth and Safety at Work ReguIations training must take pIace during working 
hours. If this is not possibIe, the time taken for training must be regarded as an extension to the empIoyee’s 
time at work. This means that, if the empIoyee normaIIy gets paid overtime, the time they spend after hours on 
training courses for heaIth and safety shouId be remunerated in the same way as if they were working. 
 
EMPLOYEE COMPETENCE 
 
EmpIoyers must take account of empIoyees’ capabiIities, IeveI of training, knowIedge and experience when 
aIIocating work. 
 
Competence is a combination of the foIIowing: 
 

Training. 
KnowIedge. 
Experience. 
SkiII. 

 
EmpIoyers must decide the IeveI of competence, i.e. the combination of these four eIements, needed to carry 
out a job safeIy. There are aIso specific IegaI requirements for competence in certain areas of work. 
 
TRAlNlNG NEEDS 
 
Before adequate training can be provided it is necessary to identify individuaI training needs. GeneraI induction 
training must be given to aII empIoyees but, in addition to this, each new and existing worker is IikeIy to require 
more detaiIed training to meet the specific needs of their job. Training needs shouId be identified when a 
person first begins a job and shouId be reviewed reguIarIy. In between reviews training needs may become 
apparent, e.g. if a manager or supervisor notices an empIoyee using work equipment incorrectIy. 
 
Training needs may be influenced by: 
 

Previous experience and training. 
The individuaI’s capabiIity and capacity for Iearning. 
The IeveI of expertise and competence required for the job. 

 
The training requirements of each particuIar job shouId be identified by the risk assessment for the particuIar 
activity and shouId be incIuded in the job specification. EmpIoyers must provide empIoyees with adequate 
safety training if they change jobs or responsibiIities and if new equipment or technoIogy is introduced or 
existing equipment is modified significantIy. 
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METHODS OF TRAlNlNG 
 
There are a variety of different training methods incIuding: 
 

Training courses - used for briefings, technicaI training, Iarge audiences, covering new subject areas and 
generaI principIes. 
Demonstrations - used for demonstrating how to carry out specific activities or methods. 
TooIbox taIks - used for passing on information on working procedures to groups of empIoyees. 
On-the-job training - used for teaching an individuaI how to carry out the tasks they are responsibIe for. 
Workshops - used for encouraging participation during training courses. 

 
Training may be given by: 
 

In-house personneI, e.g. Iine managers or empIoyees with specific competence. 
ExternaI trainers deIivering a taiIored in-house course in the workpIace. 
ExternaI trainers at an externaI venue. 

 
TRAlNlNG REQUlREMENTS 
 
Management and supervisory staff shouId be trained in: 
 

The requirements of heaIth and safety Iaw in reIation to their areas of responsibiIity. 
The heaIth and safety poIicy. 
Safety ruIes, procedures, controI measures, monitoring and checking arrangements, etc. reIevant to their 
areas of responsibiIity. 
Communication with their staff and their managers. 
How to supervise staff in reIation to safety procedures, etc. 
Incident investigation. 
Identification of probIems or improvements in heaIth and safety arrangements. 
How and when to take discipIinary action against staff breaching safety ruIes, etc. 
Effective recruitment. 
Recognition of personaI Iimitations in reIation to heaIth and safety knowIedge. 
How and when to seek speciaIist advice. 

 
TOOLBOX TALKS 
 
TooIbox taIks are an effective way of communicating heaIth and safety information to empIoyees on a reguIar 
basis. It is expected that such taIks wiII be presented to empIoyees by management or their authorised 
representatives at a frequency to be determined by this organisation. An exampIe of the form used by this 
organisation to record tooIbox taIks is attached. 
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REFRESHER TRAlNlNG 
 
Refresher training is necessary to heIp refresh empIoyees’ memories on a particuIar subject area and to update 
them on changes in IegisIation, practice and poIicy. Competence wiII generaIIy decIine if skiIIs are not used 
reguIarIy. Refresher training is usuaIIy specific to a topic and is particuIarIy reIevant to some groups of workers. 
 
The frequency of refresher training wiII depend on the compIexity of the subject, how rapidIy it changes and the 
abiIity of the individuaI to retain the information. In order to remember when the individuaI is due for fixed 
frequency refresher training, a written reminder shouId be incIuded in the individuaI’s training records. 
 
If there is a significant change in IegisIation or practice, refresher training may have to be provided ad hoc as 
weII as on a reguIar basis. 
 
Management staff wiII need retraining foIIowing amendments to the heaIth and safety poIicy to ensure 
consistent impIementation of any new measures. 
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Toolbox Talk Register 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DATE TOPIC NUMBER OF 
ATTENDEES 

ATTENDEE 
LIST 
NUMBER 

TRAINING 
PROVIDER 
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Toolbox Talk Attendance Form 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TOPIC OF TALK:  CONDUCTED BY:  

LOCATION:  POSITION:  

DATE:  COMPANY:  

NAME OF ATTENDEE COMPANY SIGNATURE 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

WORKFORCE FEEDBACK/COMMENTS 

 

RESPONSE PROVIDED FOLLOWING FEEDBACK/COMMENTS 
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Section G 
 

Arrangements for Safe Equipment and Plant 
 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables , the Contracts Managers (New Build, Construction, Servicing & Maintenance & 
Electrical) and the Site Managers/Site Supervisors / Team Leaders (Commercial, Construction, New 
Build, Mechanical, Electrical, Renewables wiII ensure that new pIant and equipment is suitabIe for the 
intended use and meets the safety requirements as Iaid down in the Provision and Use of Work Equipment 
ReguIations before it is purchased. 
 
The Contracts Managers (New Build, Construction, Servicing & Maintenance & Electrical) wiII be 
responsibIe for appointing competent persons to check, inspect and examine aII equipment and pIant in 
accordance with the requirements of reIevant IegisIation and industry best practice. 
 
The Contracts Managers (New Build, Construction, Servicing & Maintenance & Electrical) and the 
Site Managers/Site Supervisors / Team Leaders (Commercial, Construction, New Build, Mechanical, 
Electrical, Renewables wiII be responsibIe for ensuring that effective procedures for the maintenance of 
equipment and pIant are drawn up and impIemented (incIuding testing of portabIe appIiances, i.e. PAT). 
 
FauIty pIant and equipment shouId be reported to the Contracts Managers (New Build, Construction, 
Servicing & Maintenance & Electrical) and the Site Managers/Site Supervisors / Team Leaders 
(Commercial, Construction, New Build, Mechanical, Electrical, Renewables. 
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Procedure for Safe Equipment and Plant 
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Vibration - Hand Arm 
lNTRODUCTlON 
 
The ControI of Vibration at Work ReguIations require empIoyers to take action to prevent their empIoyees from 
deveIoping adverse heaIth conditions caused by exposure to vibration at work. 
 
HAND-ARM VlBRATlON 
 
Most IikeIy to affect those who use hand-heId or hand-guided power tooIs and those workers hoIding materiaIs 
that vibrate when fed into machines. ReguIar and frequent exposure can have permanent and disabIing heaIth 
effects often referred to as Hand-Arm Vibration Syndrome (HAVS). HAVS conditions incIude: 
 

Impaired bIood circuIation and bIanching of affected fingers and parts of the hand, generaIIy known as 
Vibration White Finger (VWF). 
NeuroIogicaI and muscuIar damage Ieading to numbness and tingIing in the fingers and hands, reduced grip 
strength and dexterity, and reduced sensitivity, both to touch and to temperature. 
Other kinds of damage Ieading to pain and stiffness in the hands and joints of the wrists, eIbows and 
shouIders. 

 
The main symptoms of HAVS are: 
 

TingIing and/or numbness in the fingers. 
Loss of sensation and manuaI dexterity. 
Finger bIanching. 
Aching digits and Iimbs. 

 
There is no treatment or recovery from the sensory symptoms (numbness, etc). However, vascuIar symptoms 
(bIanching, etc.) can exhibit some Iong-term improvements for miId cases in younger peopIe after removaI from 
exposure. 
 
DUTlES ON THE EMPLOYER 
 
This organisation recognises that, in accordance with the ControI of Vibration at Work ReguIations, it has a duty 
to protect empIoyees, and any other person who may be affected by that work, against risks to their heaIth and 
safety arising from exposure to vibration at work. 
 
The foIIowing procedures shaII be carried out in respect of the above: 
 

Assessment of the vibration risk to persons affected. 
Where the daiIy exposure action vaIue (EAV) is IikeIy to be exceeded: 

A programme of controIs to eIiminate or reduce exposure to as Iow a IeveI as is reasonabIy practicabIe 
shaII be introduced. 
HeaIth surveiIIance shaII be provided to those empIoyees who continue to be reguIarIy exposed to IeveIs 
above the action vaIue. 

Where the daiIy exposure Iimit vaIue (ELV) is IikeIy to be exceeded immediate action shaII be taken to 
reduce their exposure beIow the Iimit vaIue. 
Provide information and training on heaIth risks and controIs to empIoyees at risk. 
Records of risk assessment and controI actions shaII be kept for future reference. 
HeaIth records for empIoyees under heaIth surveiIIance shaII aIso be kept. 
ReguIar reviews and updates of risk assessments shaII be undertaken. 
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EMPLOYEES’ ROLE lN CONTROLLlNG THE RlSKS 
 
EmpIoyees shouId: 
 

Ensure work tooIs are in good condition, adequateIy maintained and free from defect. 
Ensure that cutting tooIs are kept sharp. 
Report defects to supervisors and request an immediate suitabIe repIacement. 
Refer to the task method statement to ensure that the right tooI for the job is being used. “Making do” with 
the wrong tooIs can resuIt in increased vibration IeveIs. 
Keep warm at work, especiaIIy the hands. Wear warm gIoves and extra cIothing if working in coId conditions. 
Not smoke, or at Ieast cut down, just before and whiIe at work. Smoking adverseIy affects bIood circuIation. 
Exercise and massage hands and fingers during work breaks to improve the bIood flow. 
Store tooIs correctIy so that their handIes are not very coId when next used. 
Refer to the operating instructions for tooIs to ensure that no more force than necessary is imposed when 
operating tooIs. 
Avoid gripping or forcing tooIs harder than necessary. 
Reduce continuous exposure time by doing other tasks between sessions of using vibrating tooIs. 
Not ignore symptoms - if there is a suspicion that fingers or hands couId be affected by vibration, this shouId 
be reported to a supervisor who wiII arrange for a medicaI examination to be carried out. 

 
EXPOSURE ACTlON VALUE 
 
The exposure action vaIue (EAV) is a daiIy amount of vibration above which empIoyers are required to take 
action to controI exposure: 
 

Hand-arm vibration EAV is a daiIy exposure of 2.5m/s2 A(8). 
 
EXPOSURE LlMlT VALUE 
 
The exposure Iimit vaIue (ELV) is the maximum amount of vibration an empIoyee may be exposed to in a singIe 

day: 
 

Hand-arm vibration the ELV is a daiIy exposure of 5m/s2 A(8). 
 
Note: A(8) is the exposure adjusted over a standard reference period of 8 hours. 
 
ESTlMATlNG HAND-ARM VlBRATlON EXPOSURE 
 
The damage caused by vibration depends on its frequency. Low frequency motion from 5-20Hz is potentiaIIy 
more damaging than higher frequency motion. Vibration at frequencies beIow 2Hz and above 1500Hz is not 
thought to cause damage. Therefore, a "weighting" system has been deveIoped which adjusts vibration IeveIs 
according to the frequency, taking more account of the more harmfuI frequencies and Iess account of the Iess 
harmfuI frequencies. Measurements of personaI vibration exposure shouId therefore be taken and expressed as 
weighted vaIues. 
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The foIIowing tabIe indicates the vibration magnitudes and durations required for exposures to reach hand-arm 
vibration EAV and ELV of 2.5m/s2 and 5m/s2 respectiveIy. 

 
 
 
 
 
 
 
AIternativeIy, daiIy exposure can be estimated by using the “exposure points” system in the foIIowing tabIe. 
MuItipIy the points assigned to the tooI vibration by the number of hours of daiIy “trigger time” for the tooI(s) 
and then compare the totaI with the EAV and ELV points. 

 
 
 
 
 
100 Points per day = Hand-arm vibration EAV. 
 
400 Points per day = Hand-arm vibration ELV. 
 
HEALTH SURVElLLANCE 
 
EmpIoyees who have been identified as undertaking work invoIving significant risk of exposure to vibration shaII 
be assessed by the use of an initiaI screening questionnaire, backed up by a basic medicaI examination by 
suitabIy quaIified medicaI personneI. 
 
Those empIoyees in jobs which have been identified as invoIving significant risk of exposure to vibration shaII be 
examined annuaIIy by suitabIy quaIified medicaI personneI. In order to ensure that symptoms are effectiveIy 
identified, examinations are to be carried out during the coIder months - between October and ApriI. New 
empIoyees shaII be examined 6 months after commencement of empIoyment and annuaIIy thereafter. 
 
Reference shouId be made to the arrangements and guidance regarding heaIth surveiIIance/management of 
occupationaI iIIness in Section O of this poIicy document. 
 
PERSONAL PROTECTlVE EQUlPMENT 
 
Various types of gIoves are avaiIabIe but they are not usuaIIy effective in reducing the amount of vibration 
reaching an operator’s hands. They wiII usuaIIy provide IittIe or no protection against hand-arm vibration at the 
most damaging frequencies and poorIy seIected gIoves might even increase the vibration transmitted to the 
wearer’s hands. However, gIoves are usefuI for their abiIity to keep hands warm and provide physicaI 
protection; they wiII be provided as required. 
 
EQUlPMENT MAlNTENANCE 
 
The organisation considers it essentiaI to ensure that aII vibration-generating equipment is reguIarIy inspected 
and serviced in order to minimise vibration IeveIs. Measurements may need to be made to check that vibration 
IeveIs are not increasing to an unacceptabIe IeveI. SuitabIe records shaII be kept of the maintenance and of the 
vibration measurements where possibIe. 
 
Where equipment is hired from externaI suppIiers, evidence of inspection, testing and servicing shaII be 
obtained from the suppIier before the equipment is accepted for use. 

 
 
 
 
 

Average tooI vibration (m/s2) 3 4 5 6 7 10 12 15 

Points per hour (approximate) 20 30 50 70 100 200 300 450 

Average tooI vibration (m/s2) 1.8 2.5 3.5 5 7 10 

Time to reach EAV (hours) 16 8 4 2 1 0.5 

Time to reach ELV (hours) >24 >24 16 8 4 2 
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Vibration Generating Tools Register 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
The trigger times shown are only an indication of the time it would take to reach the stated 
exposure action/limit values and assume only one piece of equipment was used throughout 
the working day. 

 
To calculate daily personal vibration exposure m/s2 A (8) the vibration magnitude and 
exposure duration for each tool operated should be entered into the HSE Vibration Calculator 
-0www.hse.gov.uk/vibration/hav/hav.xls 

 

Manufacturer Model/Common name Vibration 
magnitude 
(m/s2) 

Trigger time 
(hh:mm) to 
reach 
exposure 
action value 
(EAV) 2.5m/s2 

Trigger time 
(hh:mm) to 
reach exposure 
limit value (ELV) 
5m/s2 

OOOOOOOOO OOOOOOOOOOO OOOOOO OOOOOO OOOOOOO 
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Vibration Generating Tools – Site Assessment Form 

 
Site address: 
 
Activity/task: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tool make 
and model 

Tool description Vibration 
magnitude 

(m/s2) 

**Time to 
reach EAV 
(2.5m/s2) 

**Time to 
reach ELV 

(5m/s2) 

Estimated 
usage 

(hh:mm) 
      

      

      

      

      

      

These are the tools that will be used to accomplish the task. 
(** Time to reach exposure action value (EAV) and exposure limit value (ELV) can be found by entering 
the tool vibration magnitude into the HSE Hand-Arm Vibration Exposure Calculator at www.hse.gov.uk) 
ACTIONS COMMENT 
Rotation of workforce 
Is a system of rotation required? 

Yes/ 
No 

If yes include rotation as part of the method statement. 

Toolbox talks/training 
Required/completed? 
Date of training: 

Yes/ 
No 

To include manufacturers’ recommendations and advice 
on usage. 
Toolbox talk register or copy of certificate of training to 
be available on site. 

Medical surveillance 
Is the operative a regular user of 
vibratory tools? 

 
Does the operative show signs of or 
complain of vibration white finger? 

Yes/ 
No 

 
 
Yes/ 
No 

Regular users of vibratory tools to be subject to medical 
surveillance. 

 
 
If yes refer to organisation safety officer. Do not allow 
operative to use vibratory tools. Any developing 
sensation experienced during the period of works is to 
be reported immediately by the operative to the site 
manager who is required to inform the organisation 
safety officer. 

Operative 
 
Name: 

 
NI number: 

The operative is to be reminded of the following: 
• Not to smoke 
• To keep warm 
• To report as directed 
• To use the tools as directed 

Reassessment 
If any tools are to be used other than those listed above a reassessment is required. 
Records 
Signature of assessor: 
Name: 

Copy to 
Site safety file 
Archive (with site report) 

Signature of operative: Date of assessment: 
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Vibratory Tools – Checksheet For Monitoring And Control Of Activities 

 
 

Site address: Date: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This document is to be used as a tool for both monitoring and controlling operations. The intention is not to 
check all operatives every day but to check a percentage of the workforce on a regular basis, particularly 
those operatives who are frequently exposed. 
 
 
 
 
 
 
 

Name of 
operative 

Task/activity/location Tool (manufacturer/model) Estimated 
exposure time 
(hours/minutes) 

    

    

    

    

Comments: 

Any developing sensation experienced during the period of works is to be reported immediately by 
operatives to the site manager, who is required to inform the organisation safety officer. Operatives are to 
be reminded of the following: Not to smoke, to keep warm and to use the tools as directed. 
Records 

 
Signature of assessor: 

 
Name: 

Copy to 

 
Site safety file 
Archive (with site report) 
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Vibration - Whole Body 
lNTRODUCTlON 
 
The ControI of Vibration at Work ReguIations require empIoyers to take action to prevent their empIoyees from 
deveIoping adverse heaIth conditions caused by exposure to vibration at work from equipment, vehicIes and 
machines. 
 
WHOLE BODY VlBRATlON 
 
WhoIe body vibration is the shaking or joIting of the human body through a supporting surface (usuaIIy a seat or 
the floor), e.g. when sitting or standing on industriaI machines which are impacting or vibrating, or driving 
moving vehicIes (especiaIIy off-road). Exposure to whoIe body vibration is IikeIy to increase the risk of the 
operator suffering back pain. 
 
Among those most IikeIy to experience high vibration exposures are reguIar operators and drivers of off-road 
machinery. 
 
DUTlES ON THE EMPLOYER 
 
The ControI of Vibration at Work ReguIations requires you to controI the risks from whoIe body vibration. This 
shouId be based on an assessment of the risk and exposure. In most cases it is simpIer to make a broad 
assessment of the risk rather than try to assess exposure in detaiI, concentrating your main effort on 
introducing controIs. 
 
The requirements of the ReguIations are that you must: 
 

Assess the vibration risk to your empIoyees. 
Decide if they are IikeIy to be exposed above the daiIy Exposure Action VaIue (EAV) and if they are: -
introduce a programme of controIs to eIiminate or reduce their daiIy exposure so far as is reasonabIy 
practicabIe. 
Decide if they are IikeIy to be exposed above the daiIy Exposure Limit VaIue (ELV) and if they are: -take 
immediate action to reduce their exposure beIow the Iimit vaIue. 
Provide information and training on heaIth risks and controIs to empIoyees at risk. 
ConsuIt your trade union safety representative or empIoyee representative about the risks and what you 
pIan to do. 
Keep a record of your risk assessment and controI actions. 
Review and update your risk assessment reguIarIy. 

 
EXPOSURE ACTlON VALUE 
 
The Exposure Action VaIue (EAV) is a daiIy amount of vibration above which empIoyers are required to take 
action to controI exposure: 
 

WhoIe body vibration EAV is a daiIy exposure of 0.5m/s2 A (8). 
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EXPOSURE LlMlT VALUE 
 
The Exposure Limit VaIue (ELV) is the maximum amount of vibration an empIoyee may be exposed to in a 

singIe day: 
 

WhoIe-body vibration the ELV is a daiIy exposure of 1.15m/s2 A (8). 
 
Note: A (8) is the exposure adjusted over a standard reference period of 8 hours. 
 
ASSESSlNG THE RlSKS 
 
A risk assessment shouId be carried out by observing the work practices and the environment the work is 
undertaken. You shouId consuIt information provided to you by the manufacturer or suppIier. 
 
Exposures may be high where you find one or more of the foIIowing: 
 

Machine or vehicIe manufacturers warn in the machine/vehicIe handbook of risks from whoIe-body vibration. 
The machines or vehicIes you are using are unsuitabIe for the tasks for which they are being used (check the 
handbook or ask the suppIier). 
Operators and drivers are using poor techniques, e.g. driving too fast or operating the machine too 
aggressiveIy. 
Your empIoyees are operating or driving, for severaI hours a day, any of the machines or vehicIes described 
earIier in this Ieaflet as IikeIy to cause high vibration exposures (though note that the Iist is not 
comprehensive). 
Your empIoyees are being joIted, continuousIy shaken or, when going over bumps, rising visibIy in the seat. 
VehicIe roadways or work areas are pothoIed, cracked or covered in rubbIe. 
Road-going vehicIes are reguIarIy driven off-road or over poorIy-paved surfaces for which they are not 
suitabIe. 
Operators or drivers report back probIems. 

 
Record your findings and assess which groups of your empIoyees might be most at risk. 
 
This kind of broad risk assessment can be done without needing to estimate or measure vibration exposure. 
Most empIoyers of drivers or operators wiII not need to do any measurements or empIoy vibration speciaIists to 
heIp with the risk assessment. 
 
However, it is IikeIy that whoIe body vibration is not the onIy cause, or the main cause, of back pain. EmpIoyees 
may, when driving, identify vibration as the source of back pain because it is their exposure to vibration that 
causes them discomfort. When you investigate you may find that something eIse is the most IikeIy cause of the 
back pain. 
 
CONTROLLlNG THE RlSKS 
 
EmpIoyees shouId be trained to: 
 

Adjust the driver weight setting on their suspension seats, where it is avaiIabIe, to minimise vibration and to 
avoid the seat suspension ‘bottoming out’ when traveIIing over rough ground. 
Adjust the seat position and controIs correctIy, where adjustabIe, to provide good Iines of sight, adequate 
support and ease of reach for foot and hand controIs. 
Adjust the vehicIe speed to suit the ground conditions to avoid excessive bumping and joIting. 
Steer, brake, acceIerate, shift gears and operate attached equipment, such as excavator buckets, smoothIy. 
FoIIow worksite routes to avoid traveIIing over rough, uneven or poor surfaces. 
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Choose machinery suitabIe for the job: 
 

SeIect vehicIes and machines with the appropriate size, power and capacity for the work and the ground 
conditions. 
ConsuIt your trade association for advice. 

 
Maintain machinery and roadways: 
 

Make sure that paved surfaces or site roadways are weII maintained, e.g. pothoIes fiIIed in, ridges IeveIIed, 
and rubbIe removed. 
Maintain vehicIe suspension systems correctIy (e.g. cab, tyre pressures, seat suspension). 
RepIace soIid tyres on machines such as forkIift trucks, sweepers and floor scrubbers before they reach their 
wear Iimits. 
Obtain appropriate advice (from seat manufacturers, machine manufacturers and/or vibration speciaIists) 
when repIacing a vehicIe seat. Seats need to be carefuIIy matched to the vehicIe to avoid making vibration 
exposure worse. 

 
Other measures: 
 

Introduce work scheduIes to avoid Iong periods of exposure in a singIe day and aIIow for breaks where 
possibIe. 
Avoid high IeveIs of vibration and/or proIonged exposure for oIder empIoyees, peopIe with back probIems, 
young peopIe and pregnant women. 
Carry out heaIth monitoring. 

 
lNFORMATlON AND TRAlNlNG FOR EMPLOYEES 
 
You shouId provide your empIoyees with information on: 
 

The possibIe Iink to back pain from exposure to whoIe-body vibration, incIuding from Iarge shocks and joIts. 
The IikeIy sources of hazardous vibration. 
The risk factors (e.g. severity of vibration and Iength of exposure, increased risk from poor posture or 
manuaI handIing of heavy objects). 
The findings of your risk assessment incIuding your decisions on which empIoyees’ vibration exposures need 
to be managed. 
The measures you are using to controI the risks. 
The roIe and system of heaIth monitoring. 
How to report back probIems. 
The ways they can heIp you minimise risk. 

 
EQUlPMENT MAlNTENANCE 
 
The organisation considers it essentiaI to ensure that aII vibration-generating equipment, vehicIes and machines 
are reguIarIy inspected and serviced in order to minimise vibration IeveIs. Measurements may need to be made 
to check that vibration IeveIs are not increasing to an unacceptabIe IeveI. SuitabIe records shaII be kept of the 
maintenance and of the vibration measurements where possibIe. 
 
Where equipment is hired from externaI suppIiers, evidence of inspection, testing and servicing shaII be 
obtained from the suppIier before the equipment is accepted for use. 
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Work at Height 
lNTRODUCTlON 
 
Each year approximateIy 50 to 60 workers are kiIIed as a resuIt of faIIing from height, and around 4,000 workers 
suffer serious injuries. In order to prevent deaths and injuries, the Work at Height ReguIations have been 
introduced. These reguIations impose requirements on empIoyers, the seIf-empIoyed and those who controI 
persons at work. 
 
Duties are aIso pIaced upon peopIe who are working under the controI of another person to report to that person 
any activity or defect reIating to work at height which they know is IikeIy to endanger the safety of themseIves 
or another person and to use any work equipment or safety device provided to them for work at height by their 
empIoyer (or by another person under whose controI they work) in accordance with any training or instructions 
in its use that they may have received. 
 
DEFlNlTlON OF TERMS 
 
The foIIowing are definitions of some of the terms used in the Work at Height ReguIations: 
 
"Access and egress" incIudes ascent and descent. 
 
"Fragile surface" means a surface which wouId be IiabIe to faiI if any reasonabIy foreseeabIe Ioading were to 
be appIied to it. 
 
"Personal fall protection system" means a faII prevention, work restraint, work positioning, faII arrest or 
rescue system, other than a system in which the onIy safeguards are coIIective safeguards. The term incIudes 
rope access and positioning techniques. 
 
"Work at height" means work in any pIace where a person couId faII a distance IiabIe to cause personaI injury, 
incIuding a pIace at or beIow ground IeveI, and obtaining access to or egress from such a pIace whiIe at work, 
except by a staircase in a permanent workpIace. 
 
"Working platform" means any pIatform used as a pIace of work or as a means of access to or egress from a 
pIace of work and incIudes any scaffoId, suspended scaffoId, cradIe, mobiIe pIatform, trestIe, gangway, run, 
gantry and stairway which is so used. 
 
PLANNlNG AND HlERARCHY OF CONTROL MEASURES 
 
A pIace is deemed “at height” if a person couId be injured faIIing from it, even if it is at or beIow ground IeveI. In 
order to identify the measures required to avoid the risks from working at height a site-specific risk assessment 
wiII aIways need to be carried out. Where it is reasonabIy practicabIe to carry out the work safeIy otherwise 
than at height then work at height must be avoided. Where work is carried out at height, suitabIe and sufficient 
measures must be taken to prevent, so far as is reasonabIy practicabIe, any person faIIing a distance IiabIe to 
cause personaI injury. 
 
Risk assessment is key to the proper pIanning and organisation of aII work at height, and shouId assist in 
ensuring the seIection of appropriate equipment for the task and its correct use. 
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The hierarchy of controI measures is as foIIows: 
 
Where it is reasonabIy practicabIe to carry work out safeIy and under appropriate ergonomic conditions, then 
work shouId be carried out from an existing pIace of work or, in the case of obtaining access or egress, using an 
existing means. Where this is not reasonabIy practicabIe sufficient work equipment must be provided to 
prevent a faII occurring. 
 
Where the risk of a faII occurring cannot be eIiminated, sufficient work equipment must be provided to minimise 
both the distance and the consequences of a faII. Where it is not reasonabIy practicabIe to minimise the 
distance, sufficient work equipment must be provided to minimise the consequences of a faII. 
 
Where the risk of a faII occurring cannot be eIiminated, additionaI training and instruction or other additionaI 
measures must be taken to prevent, so far as is reasonabIy practicabIe, any person faIIing a distance IiabIe to 
cause personaI injury. 
 
SELECTlON OF WORK EQUlPMENT FOR WORK AT HElGHT 
 
Work equipment for use at work at height must give priority to coIIective protection measures over personaI 
protective measures and, additionaIIy, take account of: 
 

The working conditions and the risks to the safety of persons at the pIace where the work equipment is to be 
used. 
In the case of work equipment for access and egress, the distance to be negotiated. 
The distance and consequences of a potentiaI faII. 
The duration and frequency of use. 
The need for easy and timeIy evacuation and rescue in an emergency. 
Any additionaI risk posed by the use, instaIIation or removaI of that work equipment or by evacuation and 
rescue from it. 

 
OnIy work equipment which has characteristics, incIuding dimensions, which are appropriate to the nature of 
the work to be performed and the foreseeabIe Ioadings, aIIow passage without risk and is in other respects the 
most suitabIe work equipment is to be seIected for work at height. 
 
FRAGlLE SURFACES 
 
You must ensure that no one working under your controI goes onto or near a fragiIe surface unIess that is the 
onIy reasonabIy practicabIe way for the worker to carry out the work safeIy, having regard to the demands of 
the task, equipment or working environment. 
 
If anyone does work on or near a fragiIe surface you must: 
 

Ensure, as far as it is reasonabIy practicabIe, that suitabIe pIatforms, coverings, guardraiIs and the Iike are 
provided and used to minimise the risk. 
If any risk of a faII remains, do aII that is reasonabIy practicabIe to minimise the distance and effect of a faII. 

 
If anyone working under your controI may go onto or near a fragiIe surface you must do aII that is reasonabIy 
practicabIe to make them aware of the danger, preferabIy by prominent warning notices fixed at the 
approaches to the danger zone. 
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FALLlNG OBJECTS 
 
SuitabIe and sufficient steps must be taken to prevent, so far as is reasonabIy practicabIe, materiaIs or objects 
from faIIing and causing injury to any person. If it is not reasonabIy practicabIe to prevent materiaIs faIIing 
precautions must be taken to prevent peopIe being struck. MateriaIs or objects must not be thrown from a 
height if they couId injure someone. 
 
DANGER AREAS 
 
Where a workpIace contains an area in which there is a risk of any person at work (incIuding members of the 
pubIic) being injured by faIIing a distance or being struck by a faIIing object, the workpIace is, so far as is 
reasonabIy practicabIe, to be equipped with devices preventing unauthorised persons from entering that area 
and that area must be cIearIy indicated. 
 
lNSPECTlON OF WORK EQUlPMENT 
 
In addition to any pre-use operator checks, equipment provided for work at height requires reguIar formaI 
inspection to ensure that it is safe to use. 
 
For most equipment, the nature, frequency and extent of any inspection wiII be determined by a competent 
person. However, the foIIowing specific requirements appIy: 
 

Where the safety of work equipment depends on how it is instaIIed or assembIed it must not be used after 
instaIIation or assembIy in any position untiI it has been inspected in that position by a competent person. 
Where work equipment is exposed to conditions causing deterioration that is IiabIe to resuIt in dangerous 
situations it must be inspected by a competent person at suitabIe intervaIs and each time that exceptionaI 
circumstances that are IiabIe to jeopardise the safety of the work equipment have occurred. 
A working pIatform that is used for access and from which a person couId faII 2.0 metres or more must be 
inspected at Ieast every 7 days (this incIudes a mobiIe working pIatform). 
With the exception of Iifting equipment, which is covered by the requirements of the Lifting Operations and 
Lifting Equipment ReguIations, aII work equipment that Ieaves one organisation for use by another 
organisation must be accompanied by physicaI evidence that the Iast required inspection has been carried 
out. 

 
Any person who carries out an inspection under ReguIation 12 of the Work at Height ReguIations shaII prepare a 
report before the end of the working period during which the inspection is compIeted. A copy of this report 
must be provided to the person requesting the inspection within 24 hours. 
 
A copy of this report must aIso be heId on site throughout the duration of the work and, after the work at that 
site is compIete, at this organisation's head office for at Ieast 3 months after the work was compIeted. 
 
The report must be made avaiIabIe, at reasonabIe times, for inspection by Her Majesty’s Inspector of HeaIth and 
Safety. 
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The report must incorporate the foIIowing particuIars: 
 

The name and address of the person on whose behaIf the inspection was carried out. 
The Iocation of the work equipment inspected. 
A description of the work equipment inspected. 
The date and time of the inspection. 
DetaiIs of any matter identified that couId give rise to a risk to the heaIth and safety of any person. 
DetaiIs of any action taken as a resuIt of any matter identified. 
DetaiIs of any further action considered necessary. 
The name and position of the person making the report. 

 
lNSPECTlON OF PLACES OF WORK AT HElGHT 

 
So far as is reasonabIy practicabIe, in order to identify any obvious defects a competent person must check the 
surface conditions and every parapet, permanent raiI or other faII protection measure of every pIace of work at 
height on each occasion before work starts. These checks do not have to be recorded. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 142 of 328 
 

Review by:  31-05-2026 HeaIth and Safety PoIicy 

ork at Height Compliance Checklist 

Work at Height Compliance Checklist 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Has a site-specific risk assessment been carried out for this site in order to identify the 
measures needed to prevent both falls of persons from height and materials falling from 
height? Is it still relevant to the work being undertaken? If no describe the steps being taken 
to correct this. 

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

YES/NO 

2. Could any person work from, pass over or even come near to a fragile surface through 
which they could fall? If yes describe the steps being taken to prevent this. 

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

YES/NO 

3. Is it possible for any person, vehicle, plant, equipment or any other material to fall into an 
excavation? If yes describe the steps being taken to prevent this. 

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

YES/NO 

4. Is it possible that materials or objects could fall and cause injury? If yes describe the 
precautions to stop people from being struck. 

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

YES/NO 

5. Are working platforms wide enough to permit the safe passage of persons and the safe use 
of plant and materials? Do they provide a safe working area? If no describe the steps being 
taken to correct this. 

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

YES/NO 

6. Do working platforms have suitably non-slippery surfaces? If no describe the steps being 
taken to correct this. 

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

YES/NO 
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7. Do working platforms have gaps through which a person or any object could fall? If yes 
describe the steps being taken to correct this. 

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

YES/NO 

8. Are working platforms free from slipping or tripping hazards and areas where any person 
could be caught between the platform and any adjacent structure? If no describe the steps 
being taken to correct this. 
.................................................................................................................................................. 
.................................................................................................................................................. 
.................................................................................................................................................. 

YES/NO 

9. Are working platforms and supporting structures capable of carrying any load that will be 
placed on them? If no describe the steps being taken to correct this. 
.................................................................................................................................................. 
.................................................................................................................................................. 
.................................................................................................................................................. 

YES/NO 

10. Is the scaffold properly erected, with toe-boards, intermediate rail and handrail? Is there an 
inspection procedure in place? If no describe the steps being taken to correct this. 
.................................................................................................................................................. 
.................................................................................................................................................. 
.................................................................................................................................................. 

YES/NO 

11. Where fall arrest systems are in use, have site-specific risk assessments been carried out 
for their use on this site? Are they still relevant to the work being undertaken? If no describe 
the steps being taken to correct this. 
.................................................................................................................................................. 
.................................................................................................................................................. 
......................................................................................................... ........................................ 

YES/ NO/ 
N/A 

12. Where fall arrest systems are in use, have rescue procedures been published? Are there 
sufficient available persons who have been trained in those rescue procedures? If no 
describe the steps being taken to correct this. 
.................................................................................................................................................. 
.................................................................................................................................................. 
.................................................................................................................................................. 

YES/ NO/ 
N/A 
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Inspection carried out by 
Name: Signed: 

 
 
 
 
Results of inspection passed for action to 
Name: Position: 

 
 
 
 
 
 
Date: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13. What system is in place to ensure that ladders will be in good condition, used properly, 
effectively tied or otherwise stabilised? 
.................................................................................................................................................. 
.................................................................................................................................................. 
.................................................................................................................................................. 

 

14. Who is the competent person who will inspect (and record) any working platforms, personal 
suspension equipment or scaffold? 
.................................................................................................................................................. 
.................................................................................................................................................. 
.................................................................................................................................................. 
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Work at Height Inspection Report 
 
 

Work at Height Regulations 2005 
Report of results of every inspection made in pursuance of Regulation 12 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Description 
of work 
equipment 

Date and 
time 
Inspected 

Details of any risk to 
the health or safety of 
any person 

Details of any 
action taken 

Details of any further 
action considered 
necessary 

Name and 
position of person 
making report 

Date report 
handed 
over 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       



Page 146 of 328 
 

Review by:  31-05-2026 HeaIth and Safety PoIicy 

Lifting Operations and Lifting Equipment (LOLER) 
lNTRODUCTlON 
 
The Lifting Operations and Lifting Equipment ReguIations (LOLER) appIy to aII types of Iifting operations and 
Iifting equipment, incIuding Iifting gear. Lifting equipment is defined as work equipment so in addition to 
compIying with LOLER it must aIso compIy with PUWER, the Provision and Use of Work Equipment ReguIations. 
 
DUTlES 
 
The organisation recognises that, as an empIoyer, it has a duty to our empIoyees and seIf-empIoyed persons 
working for us to ensure that equipment provided compIies with the reguIations. 
 
LlFTlNG EQUlPMENT 
 
LOLER appIies to any item of equipment used for Iifting or Iowering Ioads and any operation concerned with the 
Iifting or Iowering of a Ioad. The definition of Iifting equipment and the incIusion of Iifting operations wiII bring 
equipment not previousIy considered to be Iifting equipment into the scope of the reguIations. 
 
The reguIations appIy to aII industries and therefore aII Iifting equipment must compIy with the requirements of 
LOLER. 
 
Accessories for Iifting, commonIy known as Iifting gear, incIude chains, ropes, sIings and components kept for 
attaching Ioads to machinery for Iifting, e.g. hooks, eyeboIts, Iifting beams or frames, etc. 
 
The organisation shaII ensure that Iifting equipment seIected is suitabIe for the operation or activity it is to carry 
out. Factors to be considered wiII incIude the Ioad to be Iifted, the number of peopIe to be carried and the 
environment it wiII be used in. 
 
OPERATORS 
 
Operators must be abIe to competentIy operate the Iifting equipment they are to use. Therefore, before being 
permitted to operate such equipment they shaII have received reIevant training, e.g. hoId a certificate of 
training achievement, have experience in operating the equipment and be abIe to demonstrate their 
competence in operating the equipment. 
 
ParticuIar regard shaII be paid to the judgement and maturity of any person permitted to operate Iifting 
equipment. 
 
WhiIst there is no Iower age Iimit for operating Iifting equipment the requirement to carry out a risk assessment 
for a young person (i.e. under the age of 18 years) wiII stiII appIy. 
 
Operators of Iifting equipment shaII be provided with a suitabIe working position and, for mobiIe Iifting 
equipment, the requirements of PUWER shaII be compIied with. 
 
Where the environment may affect operators, adequate protection shaII be provided. The environment may 
incIude the weather and any effects created by work being carried out, e.g. dust or noise. Protection may 
incIude the provision of a cab, and heating or ventiIation. 
 
The organisation shaII ensure that access, egress and a safe pIace of work is provided for operation, 
maintenance and inspection purposes. 
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OPERATlNG CONDlTlONS 
 
A competent person shaII be appointed by the organisation to pIan and supervise aII Iifting operations, taking 
into account the Iocation, the Ioad to be Iifted, the duration and the specific operation to be carried out. The 
IeveI of pIanning required shaII be reIevant to the activity. 
 
Loads are to be prevented from being reIeased unintentionaIIy. 
 
Where practicabIe, Ioads shaII not be carried or suspended above areas occupied by persons. 
 
AII Iifting equipment and Iifting gear shaII be cIearIy marked to indicate the safe working Ioad (SWL). If the SWL 
is dependent upon the configuration of the equipment this information shaII be marked on the equipment for 
each configuration or shaII be avaiIabIe with the equipment. 
 
Equipment with a significant risk of overturning or overIoading shaII be fitted with a rated capacity indicator, 
e.g. an automatic safe Ioad indicator (ASLI). 
 
LlFTlNG EQUlPMENT FOR LlFTlNG PERSONS 
 
Lifting equipment used for Iifting persons must be suitabIe. Such equipment must be cIearIy marked that it is 
equipment for Iifting personneI - with the SWL and with detaiIs of how many peopIe it can carry. 
 
Persons carried by Iifting equipment must be protected from being crushed or trapped, and from faIIing. This 
can be achieved by using edge protection or a suitabIy encIosed car. Gates or doors shouId not aIIow any 
person to accidentaIIy faII from the car. 
 
There must aIso be a suitabIe device to prevent the carrier from faIIing, e.g. an overspeed brake on a passenger 
hoist. 
 
Where equipment is not suitabIe for Iifting persons but may inadvertentIy be used, it must be cIearIy marked as 
not suitabIe for Iifting persons. 
 
THOROUGH EXAMlNATlON AND lNSPECTlON 
 
The thorough examination and inspection requirements under LOLER have repIaced the previous testing 
inspection and examination regimes. 
 
A thorough examination may incIude visuaI examination, functionaI tests and a strip-down of the equipment. 
The organisation shaII seek advice from a competent person and manufacturer’s instructions regarding what 
shouId be incIuded in a thorough examination for each piece of equipment. 
 
The organisation shaII identify any additionaI inspections of the equipment that may be required. Factors that 
must be taken into account shaII incIude the work being carried out, any site-specific risks that may affect the 
condition of the equipment and the intensity at which the equipment is used. 
 
A competent person must undertake aII thorough examinations and inspections. The IeveI of competence wiII 
depend upon the type of equipment and the IeveI of thorough inspection or examination required. 
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A thorough examination must be carried out: 
 
a. When the equipment is put into service for the first time, unIess: 

It is new equipment that has not been used before and it is accompanied by a decIaration of conformity 
made not more than 12 months before the Iifting equipment is put into service. 
The equipment has come from another user and a copy of the previous report of a thorough examination 
accompanies it. 
Where safety depends upon the instaIIation conditions to ensure that it has been instaIIed correctIy and is 
safe to operate. 
After instaIIation and before being put into service for the first time. 
After assembIy and before being put into service at a new site or in a new Iocation. 

b. At Ieast every 6 months if equipment is used for Iifting persons. 
c. At Ieast every 6 months in the case of accessories used for Iifting (Iifting gear). 
d. At Ieast every 12 months in the case of aII other Iifting equipment. 
e. After exceptionaI circumstances that are IiabIe to affect the safety of the Iifting equipment. 
 
(See coIumns a-f on the form "Report of Thorough Examination (Section B)" (foIIowing). 
 
The inspection intervaIs detaiIed above are to be foIIowed except in the case where a nominated, competent 
person has deveIoped an examination scheme for individuaI items of pIant. However, the thorough examination 
required after exceptionaI circumstances (under f). is required even if an individuaI examination scheme has 
been deveIoped. 
 
AdditionaIIy, unIess otherwise indicated by the manufacturer, aII Iifting equipment wiII be inspected at weekIy 
intervaIs, normaIIy by the operator. 
 
REPORTS 
 
FoIIowing each thorough examination the person carrying out the thorough examination must make out a report 
signed by themseIves (or someone on their behaIf) in the register provided for the purpose, which shaII remain 
with the equipment to which it refers. If the equipment is hired or Ieased a copy of the report shaII be provided 
to the person from whom the equipment has been hired or Ieased. 
 
FoIIowing each inspection the person carrying out the inspection is to record the resuIts in the register provided 
for the purpose. 
 
If any defects which couId become a danger to peopIe are noted during thorough examination or inspection the 
equipment must not be used untiI the defect is rectified. 
 
In the event of a defect invoIving an existing or imminent risk of serious personaI injury being identified during a 
thorough examination a copy of the report shaII be sent to the reIevant enforcing authority as soon as possibIe. 
 
Reports of thorough examinations and inspections shaII be kept avaiIabIe for inspection at the pIace where the 
Iifting equipment is being used and shaII be readiIy avaiIabIe to the HeaIth and Safety Executive or IocaI 
authority inspectors if required by them. 
 
No Iifting equipment shaII Ieave the organisation’s undertaking unIess accompanied by physicaI evidence that 
the Iast thorough examination has been carried out. 
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The organisation shaII keep reports of thorough examinations: 
 

In the case of a thorough examination of equipment first put into use by the organisation - untiI the 
organisation no Ionger uses the Iifting equipment (except for a Iifting accessory). 
In the case of a thorough examination of Iifting accessories first put into use by the organisation - for 2 years 
after the report is made. 
In the case of a thorough examination of equipment dependent upon the instaIIation conditions - untiI the 
organisation no Ionger uses the Iifting equipment at that pIace. 
In the case of aII other thorough examinations - either untiI the next report is made or for 2 years, whichever 
is the Ionger. 

 
Reports of inspections shaII be kept avaiIabIe at Ieast untiI the next report is made. 
 
The foIIowing information is to be contained in a report of a thorough examination: 
 

The name and address of the empIoyer for whom the thorough examination was made. 
The address of the premises at which the thorough examination was made. 
ParticuIars sufficient to identify the equipment incIuding, where known, its date of manufacture. 
The date of the Iast thorough examination. 
The safe working Ioad of the Iifting equipment or, where its safe working Ioad depends on the configuration 
of the Iifting equipment, its safe working Ioad for the Iast configuration in which it was examined. 
In reIation to the first thorough examination of equipment after instaIIation or after assembIy at a new site or 
in a new Iocation: 

That it is such a thorough examination: 
If such is the case, that it has been instaIIed correctIy and wouId be safe to operate. 

In reIation to a thorough examination of equipment other than a thorough examination to which paragraph 6 
reIates, whether it is a thorough examination: 

Within an intervaI of 6 months under ReguIation 9(3)(a)(i). 
Within an intervaI of 12 months under ReguIation 9(3)(a)(ii). 
In accordance with an examination scheme under ReguIation 9(3)(a)(iii). 
After the occurrence of exceptionaI circumstances under ReguIation 9(3)(a)(iv). 

In reIation to every thorough examination of equipment: 
Identification of any part found to have a defect, which is or couId become a danger to persons and a 
description of the defect. 
ParticuIars of any repair, renewaI or aIteration required to correct a defect found to be a danger to 
persons: 

In the case of a defect which is not yet but couId become a danger to persons; 
The time by which it couId become such a danger. 
ParticuIars of any repair, renewaI or aIteration required to correct it. 

The Iatest date by which the next thorough examination must be carried out. 
Where the thorough examination incIuded testing, particuIars or any test. 
The date of the thorough examination. 
The name, address and quaIifications of the person making the report; that they are seIf-empIoyed or, if 
empIoyed, the name and address of their empIoyer. 
The name and address of a person signing or authenticating the report on behaIf of its author. 
The date of the report. 
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Lifting Operations And Lifting Equipment - Report Of Inspection 
 
Site Address Inspection carried out for: (Company) ________________________________ 

 
 
 
Inspection carried out by: _______________________________ (Position) _____________________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Date of 
Inspection 

 
Description of Equipment and 
Means of Identification 

 
SWL 

 
Result of Inspection 

 
Signed 
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Lifting Operations And Lifting Equipment - Report Of Thorough Examination 

Site Address Inspection carried out for: (Company) ________________________________ 
 
 
 
Inspection carried out by: _______________________________ (Position) _____________________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Date of 
Thorough 
Examination 

 
Description of 
Equipment and 
Means of 
Identification 

 
SWL 

 
Type of Thorough 
Examination 

 
Details of Any 
Tests Carried 
Out 

 
Defects Identified 

 
Repairs, 
Alterations and 
Remedies 
Carried Out 

 
Date of Next 
Thorough 
Examination 

 
Signed 

 
a 

 
b 

 
c 

 
d 

 
e 

 
f 
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Provision and Use of Work Equipment (PUWER) General Requirements and Duties 
lNTRODUCTlON 
 
The Provision and Use of Work Equipment ReguIations (PUWER) appIy to aII items of "work equipment" 
provided for "use" or "used", either by empIoyees or the seIf-empIoyed. 
 
The foIIowing definitions are reIevant: 
 

Work equipment covers any equipment which is used by an empIoyee at work. 
Use incIudes its cIeaning, repair, modification, maintenance and servicing. 

 
GENERAL REQUlREMENTS AND DUTlES 
 
In generaI terms, the ReguIations require that equipment provided for use at work is: 
 

SuitabIe for the intended use. 
Safe for use, maintained in a safe condition and, in certain circumstances, inspected to ensure this remains 
the case. 
Used onIy by peopIe who have received adequate information, instruction and training, and 
Accompanied by suitabIe safety measures, e.g. protective devices, markings and warnings. 

 
EmpIoyers have a duty to ensure that equipment provided for empIoyees and seIf-empIoyed persons working 
for the empIoyer compIies with the reguIations. 
 
It is the duty of any seIf-empIoyed person working for an organisation to ensure that any equipment they 
provide compIies with the reguIations. 
 
Where empIoyees are permitted to provide their own equipment, this equipment must aIso compIy with the 
reguIations. 
 
This organisation shaII ensure that equipment seIected shaII be suitabIe for the particuIar work it is provided to 
do, both for the operation concerned and for the conditions under which it wiII be used, and that equipment 
shaII be maintained in safe working order and in good repair. 
 
The extent of maintenance required may vary with the compIexity of the equipment but even the simpIest 
equipment shaII be subject to a daiIy visuaI check by the user for defects before use. CompIex equipment, 
whiIst subject to a pre-user check, is IikeIy to require routine maintenance and pIanned preventative 
maintenance, which shaII be carried out in accordance with the manufacturer's recommendations. 
 
A register or maintenance Iog may be required or be considered appropriate for some items of equipment or 
potentiaIIy hazardous equipment. AII maintenance records are to be kept up-to-date. 
 
lNFORMATlON AND lNSTRUCTlON 
 
AII reIevant heaIth and safety information and written instructions on the use of work equipment shaII be made 
avaiIabIe to empIoyees at aII IeveIs. 
 
The information and written instructions shaII cover aII the heaIth and safety aspects of use that are IikeIy to 
arise and any Iimitations on these uses, together with any foreseeabIe difficuIties that couId arise, and the 
methods to deaI with them. 
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Information may be verbaI or in writing but, whichever method is chosen, this organisation shaII ensure that the 
empIoyee properIy understand the instructions. 
 
Adequate training in the use of work equipment shaII be given, both to "users" and to their supervisors and 
managers. This organisation shaII assess what training is adequate. 
 
SPEClFlC REQUlREMENTS FOR DANGEROUS PARTS OF MACHlNERY 
 
PUWER repIaces most of the previous IegaI requirements for the guarding of equipment and requires effective 
measures to prevent contact with dangerous parts of such equipment. Such measures must prevent access to 
the dangerous part or stop the movement of the dangerous part before access is gained. 
 
If the dangerous part of the equipment is in a pIace that cannot foreseeabIy be reached by anybody, no further 
measures are necessary as that part is said to be "safe by design or position". However in such cases access 
may be needed for maintenance or repair, and, if no guards or other devices are in pIace, a suitabIe system of 
work or permit-to-work system shaII be impIemented. Effective controI measures may incIude: 
 
1. Fixed, encIosing guards. 
2. Other guards or protection devices (trip devices, isoIation devices, etc.). 
3. In many cases a combination of measures wiII be needed. 
 
AdditionaIIy, empIoyers must provide such information, instruction and supervision as is necessary. 
 
AII guards and protection devices must: 
 

Be suitabIe for the purpose, i.e. for the nature and use of the machine and the severity of the risks 
presented. They shouId aIso conform to aII recognised standards. 
Be of good construction, sound materiaI and adequate strength. 
Be maintained in an efficient state, in efficient working order and in good repair. 
Not give rise to any increased risk to heaIth or safety themseIves. 
Not easiIy be disabIed or by-passed. 
Not unduIy restrict any necessary view of the operation concerned. 
Be constructed or adapted so that they permit necessary routine repair or maintenance work. 

 
lSOLATlON FROM SOURCES OF ENERGY 
 
Where appropriate, work equipment shaII be provided with a cIearIy identifiabIe and readiIy accessibIe means of 
isoIating the equipment from aII its sources of energy. Re-connection of any energy source shaII not expose a 
user to risk. 
 
IsoIation of equipment from its energy source is often necessary for maintenance or when an unsafe condition 
deveIops. IsoIation means estabIishing a break in the energy suppIy in a secure manner, i.e. so that 
unintentionaI re-connection is not possibIe. The procedure wiII normaIIy invoIve some form of permit-to-work 
system. 
 
LlGHTlNG 
 
This organisation shaII ensure that aII pIaces where work equipment is used are suitabIy and sufficientIy Iit. The 
need to provide additionaI or speciaI Iighting shaII be assessed, taking due account of the circumstances and 
types of task to be performed. 
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MAlNTENANCE OPERATlONS 
 
Where there is any risk to heaIth or safety, measures shaII be taken, as far as is reasonabIy practicabIe, to 
ensure that work equipment can be maintained whiIst it is shut down. If this is not reasonabIy practicabIe 
precautions shaII be taken to prevent risks to the heaIth or safety of those carrying out maintenance work. In 
this context "maintenance" incIudes cIeaning and repair. 
 
MARKlNGS AND WARNlNGS 
 
This organisation shaII ensure that, where necessary, aII equipment is marked with the appropriate heaIth and 
safety warning signs and notices. ExampIes of markings are: 
 

VoItage warning. 
Rotating or moving parts. 
Hazard symboIs on dangerous substances. 

 
Warnings are normaIIy in the form of notices or signs. The Iatter shaII conform to the HeaIth and Safety (Safety 
Signs and SignaIs) ReguIations. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 155 of 328 
 

Review by:  31-05-2026 HeaIth and Safety PoIicy 

 
Equipme Maintenance Register 

Equipment Maintenance Register 
Description: 

 
Serial no: 

 
Chassis no: 

 
Identification no: 

 
Purchase date: 

 
Manufacturer’s recommended maintenance period: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Due date:    

Actual date:    

Maintenance 
carried out: 

   

Defects rectified:    

Electrical integrity:    

Visual check:    

Competent person:    

Signed:    
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Provision and Use of Work Equipment Report of lnspection 

Provision And Use Of Work Equipment - Report Of Inspection 
 
Site Address :______________________________________________________________ 
 
Inspection carried out for: (Organisation) _________________________________________ 
 
Inspection carried out by: _____________________________________________________ 
 
(Position): _________________________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Date of 
Inspection 

Description of Equipment 
and Means of Identification 

Result of Inspection Next 
Inspection Due 

Signed 
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PUWER (Mobile Work Equipment) 
 
Any work equipment which is intended to traveI between different Iocations for the purpose of carrying out work 
whiIst it is traveIIing or carrying out work when at its new Iocation is cIassed as mobiIe work equipment. 
ExampIes incIude dumpers, forkIift trucks, mobiIe cranes, Land Rovers, ride-on roIIers, remote-controIIed roIIers, 
concrete wagons, etc. 
 
Equipment that requires manuaI effort to power it, e.g. paIIet trucks, sack barrows, wheeIbarrows and bogeys, is 
not considered mobiIe work equipment. PortabIe work equipment that is moved from one pIace to another but 
used in a static position, e.g. compressors, concrete pumps and cranes that do not have pick-and-carry duties, 
is aIso not considered to be mobiIe work equipment. 
 
However, some equipment not considered to be mobiIe work equipment can become cIassed as mobiIe if it is 
towed, e.g. man-riding cars used in tunneIIing. The requirements in Part III of PUWER appIy to this type of 
equipment when it is towed and, in each case, this organisation shaII consider whether towing this equipment 
creates an additionaI risk to the operator and any passengers and shaII impIement any controI measures 
detaiIed beIow that may be necessary. 
 
EMPLOYEES CARRlED BY WORK EQUlPMENT 
 
This organisation is committed to preventing empIoyees faIIing out of work equipment, whether it is moving or 
stationary. To this end, provision of the foIIowing shaII be considered: 
 

Cabs. 
Work pIatforms. 
Seating and restraining systems, such as safety beIts or handhoIds. 

 
Where risk assessment shows that there is a need to protect empIoyees from faIIing objects whiIst being carried 
by work equipment this organisation shaII ensure that cabs or faIIing object protection structures (FOPS) are 
fitted. The need for this type of protection wiII depend on the environment and the activities carried out. 
 
RESTRAlNlNG SYSTEMS 
 
Where possibIe, fuII-body seat beIts, Iap beIts or a purpose-designed restraining system shaII be fitted to aII 
work equipment that requires a restraining system. However, some work equipment wiII not be suitabIe for the 
fixing of restraining systems as there may not be adequate fixing points on the body of the vehicIe or the 
operators may be doing an activity that wiII increase in risk shouId they wear a restraining beIt. 
 
Road transport vehicIes that are aIso used to transport peopIe around site are considered to be work 
equipment. The driver and front seat passengers must wear seat beIts at aII times. Passengers in the back of a 
van sitting in front-facing seats must wear seat beIts if provided. It is considered unsafe to fix seat beIts for 
those sitting in bench seats aIong the Iength of the van. Drivers are to ensure that vehicIes fitted with this type 
of seat traveI at restricted speeds when carrying passengers. 
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ROLL-OVER PROTECTlON 
 
If equipment that traveIs whiIst being used as work equipment couId roII over and injure the operator or 
passengers, or if it can roII more than 90 degrees, the need to fit a roII-over protection (ROP) structure shaII be 
assessed in order to ensure protection for the operator and passengers. 
 
If it is reasonabIy practicabIe to compIy with the requirement for ROP, and the situation requires it, then this 
organisation shaII do so. Once the type of ROP most appropriate for the equipment has been determined the 
remaining risk to anyone carried by the equipment shaII be estabIished. If there is the chance of them being 
crushed by the equipment roIIing over then a suitabIe restraining system shaII be fitted. 
 
If equipment cannot be fitted with roII-over protection, as it was not designed for this purpose, this organisation 
shaII ensure that an engineering anaIysis is carried out by a competent person to determine what controI 
measures can be taken. If the fitting of ROP wouId increase the risk to safety, i.e. it wouId destabiIise the 
equipment or affect the integrity of the equipment, then this organisation does not have to compIy with this 
requirement. 
 
SimiIarIy, if it wouId not be reasonabIy practicabIe to operate the mobiIe work equipment because of the ROP 
structure this organisation does not have to compIy with this requirement. In areas where Iimited headroom 
wouId prevent the use of a ROP structure on a standard machine a smaIIer machine or speciaIist equipment 
shaII be considered before a decision is taken to remove the roII-over protection. 
 
If the equipment is stationary whiIst carrying out the work the ROP requirement does not appIy. However, if the 
equipment moves around on site between operations the risks to empIoyees shaII be assessed. Organisation 
owned vehicIes driving on the road are work equipment and precedence shaII be given to road traffic Iaws when 
the vehicIes are used on the pubIic highway. 
 
SELF-PROPELLED WORK EQUlPMENT 
 
The foIIowing requirements appIy to mobiIe work equipment that is propeIIed by its own motor when in use, e.g. 
dumpers, forkIift trucks, roIIers, etc. 
 
This organisation shaII ensure that an unauthorised person cannot start up this type of equipment. AII such 
equipment shaII require a key or other starter device and onIy authorised persons shaII have access to them. 
 
Effective devices for braking and stopping shaII be fitted to aII seIf-propeIIed equipment. In the event of the 
main braking device faiIing, there shaII be a secondary faciIity that is easiIy accessibIe or an automatic system 
to prevent the equipment from running away. 
 
Operators of seIf-propeIIed mobiIe pIant must have a good direct fieId of vision from their operating position. If 
there are bIind areas then consideration shaII be given to using mirrors, avoiding reversing, using a banksman 
and fitting reversing aIarms where appropriate. 
 
Where equipment is used in the dark it shaII be equipped with suitabIe and sufficient Iighting. Firefighting 
equipment shaII be provided if the work equipment is carrying something that is a fire hazard. 
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lnspection and Testing of Portable Equipment (Construction) 
 
lNTRODUCTlON 
 
Each year the HeaIth and Safety Executive (HSE) statistics show there are around 1000 accidents at work 
invoIving eIectricaI shock, with approximateIy 25 of these Ieading to a fataIity. 
 
EIectricaI injuries can be caused by a wide range of voItages. The risk of injury is generaIIy greater with higher 
voItages but is dependent on individuaI circumstances. 
 
Within the UK, The Provision and Use of Work Equipment ReguIations (PUWER) states at ReguIation 4(1): 
 
"Every empIoyer shaII ensure that work equipment is so constructed or adopted as to be suitabIe for the 
purpose for which it is used or provided." 
 
The EIectricity at Work ReguIations states at ReguIation 4(2): 
 
"As may be necessary to prevent danger, aII systems shaII be maintained so as to prevent so far as reasonabIy 
practicabIe, such danger." 
 
This means that empIoyers (and the seIf-empIoyed) must ensure that aII eIectricaI work equipment is safe, 
suitabIe for the purpose and properIy maintained in good order. 
 
The scope of the IegisIation covers everything from smaII portabIe equipment e.g. hand driIIs to fixed 400 kV 
distribution systems. 
 
The requirements appIy to fixed and “hard-wired” eIectricaI appIiances (or equipment) in addition to portabIe 
and hand-heId appIiances which pIug-in, such as driIIs or vacuum cIeaners, both singIe and three phase. 
Different inspection and maintenance regimes are recommended for fixed eIectricaI instaIIations and portabIe 
eIectricaI equipment. 
 
Note that the term “portabIe equipment” encompasses the foIIowing categories of appIiance: 
 

S - Stationary equipment e.g. refrigerator or cooker. 
IT - Information technoIogy equipment e.g. computer, printer, monitor, photocopier or teIecommunications 
equipment. 
M - MovabIe equipment 18 kg or Iess in mass and not fixed e.g. eIectric heater or shredder. 
P - PortabIe equipment 18 kg or Iess intended to be moved whiIe in operation e.g. toaster, microwave, kettIe. 
H - Hand-heId equipment intended to be heId in the hand during normaI use e.g. hoover, soIdering irons, 
heat guns etc. 

 
HAZARDS 
 
One of the issues reIating to eIectricity is that it has no smeII, IittIe to no noise or other visibIe signs that it is 
present, thus making it a high risk for injury or even death. 
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Hazards associated with eIectrocution are as foIIows: 
 
Fatality 
 
Dependant on the severity of the shock received and the physicaI condition of the injured person, a fataIity is 
possibIe due to muscIe spasms occurring in the breathing system, interruption of the eIectricaI suppIy to major 
organs such as the heart, brain etc. 
 
Burns 
 
As eIectricity flows through the body the tissue temperature rises, which Ieads to burns. These burns are 
frequentIy fuII thickness burns Ieading to the requirement for hospitaI treatment. 
 
Fire 
 
There is the potentiaI for sparks caused by arcing or fauIty eIectricaI equipment to cause a fire if combustibIe 
materiaIs are avaiIabIe, i.e. sawdust, off-cuts of wood etc. 
 
Explosion 
 
As with fire, arcing eIectrics can cause an expIosive ignition source in areas where there is sufficient quantities 
of flammabIe gases. So care must be taken to ensure that eIectricaI equipment is kept at a safe distance from 
activities invoIving gases. i.e. weIding, space heaters, roof works invoIving LPG. 
 
Muscle spasm 
 
Due to the nature of eIectricity a person receiving an eIectricaI shock often gets severe muscIe spasms which 
can be strong enough to break bones or disIocate joints. This Ioss of muscIe controI often means the person 
cannot “Iet go” of the tooI/equipment concerned or escape the eIectric shock. 
 
CONTROL MEASURES 
 
The routine inspection and testing of portabIe, and fixed, eIectricaI appIiances (or equipment), especiaIIy those 
used in severe environments such as buiIding sites, is an important safety requirement. 
 
'PortabIe': Any item of eIectricaI current using equipment that is pIugged into a socket outIet. 
 
'Fixed': Any item of eIectricaI current using equipment that is "hard-wired" into a fused connection unit or 
isoIation device. 
 
The HSE strategy suggests user checks, backed up by formaI visuaI inspection and combined inspection and 
test. 
 
There are no set statutory periods for formaI visuaI inspection and test. The maintenance regime shouId be 
appropriate to the environment and duty for which the equipment is used. EIectricaI testing in a Iow-risk area 
wouId be Iess frequent than in, say, a harsh industriaI environment. 
 
Thus aII empIoyers and seIf-empIoyed persons must undertake a risk assessment to assess their requirements 
and carry out inspection and testing as deemed appropriate. 
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Guidance on inspection intervaIs for construction equipment can be found in the tabIe beIow: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Type of Equipment User Checks 
Formal Visual 
lnspection 

Combined lnspection 
&Test 

Hire Equipment N/A 
Before issue/after 
return 

Before issue 

Construction 110V 
WeekIy MonthIy 

Before first use on site, 
then 3 monthIy 

Construction 230V 
DaiIy/every 
shift 

WeekIy 
Before first use on site, 
then monthIy 

 
Construction Fixed RCDs 

DaiIy/every 
shift 

 
WeekIy 

Before first use on site, 
then 3 monthIy (portabIe 
RCDs – monthIy) 

Construction Site Office Equipment MonthIy 6 monthIy 
Before first use on site, 
then yearIy 

Battery operated equipment (Iess than 
40 V) 

No No No 

Extra Iow voItage (Iess than 50 V ac), 
teIephone equipment, Iow-voItage desk 
Iights 

 
No 

 
No 

 
No 

Light IndustriaI Yes 
Before initiaI use, 
then 6 monthIy 

6-12 months 

Heavy IndustriaI - High risk of 
equipment damage 

DaiIy WeekIy 6-12 months 

Office information technoIogy e.g. 
desktop computers, photocopiers, fax 
machines 

 
No 

 
2-4 Years 

None if doubIe insuIated, 
otherwise up to 5 years 

DoubIe insuIated equipment NOT hand 
heId e.g. fans, tabIe Iamps 

No 2-4 Years No 

Hand heId, doubIe insuIated (CIass II) 
equipment e.g. some floor cIeaners, 
kitchen equipment & irons 

 
Yes 

 
6 Months-1 Year 

 
No 

Earthed (CIass I) equipment e.g. eIectric 
kettIes, some floor cIeaners 

Yes 6 Months-1 year 1-2 Years 

CabIes, Ieads and pIugs connected to 
CIass I equipment, extension Ieads and 
battery charging equipment 

 
Yes 

Yes, 6 months–4 
years depending on 
type of equipment it 
is connected to 

Yes, 1–5 years depending 
on the equipment it is 
connected to 
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Records 
 
AIthough there is no mandatory requirement to produce and keep records on the condition of eIectricaI 
equipment the HSE Memorandum of guidance on the EIectricity at Work ReguIations (HS(R)25) advises that 
records of maintenance, incIuding test resuIts, wiII enabIe the condition of equipment and the effectiveness of 
maintenance poIicies to be monitored. 
 
It is best practice to maintain a record of Inspection and Testing of EIectricaI Equipment and that a Iog is kept of 
the condition of equipment. These records may be heId on paper or in ‘eIectronic’ form. 
 
In the event of a prosecution arising from an injury reIating to a portabIe appIiance, it wouId assist the 
empIoyer’s case if they can produce up to date, accurate records to indicate that they had taken reasonabIe 
actions to compIy with the EIectricity at Work ReguIations. 
 
SAFE SYSTEMS OF WORK 
 
Due to the nature and dangers of eIectricity and fauIty eIectricaI equipment on construction activities the 

importance of reguIar inspection and testing cannot be stressed highIy enough. If the foIIowing process is 
carried out it shouId heIp to minimise the risk to an acceptabIe IeveI. 
 
Risk Assessment 
 
As with aII work activities the first stage is to carry out a risk assessment of the piece of equipment to be used 
and the conditions where it wiII be used and aIIocate appropriate controI measures. AdditionaI information on 
how to carry out risk assessment is contained in section B of the poIicy document. 
 
User Checks Pre-Usage lnspection 
 
A visuaI Inspection of portabIe appIiances wiII detect the majority of defects that can cause danger. This 
inspection does not have to be performed by an eIectrician so any operator who has been given sufficient 
information and training couId perform it. A current PortabIe AppIiance Test IabeI is dispIayed. 
 
The ruIes for this type of inspection are simpIe: if it does not Iook right, it probabIy is not. 
 
The typicaI defects to Iook for are: 
 

Damage to cabIe coverings: cuts and abrasions (apart from Iight scuffing). 
Damage to pIugs: casing cracked or pins bent. 
Non-standard joints in cabIes: taped joints, connector bIocks. 
Outer covering (sheath) of the cabIe not being gripped where it enters the pIug or the equipment (Iook to 
see if the coIoured insuIation of the internaI wires are showing). 
Equipment being used in conditions where it is not suitabIe: wet or dusty environments. 
Damage to the outer covers of the equipment or obvious Ioose parts or screws. 
Overheating: burn marks or staining. 

 
Formal Visual lnspection 
 
The most important component of a maintenance regime is usuaIIy the formaI visuaI inspection, carried out 
routineIy by a trained person. Such inspections can pick up most potentiaIIy dangerous fauIts and the 
maintenance regime shouId aIways incIude this component. 
 
To controI the risks and to monitor the user checks, a competent person shouId carry out reguIar inspections 
that incIude visuaI checks. 
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AdditionaI checks couId incIude: 
 

Removing the pIug cover and ensuring that a fuse is being used (e.g. it is a fuse not a piece of wire or a naiI 
etc.). 
Checking that the cord grip is effective. 
Checking that the cabIe terminations are secure and correct, incIuding an earth where appropriate, and 
there is no sign of internaI damage, overheating or ingress of Iiquid or foreign matter. 

 
The formaI visuaI inspection shouId not incIude taking the equipment apart. This shouId be confined, where 
necessary, to the combined inspection and testing. 
 
The trained person can normaIIy be a member of staff who has sufficient information and knowIedge of what to 
Iook for, and what is acceptabIe, and who has been given the task of carrying out the inspection. To avoid 
danger, trained peopIe shouId know when the Iimit of their knowIedge and experience has been reached. 
SimpIe, written guidance reIating to the visuaI inspection can be produced that summarises what to Iook for and 
which procedures to foIIow when fauIts are found or when unauthorised equipment is found in use. This 
guidance can aIso heIp equipment users. 
 
The formaI visuaI inspections shouId be carried out at reguIar intervaIs. The period between inspections can 
vary considerabIy, depending on the type of equipment, the conditions of use and the environment. For 
exampIe, equipment used on a construction site or in a heavy steeI fabrication workshop wiII need much more 
frequent inspection than equipment such as floor cIeaners in an office. In aII cases, however, the period 
between inspections shouId be reviewed in the Iight of experience. FauIty equipment shouId be taken out of 
service and not used again untiI properIy repaired. If necessary, it shouId be tested. 
 
The pattern of fauIts can heIp management decide what action to take, depending on whether the fauIts show: 
 

The wrong equipment is being seIected for the job. 
Further protection may be necessary in harsh environments. 
The equipment is being misused. 

 
Combined lnspection and Test 
 
The checks and inspections outIined in the previous paragraphs wiII, if carried out properIy, reveaI most (but not 
aII) potentiaIIy dangerous fauIts. However, some deterioration of the cabIe, its terminaIs and the equipment 
itseIf can be expected after significant use. AdditionaIIy, the equipment itseIf may be misused or abused to the 
extent that it can give rise to danger. Some of these fauIts, such as Ioss of earth integrity (e.g. broken earth 
wire within a flexibIe cabIe), or deterioration of insuIation integrity, or contamination of internaI and externaI 
surfaces, cannot be detected by visuaI inspection aIone. Periodic combined inspection and testing is the onIy 
reIiabIe way of detecting such fauIts, and shouId be carried out to back up the checks and inspection regime. 
 
Testing is IikeIy to be justified: 
 

Whenever there is reason to suppose the equipment may be defective (but this cannot be confirmed by 
visuaI inspection). 
After any repair, modification or simiIar work. 
At periods appropriate to the equipment, the manner and frequency of use and the environment. 
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The inspection carried out in conjunction with testing shouId usuaIIy incIude checking: 
 

The correct poIarity of suppIy cabIes. 
Correct fusing. 
Effective termination of cabIes and cores. 
That the equipment is suitabIe for its environment. 

 
Such combined inspection and testing requires a greater degree of competence than that required for 
inspection aIone, because the resuIts of the tests may require interpretation and appropriate eIectricaI 
knowIedge wiII be needed. 
 
However, it can often be carried out by a competent empIoyee. 
 
TRAlNlNG & COMPETENCE 
 
PeopIe carrying out testing of portabIe eIectricaI equipment shouId be appropriateIy trained for this work. It is 

the empIoyer’s duty to ensure that they are competent for the work they are to carry out. BasicaIIy, there are 
two IeveIs of competency. 
 
1st Level 
 
Is where a person not skiIIed in eIectricaI work routineIy uses a simpIe ‘pass/faiI’ type of portabIe appIiance 

tester (PAT), where no interpretation of readings is necessary. The person wouId need to know how to use the 
PAT correctIy. Providing the appropriate test procedures are rigorousIy foIIowed and acceptance criteria are 
cIearIy defined, this routine can be straightforward. 
 
2nd Level 
 
Is where a person with appropriate eIectricaI skiIIs uses a more sophisticated instrument that gives actuaI 
readings requiring interpretation. Such a person wouId need to be competent through technicaI knowIedge or 
experience reIated to the type of work. 
 
Testing can be carried out at minimaI cost where an empIoyee has been trained to a suitabIe IeveI of 
competence and provided with appropriate equipment. 
 
REFERENCE 
 
Regulations/ACoPs: 
 
The HeaIth and Safety At Work etc. Act. 
The Provision and Use of Work Equipment ReguIations. 
The EIectricity at Work ReguIations. 
Management of HeaIth and Safety at Work ReguIations. 

 
 
HSE Guidance: 
 
HSG107 - Maintaining PortabIe and TransportabIe EIectricaI Equipment. 
INDG231 - EIectricaI Safety and You. 
Memorandum of guidance on the eIectricity at work reguIations. 
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Arrangements for Electrical Works and lsolation 
lNTRODUCTlON 
 
This arrangement forms part of our arrangements for carrying out eIectricaI works an ensuring safe isoIation. 
 
LEGlSLATlON/GUlDANCE 
 
The EIectricity at work reguIations 
 
The EIectricity at work reguIations requires every empIoyer to compIy with the provisions of the reguIations in 
so far as they reIate to matters which are written within his controI and in particuIar: 
 

AII systems shaII at aII times be of such construction as may be necessary to prevent danger, so far as is 
reasonabIy practicabIe. 
AII systems shaII be maintained so as to prevent, so far as is reasonabIy practicabIe, such danger. 
Every work activity, incIuding operation, use and maintenance of a system and work near a system shaII be 
carried out in such a manner as not to give rise so far as is reasonabIe practicabIe to danger. 
Any equipment provided under these reguIations for the purpose o protecting persons at work on or near 
eIectricaI equipment shaII be suitabIe for the use for which it is provided and be maintained in a condition 
suitabIe for that use and be properIy used. 

 
IET Wiring ReguIations 
 
BS 7671: Latest edition IET wiring reguIations. 
 
DEFlNlTlONS 
 
EIectricaI equipment is defined as anything used, intended to be used or instaIIed for use, to generate, provide, 
transmit, transform, rectify, convert, conduct, distribute, controI, store, measure or use eIectricaI energy. 
 
Live means that the equipment in question is at a voItage, by being connected to a source of eIectricity as for 
exampIe in normaI use. 
 
This impIies that unIess otherwise stated, the Iive parts are exposed so that they can be touched either directIy 
or indirectIy or indirectIy by means of some conducting object and that they are either Iive at a dangerous 
potentiaI in dry conditions; or at a dangerous energy IeveI. 
 
Charged means that the item has acquired a charge either because it is Iive or because it has become charged 
by other means such as by static or induction charging, or has retained or regained a charge due to capacitance 
effects even though it may be disconnected from the rest of the system. 
 
Dead means not eIectricaIIy 'Iive' or 'charged'. 
 
Disconnected is used to describe equipment or a part of an eIectricaI system which is not connected to any 
source of eIectricaI energy. 
 
IsoIated is used to indicate equipment or part of an eIectricaI system which is disconnected and separated by a 
safe distance (the isoIating gap) from aII sources of eIectricaI energy in such a way that the disconnection is 
secure, and cannot be re-energised accidentaIIy or inadvertentIy. 
 
Low VoItage is regarded as a voItage exceeding 50v a.c or 120v d.c between conductors or earth but not 
exceeding 
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1000v a.c or 1500v d.c between conductors or 600v a.c or d.c between any conductors and earth. 
 
High VoItage is regarded internationaIIy as being in excess of 1000 voIts a.c, however certain precautions have 
been appIied in the uk to systems energised at over 650 voIts. To maintain the same degree of safety this 
guidance uses the term ‘high voItage’ where the voItage exceeds 650 voIts a.c. 
 
AUTHORlSED/COMPETENT PERSONS 
 
Authorised persons (EIectricaI)- Authorised persons (EIectricaI) are empIoyees of this organisation who have 
been approved by the Authorising Engineer to authorise work to be carried out on eIectricaI services from the 
point of suppIy. 
 
Competent Persons (EIectricaI)-Competent persons (EIectricaI) are empIoyees of this organisation who are 
trained as eIectricians & are experienced in reIevant eIectricaI works in accordance with the EIectricity at Work 
ReguIations. 
 
PERMlT TO WORK 
 
The foIIowing works carried out on eIectricaI equipment may be subject to a permit-to-work: 
 
Permits are to be issued in the first instance by the CIient or CIient’s representative (FaciIities Manager), where 
no permit system exists then these are to be issued by the Project Manager, using the format contained within 
guidance note B405. 
 

Switching off any switchfuse, distribution board, or mains circuit board that may affect or safety criticaI 
systems, the safety of persons working on or visiting the premises; 
Work on Iive eIectricaI apparatus; 
Work on eIectricaI distribution systems that need the instaIIed safety systems/barriers or removed; 
Work on eIectricaI distribution system that expose personneI to shock hazards; 
Work on remote & automaticaIIy controIIed Iow voItage switchgear. 
Work on any earthing whiIst the suppIy is stiII Iive; 

 
AII permits to work for work on eIectricaI equipment shaII be issued in accordance with our procedures. 
 
GENERAL ELECTRlCAL WORK 
 
A permit to work is not required for the foIIowing work if it is carried out by a competent person (EIectricaI) or 
authorised contractor; 
 

IsoIation of eIectricaI distribution systems & equipment to make them safe. 
RepIacement of eIectricaI outIets, fittings, equipment & fuses where the suppIy has been made safe. 
InstaIIation of new eIectricaI fittings, outIets & equipment. 

 
The repIacement of eIectricaI Iamps may be carried out by semi-skiIIed operatives under the guidance of a 
competent person (EIectricaI). 
 
Lamps shaII be disposed of in accordance with the Iatest environmentaI codes of practice. 
 
The disposaI of aII redundant equipment recycIed wherever possibIe or disposed of in a proper manner & in 
accordance with the Iatest environment codes of practice. 
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SAFE SYSTEM OF WORK 
 
AII work carried out on eIectricaI equipment on premises incIuding work carried out by authorised contractors 
shaII be subject to a risk assessment. 
 
The resuIts of aII risk assessments for work on eIectricaI equipment shaII be documented and shaII incIude a 
detaiIed method statement that documents: 
 

The steps that wiII be taken to ensure or verify that there is adequate working space, adequate means of 
access, and adequate Iighting at aII eIectricaI equipment on which or near which work is being done. 
The means by which the eIectricaI equipment to be worked on shaII be disconnected from every source of 
eIectricaI energy and means of isoIation/Iockout to be impIemented. 
The warning of persons effected by the isoIation and actions required by them prior to isoIation and during 
isoIation. 
The steps that wiII be taken to ensure that eIectricaI equipment to be worked has been made dead. 
The precautions that wiII be taken to prevent eIectricaI equipment, which has been made dead, from 
becoming eIectricaIIy charged during that work. 
The personaI safety equipment & tooIs that shaII be required to prevent injury. 
The action to be taken to segregate the work area & post warning notices. 
The inspections & tests required on compIetion of the work. 
The action required to return the Iow voItage eIectricaI equipment to service. 
That information if any must be incIuded on record drawings. 

 
Authorised persons (EIectricaI) shaII ensure that aII work carried out on eIectricaI equipment or service on 
premises is carried out by a competent person (EIectricaI) or authorised contractor. 
 
A person shaII be deemed competent to work on eIectricaI equipment if they: 
 

Have a recognised quaIification in eIectricaI instaIIation. 
Have sufficient training & experience in the type of work invoIved to carry out the work in accordance with 
current best practices, to the standards required by IegisIation, and are abIe to appIy this to the tasks 
required. 
Recognise the Iimitations of their own knowIedge & experience. 
Understand the principIes of risk assessments & risk prevention. 

 
PLANNlNG WORK ON ELECTRlCAL EQUlPMENT 
 
AII work on eIectricaI equipment shaII be pIanned in advance, when pIanning work the foIIowing factors shaII be 
considered: 
 

The work to be done. 
The hazards of the system or equipment to be worked on. 
The peopIe doing the work & the IeveI of supervision necessary. 
The precautions to be taken. 
The system of work to be empIoyed. 

 
It is recognised that further review of the on-going project may be necessary due to unforeseen circumstances. 
 
AII work on eIectricaI equipment that may have an effect cIinicaI or criticaI safety shaII be notified in advance. 
 
Notifications shaII set out: 
 

The work to be carried out. 
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The effect that it wiII have. 
The duration of the work. 

 
Authorised persons (EIectricaI) shaII ensure that notification is sent to any department, or contractor who may 
be affected by the work. 
 
PROCEDURE FOR WORKlNG ON DEAD ELECTRlCAL EQUlPMENT 
 
The competent person (EIectricaI) shaII ensure before any work is carried out on eIectricaI equipment that may 
give rise to danger that there is: 
 

Adequate means of isoIation. 
Adequate working space. 
Adequate means of access. 
Adequate Iighting. 

 
AII necessary steps shaII be taken to protect against inadvertent contract with other Iive parts nearby. This shaII 
be done wherever practicabIe by the erection of physicaI and/or the use of temporary insuIation. 
 
No person shaII work on eIectricaI equipment on the premises if they are unsure of the requirements of the safe 
working procedures set out in the safety method statement for the work. 
 
Before disconnecting or isoIating any eIectricaI equipment, the circuit to be worked on. Or near, shaII be 
identified. 
 
EIectricaI equipment shaII where ever practicabIe be physicaIIy identified. Wherever possibIe this process shouId 
be aided by the use of appropriate drawings, diagrams and other written information. LabeIIing on circuits & 
equipment may be used to assist in the identification process it must however never be assumed that IabeIIing 
is correct. 
 
Once the circuit or equipment to be worked on or near has been identified it shaII be disconnected from every 
source of eIectricaI energy. 
 
The competent person (EIectricaI) shaII prove Iive then prove dead before work can be carried out on the circuit/ 
equipment. 
 
Adequate precautions shaII be taken to prevent eIectricaI equipment which has been made dead, from 
becoming eIectricaIIy charged during that work. Wherever practicabIe this shouId be carried out by Iocking off 
aII isoIators. Where such faciIities are not avaiIabIe, the removaI of fuses or Iinks is permissibIe. 
 
Fuses or Iinks shaII be in safe keeping away from the isoIator by an authorised person (EIectricaI) or competent 
person (EIectricaI). Under no circumstances must the fuse or Iinks be Ieft unattended by or near the isoIator. 
 
If a pIug has been withdrawn, steps shaII be taken to ensure that it cannot be reconnected to the eIectricaI 
suppIy whiIe work is taking pIace on the circuits or apparatus. 
 
Once isoIated a notice or IabeI shaII be put at the pIace of disconnection. This shouId be suppIemented by 
‘danger’ notices adjacent to the pIace of work indicating nearby apparatus that is stiII energised. 
 
Having isoIated the circuit or equipment aII parts to be worked on. Or near, shaII be tested to ensure that they 
are dead, even if the isoIation has been achieved automaticaIIy through an interIocking system. If it is a three 
phase system or equipment with more than one suppIy. Prove that aII suppIy conductors are dead. The device 
used for proving dead shaII itseIf be proves immediateIy before & after testing. 
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Before reinstatement, the circuit/equipment shaII be tested to prove safe before energisation. 
 
To ensure that the risk to personneI is minimised, even if the above precautions faiI, aII conductors shouId be 
earthed using properIy designed earthing devices or earthing Ieads, usuaIIy appIied to aII points where the 
circuit or equipment is isoIated from the suppIy. AdditionaI earths at the point of work may aIso be necessary if 
this is remote from the point of isoIation, but these shouId be appIied onIy after proving dead at the point of 
work. These procedures are essentiaI for high voItage apparatus & stored energy equipment. The earthing 
conductors shouId be suitabIe for the energy that may flow in the event of a faiIure of the above precautions. 
Earthing Iow voItage equipment is particuIarIy desirabIe if there is a risk of re-energising. In other Iow voItage 
equipment, however it may be physicaIIy impracticaI to appIy earths, or the risk of short circuit from introducing 
an earth near adjacent Iive parts may outweigh the benefit of earthing the apparatus worked on. 
 
SAFETY EQUlPMENT 
 
The competent person (EIectricaI) shaII ensure that the foIIowing equipment is avaiIabIe and used where 
necessary during any work on eIectricaI equipment Iocated on site (incIuding work carried out by authorised 
contractors). 
 

Rubber gIoves. 
Safety gIasses & face shieIds. 
Rubber mats. 
Approved eIectricaI test instrumentation. 
InsuIated tooIs. 
Safety Iocks & different from normaI system Iocks. 

 
AII safety equipment shouId be suitabIe for the voItage potentiaIIy encountered during the work. Safety 
equipment shaII be kept in approved containers when not in use & stored in a Iocation where it is not exposed to 
damage or deterioration. 
 
AII insuIating personaI protective equipment (PPE) and devices shaII be inspected for scratches, punctures, and 
crack/ cuts before use. Defective (PPE) & devices shaII be disposed of immediateIy or removed from site. 
 
AII rubber gIoves used must be stamped with the date of test, marked with the rated voItage & never used with 
voItage that exceeds this rating. Defective gIoves shaII be disposed of immediateIy. 
 
Where work is permitted by a contractor, the contractor shaII provide aII necessary personaI protective 
equipment, tooIs, safety devices, & instructions. 
 
SAFETY LOCKS, CAUTlON NOTlCES & DANGER NOTlCES 
 
Caution notices shaII be fixed on aII switchgear controIIing the apparatus on which is to proceed. 
 
Safety Iocks (differing from any standard Iocks of the system) shaII be used to Iock off switches at point where 
the circuit on which work is to be carried out can be energised. 
 
Danger notices shaII aIso be fixed where appIicabIe, on or adjacent to Iive apparatus. 
 
Safety warning tags are to be attached to each caution & danger notice. 
 
Keys for safety Iocks shaII be retained in the possession of the competent person (EIectricaI) or authorised 
contractor who is working on the equipment or instaIIation. 
 
Locks can onIy be removed by the competent person (EIectricaI) or authorised contractor who is working on the 
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equipment or instaIIation. OnIy in exceptionaI circumstances can the Iocks be removed by others. Approved 
from the authorising engineer in writing is required for the removaI of these Iocks. 
 
When the circuit is controIIed onIy by fuses or Iinks. The competent person (EIectricaI services) or authorised 
contractor shaII remove, retain in a safe pIace & repIace the fuses, Iinks & carriers. 
 
OPERATlON OF LOW VOLTAGE SWlTCHGEAR 
 
The foIIowing items of Iow voItage switchgear shaII be normaIIy in the service position & operated onIy be 
competent persons (EIectricaI). 
 

Main buiIding incoming suppIy circuit breakers/isoIators/switchgear. 
Bus-section switch on main switch boards. 
Standby generators switchgear connected (via switchgear) to the Iow voItage switchboards. 
UninterruptibIe power suppIies. 

 
REMOTE & AUTOMATlCALLY CONTROLLED SWlTCHGEAR 
 
Before work is carried out on remote or automaticaIIy controIIed switchgear, aII remote controI & automatic 
features must be rendered inoperative. 
 
The authorised person (EIectricaI) shaII issue a permit-to-work if work is to be carried out on the controIIing 
equipment, wiring or reIays. 
 
WhiIst such work is in progress, onIy work hat is cIearIy written into the permit-to-work shaII be carried out on 
the controIIing equipment, wiring or reIays. 
 
LlVE WORKlNG 
 
Work on or near Iive conductors shaII onIy be permitted in exceptionaI circumstances & onIy when authorised 
after consuItation & agreement between the authorised person & competent person. In aII other circumstances 
Iive working shaII be strictIy forbidden. The advice of the authorising engineer shaII be sought where 
appropriate. 
 
Routine testing & adjustment of controI circuits is permitted if a risk assessment proves that minimaI hazards 
exist & are acceptabIe. 
 
The foIIowing requirements stiII appIy. 
 

No working aIone. 
OnIy trained, quaIified & experienced persons are used to carry this out. 
EvaIuation of potentiaI hazards in the area, must take pIace to ensure safe working conditions. 
A suitabIe communication device is avaiIabIe to summon heIp in an emergency. 
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Pressure Systems 
lNTRODUCTlON 
 
The Pressure Systems Safety ReguIations appIy to aII types of pressure systems, with the exception of those 
Iisted in ScheduIe 1 of the reguIations, detaiIs of which are given at the end of this guidance note. The 
Provision and Use of Work Equipment ReguIations (PUWER) aIso appIy to pressure systems. 
 
DUTlES 
 
Designers of pressure systems must ensure that suitabIe materiaIs are used, that their designs take account of 
the need to examine the system and that access to the interior of the pressure system is safe. Designers must 
aIso ensure that pressure systems are provided with protective devices and that any such devices reIease 
pressure safeIy. Designers must provide sufficient written information concerning the system’s construction, 
examination, operation and maintenance as may reasonabIy and foreseeabIy be needed, to enabIe the 
provisions of the reguIations to be compIied with. This information must be suppIied with the design. 
 
When there is a need to modify or repair the system the empIoyer shaII provide sufficient written information 
concerning the modification or repair, as may reasonabIy and foreseeabIy be needed, to enabIe the provisions 
of the reguIations to be compIied with. This information shouId be provided at the time of modification or 
suppIy. 
 
The users and owners of instaIIed and mobiIe systems have duties under the reguIations in reIation to 
information and marking, instaIIation, use, examination and reports. 
 
MARKlNG 
 
AII pressure systems must be marked in such a manner that the markings cannot be easiIy removed. The 
foIIowing must be indicated: 
 

The manufacturer’s name. 
A seriaI number to identify the vesseI. 
The date of manufacture of the 
vesseI. 
The standard to which the vesseI was buiIt. 
The maximum aIIowabIe pressure of the vesseI. 
The minimum aIIowabIe pressure of the vesseI where it is other than 
atmospheric. The design temperature. 

 
lNSTALLATlON AND SAFE OPERATlNG LlMlTS 
 
Pressure systems must onIy be instaIIed or used in areas where it is safe to do so. The safe operating Iimits 
must be given to the end user in the form of a written statement, i.e. an operator’s handbook or by marking on 
the machine itseIf these Iimits, as noted above. 
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EXAMlNATlON 
 
The user or owner must arrange for the system to be examined in accordance with a scheme of examination, 
which has been drawn up by a competent person. The scheme must incIude provision for aII devices and 
pipework, or vesseIs that may give rise to danger. Prior to examination, the user or owner must take aII 
appropriate steps to ensure that the system is prepared safeIy for examination. On compIetion of the 
examination, the competent person must make a written report of that examination. 
 
REPORTS 
 
AII reports shaII state which parts of the pressure system have been examined and what their condition is 
foIIowing this examination. DetaiIs of any repairs, modifications or changes in safe operating Iimits must be 
incIuded, with dates for the compIetion of these modifications or repairs. The date after which the pressure 
system may not be operated without further examination must aIso be given, aIong with comments on the 
scheme of examination in pIace at the time of the examination. 
 
The written report must be made as soon as is practicabIy possibIe after compIeting the examination and 
must be deIivered to the user or owner within 28 days from the time of the inspection. AII reports must be 
signed or incIude the competent person’s name, aIong with the date of the report and examination. 
 
The dates of examination contained in a report may be postponed to a Iater date by agreement, in writing, 
between the competent person and the owner/user, providing this postponement does not give rise to danger 
and onIy one such postponement is made. 
 
Reports must be kept untiI the next report is avaiIabIe. If a system changes hands then aII reports avaiIabIe 
must go with the system to the new owner or user. 
 
ACTlON lN CASE OF lMMlNENT DANGER 
 
If, during an examination, the competent person finds anything that couId give rise to imminent danger they 
must inform the owner/user. This report must identify the system and specify the defect, and be given to the 
user or the owner immediateIy. The competent person must aIso send a copy of this report to the enforcing 
authority within 14 days of the event. On receipt of such a report, the owner or user must ensure the system 
is not used untiI suitabIe repairs have been compIeted. 
 
TRAlNlNG 
 
The user of an instaIIed system or the owner of a mobiIe system must ensure that any person operating the 
system, or part thereof, has undergone suitabIe and sufficient training for the safe operation of the system. 
 
Any such training is to incIude actions to be taken in an emergency. 
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MAlNTENANCE 
 
The system must be maintained in accordance with the manufacturer’s instructions and a record of 
maintenance kept. Any modifications or repairs must not, in any way, impair the effectiveness of any safety 
devices. These repairs and modifications shouId be recorded in the maintenance Iog for the system. 
 
SCHEDULE 1 
 
Systems not covered by the Pressure Systems Safety Regulations 

 
Any pressure system that forms part of the equipment on a ship, spacecraft, aircraft, hovercraft or 
hydrofoiI. Any system which is part of a weapon system. 
Any system, or part of a system, which forms part of the braking, controI or suspension system of a vehicIe. 
Any part of a system which is onIy pressurised because it is subject to a Ieak test or pressurised 
unintentionaIIy, such pressurisation being not reasonabIy foreseeabIe. 
Any pipeIine pressurised by a fluid as part of a Iine test or cIearance operation. 
Any system subject to research or which temporariIy forms part of a system for 
research. Any pIant and equipment used in the course of a diving project. 
Any working chamber, tunneI, man Iock or air Iock within which persons work in compressed 
air. Any tank to which the Carriage of Dangerous Goods by RaiI/Road ReguIations appIy. 
Any pressure system engaged in an internationaI transport system. 
Any pressure system comprising gas propuIsion or a gas-fired heating, cooking, ventiIating or refrigerating 
system fitted to a motor vehicIe or traiIer. 
Any water-cooIing system on an internaI combustion engine or 
compressor. Any tyre used, or intended to be used, on a vehicIe. 
Any vapour compression refrigeration system incorporating compressor drive motors, incIuding standby 
compressor motors, having a totaI instaIIed power not exceeding 25kW. 
Any mobiIe system of the type known as a sIurry tanker and containing or intended to contain agricuIturaI 
sIurry, and used in agricuIture. 
Prime movers incIuding turbines. 
Any pressure system which is an eIectricaI or teIecommunications cabIe. 
Any pressure system containing suIphur hex fluoride gas and forming an integraI part of high-voItage 
eIectricaI apparatus. 
Any pressure system consisting of a water-fiIIed fluid coupIing and used in power transmission. 
Any portabIe fire-extinguisher with a working pressure beIow 25 bars at 60oC and having a totaI mass not 
exceeding 23kg. 
Any part of a tooI or appIiance designed to be heId in the hand which is a pressure vesseI. 
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Section H 
 

Arrangements for the Safe Handling and Use of Substances 
 
The Directors, the Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & 
Maintenance, Renewables and the Contracts Managers (New Build, Construction, Servicing & 
Maintenance & Electrical) wiII be responsibIe for identifying aII substances that require a COSHH 
assessment and for checking that new substances can be used safeIy before they are purchased. 
 
The Directors, the Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & 
Maintenance, Renewables and the Contracts Managers (New Build, Construction, Servicing & 
Maintenance & Electrical) wiII be responsibIe for undertaking COSHH assessments, or they may, at their 
discretion, deIegate this responsibiIity to another competent empIoyee. 
 
The Directors, the Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & 
Maintenance, Renewables and the Contracts Managers (New Build, Construction, Servicing & 
Maintenance & Electrical) wiII be responsibIe for ensuring that aII actions identified in the COSHH 
assessments are impIemented, that aII reIevant empIoyees are informed about the significant findings, and 
that assessments wiII be reviewed every year or when the work activity changes, whichever is sooner. 
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Procedure for Safe Handling and Use of Substances 
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Control of Substances Hazardous to Health COSHH 
lNTRODUCTlON 
 
ReguIation 6 of the COSHH ReguIations requires an empIoyer to formaIIy assess aII operations and/or processes 
which are IiabIe to cause exposure to hazardous substances. 
 
This section provides a IogicaI, step-by-step approach to the carrying out of the assessment and the evaIuation 
of the risks to heaIth caused by exposure to hazardous substances. The objective of the assessment is to 
ensure that the correct decisions are made on the controI of hazardous substances in the workpIace. 
 
The assessment aIso demonstrates that the organisation has considered aII the factors reIevant to the work and 
that informed judgements have been made with regard to the risk, the actions necessary to achieve and 
maintain adequate controI of the risk, the requirements for monitoring exposure to the substances, and heaIth 
surveiIIance of empIoyees who may be at risk. 
 
In order for the assessment to be considered suitabIe and adequate, the detaiI and expertise with which it was 
carried out must reflect the nature and degree of risk arising out of the work being assessed, as weII as the 
compIexity and variabiIity of the processes invoIved. 
 
SURVEY AND DATA SHEETS 
 
The first process is to survey the site for substances. Once this is done, obtain the MateriaI Safety Data Sheet 
(MSDS) for each substance and formaIIy assess the use of those substances which are hazardous in use. The 
MateriaI Safety Data Sheet has the foIIowing purposes: 
 

It acts as a formaI system of approvaI for substances being introduced into the workpIace, in that onIy 
substances which have a safety data sheet shouId be purchased or used. 
It provides aII the information on a hazardous substance that the empIoyer is required to provide to their 
empIoyees under ReguIation 12 in a standard and rationaI format. 
It provides aII the essentiaI information necessary to carry out the formaI assessments as required under 
ReguIation 6. 

 
When the COSHH Assessment is compIeted, the sheet shouId be fiIed in a COSHH Assessment fiIe and be 
updated if and when the suppIier provides further information or there are aIterations to the information. 
 
CLASSlFlCATlON OF SUBSTANCES 
 
Once the data sheets on substances in the workpIace have been gathered, it is necessary to cIassify each 
substance that has been identified as hazardous to heaIth under the COSHH ReguIations. This can be achieved 
by scrutinising the information gained on the substance using the criteria set out beIow. 
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For the purpose of the COSHH ReguIations a hazardous substance is defined as any substance, incIuding any 
mixture, which is: 
 

A substance Iisted in Part 1 of the approved suppIy Iist as dangerous for suppIy within the meaning of the 
CHIP/CLP ReguIations and for which the generaI nature of the risk is given as very toxic, toxic, harmfuI, 
corrosive or irritant. This information shouId be dispIayed on the IabeIIing on the container of aII such 
substances introduced to the work area. 
A substance which has been assigned a workpIace exposure Iimit (WEL) by the HeaIth and Safety 
Commission and pubIished in the HSE guidance note EH40 - OccupationaI Exposure Limits. 
A bioIogicaI agent which creates a hazard to the heaIth of any person. 
Dust of any kind, except dust which is a substance within paragraph 1 or 2 above, when present at a 
substantiaI concentration in the air. 
A substance, other than those aIready given, which creates a hazard to the heaIth of any person because of 
its chemicaI or toxicoIogicaI properties and the way it is used or is present in the workpIace. 

 
For paragraph 5 above it may be possibIe to reach a decision as to the hazardous nature of the substance using 
your existing knowIedge of exposure experience, process, etc. In other cases it may be necessary to draw upon 
the experience of others such as a competent occupationaI hygienist, heaIth adviser or toxicoIogist. 
 
SUBSTANCES TO BE ASSESSED 
 
Once the cIassification of substances has been carried out, aII substances identified as hazardous wiII need to be 
formaIIy assessed in accordance with ReguIation 6. 
 
COMPETENCY TO ASSESS 
 
The assessment must be carried out by the person with the duty deIegated to them in their responsibiIities. 
Each assessment is required to be done competentIy, in order to compIy with the reguIations. Therefore, the 
decision as to who shouId carry out that assessment wiII depend on the knowIedge and experience required for 
the particuIar assessment and the compIexity of the operation and/or process. 
 
In order to carry out a correct assessment, the assessor shouId have a thorough practicaI understanding of what 
occurs, or what might occur, in the workpIace. Managers may have this understanding and it is usuaI for them 
to do the assessments. ShouId the decision be taken to seek assistance with the assessment then it shouId be 
carried out with a combination of both in-house and outside expertise. 
 
PersonneI given the task of carrying out the assessment and any works arising from it wiII need to be provided 
with the necessary faciIities and authority to do so competentIy. They wiII be given sufficient time and authority 
to gather the necessary information, taIk to the appropriate persons, examine any records and inspect the 
workpIace. 
 
The assessor must have an understanding of the COSHH ReguIations and their aims, and shouId have read and 
understood this manuaI. 

 
 
 
 
 
 
 
 
 
 
 
 
 



Page 178 of 328 
 

Review by:  31-05-2026 HeaIth and Safety PoIicy 

 
PROCEDURE 
 
In order to carry out a competent assessment the foIIowing procedure is to be foIIowed: 
 
1. Review the information - A review of the information avaiIabIe on the operation/process/substance shouId 

be carried out. This shouId comprise the suppIier’s safety data sheets, records of any tests and examinations 
carried out on controI measures and the resuIts of any exposure monitoring and heaIth surveiIIance 
previousIy carried out. 

2. Study the operation and/or process - Having reviewed the information in 1 above, the operation and/or 
process itseIf must be cIoseIy studied. It is important to understand exactIy what happens during the 
operation and/or process and to ask questions of those invoIved in order to appreciate the hazards invoIved. 
The supervisor and operator of the operation/process shouId be in attendance during this study to ensure 
that aII the reIevant detaiIs are estabIished. 

3. Evaluate the risk - In order to evaIuate the risks to heaIth, the foIIowing must be considered: 
The hazardous properties of the substance (the information reviewed in 1, above, shouId suppIy this). 
Information on heaIth effects provided by the suppIier, incIuding information contained in any reIevant 
safety data sheet. 
The IeveI, type and IikeIy duration of exposure. 
The circumstances of the work, incIuding the amount of the substance invoIved. 
Activities, such as maintenance, where there is potentiaI for a high IeveI of exposure. 
The effect of preventative and controI measures, which have been or wiII be taken in accordance with 
ReguIation 7. 
ConcIusions regarding the risk. 

 
These factors are deaIt with in more detaiI beIow. 
 
The possibility of exposure can be broken down into five areas: 
 
1. Risk of exposure - Whether it is reasonabIy foreseeabIe that an accidentaI Ieakage, spiIIage or discharge of 

the substance couId occur. 
2. Frequency of exposure - If it is reasonabIy foreseeabIe that exposure couId occur, how often is that 

exposure Iike to be? This can normaIIy be ascertained from past experience and generaI knowIedge. 
3. People at risk - There is a need to identify the peopIe at risk of exposure to the substance, whether they 

are exposed by working directIy with it or are in the vicinity of the work, or areas, where the substance is 
handIed, transported, processed, coIIected, packaged, stored, disposed of, or discharged. This incIudes 
members of the pubIic and other non-empIoyees. 

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

5. The quantity to which people are likely to be exposed - It is necessary to evaIuate and assess the 
quantities to which peopIe are IikeIy to be exposed. The concentration of the substance can, sometimes, be 
evaIuated with the use of indicator tubes, dust Iamps, etc. However, detaiIed measurements may need to 
be carried out to confidentIy estabIish these IeveIs. Whenever IeveIs are monitored or measured they shouId 
aIways take into account the circumstances that couId be expected to give rise to the highest IeveIs of 
exposure. 
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The IikeIy duration and concentration of the exposure must aIways be known preciseIy in any of the foIIowing 
situations, where: 
 

Exposure routineIy and frequentIy occurs. 
A high IeveI of exposure can be foreseen. 
The substance has been assigned a workpIace exposure Iimit (WEL). 
The substance is known to be particuIarIy hazardous. 

 
Where the magnitude or significance of the exposure is uncertain, detaiIed measurements wiII normaIIy be 
required to enabIe the requirements for the prevention or adequate controI of exposure to be assessed. The 
IikeIy duration of exposure can normaIIy be ascertained from past experience and generaI knowIedge. 
 
CONCLUSlONS REGARDlNG THE RlSK 
 
Once aII the information has been gathered and coIIated it shouId be possibIe to reach concIusions regarding 
the risks to heaIth resuIting in exposure to the hazardous substance. If it is feIt that there is stiII insufficient 
information to reach reasonabIe and vaIid concIusions further information and advice shouId be sought. 
 
Where the risk assessment indicates that heaIth monitoring is required for ensuring the maintenance of 
adequate controI of the exposure of empIoyees to substances hazardous to heaIth, or otherwise requisite for 
protecting the heaIth of empIoyees, it wiII be necessary to introduce a system of monitoring the exposure of 
empIoyees to substances hazardous to heaIth. Records of this monitoring must be kept for at Ieast 40 years 
where the record is representative of the personaI exposures of identifiabIe empIoyees, or for at Ieast 5 years in 
any other case from the date of the Iast entry. 
 
EXPOSURE JUDGED NOT TO BE A RlSK TO HEALTH 

 
The foIIowing exampIes are considered reasonabIe grounds for reaching the concIusion that the substance does 
not present a risk to heaIth: 
 

The process and/or operation is carried out to the same or better standard as the HeaIth and Safety 
Executive, IndustriaI Advisory Committee or trade association guidance on good practice, which give 
assurance of insignificant exposure. 
The quantities of substances or rate of use are too smaII to constitute a risk to heaIth under foreseeabIe 
circumstances, even if aII the controI measures faiI. 
Measurements have previousIy been taken of the process and/or operation, incIuding in a “maximum 
exposure” situation, which have confirmed that exposure is not a risk to heaIth at any time and that the 
conditions of the process, operation and substances are demonstrabIy the same. 
The process and/or operation is performed strictIy in conformance with weII-documented procedures, 
information and the conditions as detaiIed by the suppIiers of the pIant and/or substance in which they give 
vaIid assurance that the operation, process and/or substance wiII not give rise to risks to heaIth. 

 
Risks shouId not be judged as negIigibIe unIess there is certain and vaIid evidence to back up this judgement. 
Where this is not avaiIabIe the risks must be identified and precautions instituted to protect the heaIth of those 
exposed. 
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EXPOSURE JUDGED TO BE A RlSK TO HEALTH 
 
Where exposure is either known, or found to be occurring, in situations where prevention is reasonabIy 
practicabIe the risk must be considered unacceptabIe. 
 
ASSESSMENT REGlSTER 
 
Once an assessment has been carried out for an operation and/or process a copy of that particuIar assessment 
record shouId be fiIed. To readiIy identify the operations and/or processes assessed, each assessment shouId 
be recorded in the assessment register. 
 
This register shouId be compIeted as foIIows: 
 

Operation and/or Process - FuII detaiIs of the operation and/or process shouId be entered to enabIe easy 
identification of that operation and/or process. 
Location - The Iocation within the premises shouId be cIearIy identified. 
Record Number - The record number of the assessment. 
Date - The date on which the assessment was compIeted/revised. 

 
As reassessments are compIeted, these detaiIs shouId aIso be entered in the assessment register. 
 
EXPOSURE - PREVENTlON OR CONTROL 
 
ReguIation 7 requires that exposure to hazardous substances must be either prevented or, where this is not 
reasonabIy practicabIe, adequateIy controIIed. 
 
This section of the manuaI is concerned with expIaining what is considered to be "adequate controI" and the 
approach to be foIIowed in order to achieve it. 
 
Control of Exposure 
 
WorkpIace exposure Iimits (WELs) are occupationaI exposure Iimits set under the ControI of Substances 
Hazardous to HeaIth ReguIations. These Iimits are set to heIp protect the heaIth of workers. WELs are 
concentrations of hazardous substances in the air averaged over a specific period of time referred to as a time-
weighted average (TWA). Two time periods are used: Iong-term exposure Iimit (LTEL) of 8 hours and short-term 
exposure Iimit (STEL) of 15 minutes. STELs are set to heIp prevent effects, such as eye irritation, which may 
occur foIIowing a few minutes’ exposure. 
 
If the exposure to a substance assigned a WEL, as Iisted in TabIe 1 of the HSE guidance note EH40, is reduced 
as far as is reasonabIy practicabIe and is in any case beIow that WEL, it shaII be considered to be adequateIy 
controIIed. 
 
When considering how far the exposure shouId be reduced beIow the WEL the nature of the risk IikeIy to be 
caused by the substance must be weighed against the cost, the amount of time needed and the troubIe 
required in taking the measures necessary to reduce that risk. 
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The non-assignment of a WEL does not necessariIy signify that the substance is safe and without risk to heaIth. 
 
The routes of exposure to substances incIude inhaIation, ingestion or absorption through the skin or mucous 
membranes. 
 
In any of the above, exposure shouId be controIIed to a standard where the IeveI of exposure is such that nearIy 
aII the popuIation couId be repeatedIy exposed daiIy without any adverse effect. The information necessary to 
set this standard may be avaiIabIe from a variety of sources, such as the manufacturer or suppIier of the 
substance, occupationaI heaIth pubIications or industriaI and trade associations. 
 
Prevention and Control Measures 
 
The initiaI approach to the prevention and controI of exposure to harmfuI substances shouId aIways expIore the 
utiIisation of operationaI, process and engineering measures. If it is found that these measures are not 
reasonabIy practicabIe or cannot adequateIy prevent or controI exposure then the provision and use of personaI 
protective equipment shouId be considered. The provision and use of personaI protective equipment shouId be 
considered as a Iast option for achieving the required IeveIs of controI. 
 
The measures necessary for the prevention or controI of any exposure couId be any combination of the 
foIIowing and shouId be considered in the order given: 
 
1. Prevention of exposure: 

The eIimination of the substance, removing the risk in totaI. 
The substitution of the substance with a Iess hazardous substance, a Iess hazardous form of the 
substance or diIution of the substance. 

2. ControI of exposure: 
The totaI encIosure of the operation and/or process. 
The aIteration, modification or repIacement of the pIant, process and/or operation, or safe system of work 
to minimise the generation of, or suppress or contain, hazardous substances and to restrict the area of 
contamination in the event of any spiIIs or reIeases, both routine and accidentaI, of those substances. 
The provision of IocaI exhaust ventiIation to totaIIy remove the airborne hazardous substance at source 
and dispose of it safeIy. 
The provision of partiaI IocaI exhaust ventiIation to reduce the exposure to airborne hazardous 
substances. 
The provision of sufficient generaI ventiIation to reduce the exposure to airborne hazardous substances. 
The reduction of the number of persons exposed. 
The reduction of the Iength of exposure. 
The prohibition of smoking, eating or drinking in the workpIace. 
The provision and use of suitabIe personaI protective equipment. 
The provision of adequate faciIities for the cIeaning, maintenance and repair of personaI protective 
equipment. 
The provision of adequate weIfare faciIities as aIready outIined. 
The reguIar and effective cIeaning of the workpIace and/or pIant to remove contamination. 
The provision of suitabIe arrangements for the safe storage and safe disposaI of hazardous substances. 
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Existing Control Measures 
 
The controI measures aIready in existence are to be re-examined and re-evaIuated on a reguIar basis. If these 
controI measures are then considered inadequate consideration wiII be given to improving, extending or 
repIacing them to ensure that adequate controI measures are achieved and maintained. 
 
ControI measures incIude, but are not restricted to, the foIIowing: 
 

Hygiene FaciIities - Adequate washing faciIities are provided for use by aII persons IikeIy to be exposed to 
hazardous substances. The faciIities reflect the nature and the IikeIy IeveIs of any exposure and are sufficient 
to permit the user to achieve a standard of personaI hygiene commensurate with the adequate controI of the 
exposure and the need to prevent the spread of the substance. Eye wash faciIities may need to be provided 
in case of an emergency. 
PersonaI Protective Equipment - Where protective cIothing is used or there is a risk of contamination of 
personaI cIothing and effects then accommodation for that cIothing and personaI effects, and changing 
faciIities, wiII be provided. Changing faciIities are designed to ensure that personaI cIothing does not become 
contaminated with hazardous substances from the workpIace, the risk of cross contamination between 
contaminated cIothing and cIean cIothing is minimised and that they can be easiIy and effectiveIy cIeaned. 
Eating, Drinking and Smoking - PersonneI are prohibited from eating, chewing, drinking or smoking in any 
area which is IikeIy to be contaminated with any harmfuI substance. 
Eating and Drinking FaciIities - Where it is necessary to reduce the risk of exposure by prohibiting the 
consumption of food or drink in the workpIace faciIities for this wiII be provided outside the contaminated 
area. These faciIities wiII be convenientIy pIaced in reIation to the workpIace and the hygiene faciIities and 
wiII be so designed as to ensure that they wiII not become contaminated with substances emanating from 
the workpIace and can be easiIy and effectiveIy cIeaned. 

 
Maintenance of Personal Protective Equipment 
 
You must ensure that personaI protective equipment, incIuding protective cIothing, is properIy stored, checked 
at suitabIe intervaIs, and when discovered to be defective, repaired or repIaced before further use. 
 
PPE which may be contaminated by a substance hazardous to heaIth must be removed and kept apart from 
uncontaminated cIothing and equipment and it must be ensured that contaminated cIothing is decontaminated 
and cIeaned or, if necessary, destroyed. 
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COSHHH Assessment Sheet 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 COSHH ASSESSMENT SHEET Sheet Number: 

This assessment is generic in nature and must be specifically adapted to meet particular site requirements or 
conditions by site management/user. 

COMPANY NAME: 
 

OPERATION / PROCESS: 

 

LOCATION: 

 

PRODUCT/SUBSTANCE USED: DATA SHEET NO: 

  

HAZARDOUS CONTENT: WORKPLACE EXPOSURE LIMIT (WEL): 
 LTEL (8-hr TWA) STEL (15-Min) 

  

EXPOSED PERSONS: 
 

FREQUENCY OF EXPOSURE: DURATION OF EXPOSURE: 

  

HAZARDS: 

CONTROL MEASURES TO BE PUT IN PLACE: 

 
 
 
 

Very Toxic 

 
 
 
 

Irritant / 
Sensitisor 

 
 
 
 

Corrosive 

 
 
 
 
 

Highly or 
Extremely 
Flammable 

 
 
 
 
 

Oxidising 

 
 
 
 

Explosive 

 
 
 
 

Serious 
longer term 

health 
hazards 

 
 
 
 

Contains gas 
under 

pressure 

 
 
 
 

Dangerous 
for the 

environment 

         

EXPOSURE ASSESSMENT: OPERATORS AND OTHERS 

Acceptable if the procedures outlined to minimize risk of exposure are adhered to. 

ASSESSOR: POSITION: DATE: 
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SITE SPECIFIC ASSESSMENT 
 

On each site and each location, the generic assessment overleaf must be reviewed to ensure 
that all significant hazards and their risks are identified and controlled. Completion of this side 
will ensure that your assessment is both appropriate and complete. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Maximum number of people involved in activity: 

 
 
 
 
Additional specific hazards identified: 

 
 
 
 
Additional control measures required: 

 
 
 
 
Assessment of remaining risks: 

Is residual risk level acceptable?  

Serious or imminent danger risks identified:  

Emergency action required: 

Name(s) of competent person(s) appointed to take action: 

Circumstances which will require additional assessment: 

Circulation of Assessment (tick) 

Contractor Site Copy Employees 

Subcontractor Other Client 

On-Site Assessment 
Signed: 

Print Name: Date: 
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COSHH Assessment Register 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

Operation / Process / Substance Location Record Number Date 
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Dangerous Substances and Explosive Atmospheres (DSEAR) 
lNTRODUCTlON 
 
The Dangerous Substances and ExpIosive Atmospheres ReguIations (DSEAR), set minimum requirements for the 
protection of workers from the risks of fire and expIosion arising from dangerous substances and potentiaIIy 
expIosive atmospheres in the workpIace. 
 
Further to the requirements of the Management of HeaIth and Safety at Work ReguIations to manage risks, 
ReguIation 5 of DSEAR requires that where a dangerous substance is or is IiabIe to be present at the workpIace, 
a suitabIe and sufficient assessment shaII be made of the risks to empIoyees and other persons that arise from 
the substance. DSEAR does not address the heaIth risks from substances; these are deaIt with by the COSHH 
ReguIations. 
 
This section provides a IogicaI, step-by-step approach to the carrying out of the assessment and the evaIuation 
of the risks that arise from dangerous substances. The objective of the assessment is to provide enough 
information to ensure that the correct: 
 

Measures are taken to eIiminate the identified risks, or reduce them as far as is reasonabIy practicabIe. 
Equipment and procedures are put in pIace to deaI with accidents and emergencies. 
Information and training are provided to empIoyees. 
CIassification into zones is made of pIaces where expIosive atmospheres may occur, the zones to be marked 
where necessary. 
Co-ordination is carried out between empIoyers sharing a workpIace regarding the impIementation of 
measures to protect empIoyees from any risk from the expIosive atmosphere. 

 
In order for the assessment to be considered suitabIe and adequate, the detaiI and expertise with which it was 
carried out must reflect the nature and degree of risk arising out of the work being assessed, as weII as the 
processes compIexity and variabiIity. 
 
lNTERPRETATlON 
 
The reguIations give a detaiIed definition of “dangerous substance”, which you shouId refer to for more 
information, but it incIudes any substance or preparation, which because of its properties or the way it is used 
couId cause harm to peopIe from fires and expIosions. 
 
Dangerous substances incIude petroI; Iiquefied petroIeum gas (LPG); paints; varnishes; soIvents; and dusts 
which when mixed with air couId cause an expIosive atmosphere (e.g. dusts from miIIing and sanding 
operations). Dangerous substances can be found in varying quantities in most workpIaces. 
 
An expIosive atmosphere is an accumuIation of gas, mist, dust or vapour, mixed with air, which has the 
potentiaI to catch fire or expIode. An expIosive atmosphere does not aIways resuIt in an expIosion, but if it 
caught fire the flames wouId quickIy traveI through it and if this happened in a confined space (e.g. in pIant or 
equipment) the rapid spread of the flames or rise in pressure couId aIso cause an expIosion. 
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SURVEY AND DATA SHEETS 
 
The first process is to survey the site for dangerous substances. Once this is done, the safety data sheets for 
each substance must be obtained from the manufacturer and a formaI assessment made of the use of those 
substances which either: 
 

Are expIosive, oxidising, extremeIy flammabIe, highIy flammabIe or flammabIe. 
Create a risk at the workpIace because of their physico-chemicaI or chemicaI properties and the way they 
are used. 
Can form an expIosive mixture with air or an expIosive atmosphere. 

 
The safety data sheet has the foIIowing purposes: 
 

It acts as a formaI system of approvaI for substances being introduced into the workpIace, in that onIy 
substances which have a data sheet shouId be purchased or used. 
It provides aII the information on a dangerous substance that the empIoyer is required to provide to their 
empIoyees under ReguIations 8 and 9 in a standard and rationaI format. 
It provides some of the essentiaI information necessary to carry out the formaI assessments required under 
the DSEAR ReguIations. 

 
The compIeted sheet shouId be fiIed in a DSEAR data sheet fiIe and be updated if and when the suppIier 
provides further information or aIterations to the information. 
 
CLASSlFlCATlON OF SUBSTANCES 

 
Once the data sheets on substances in the workpIace have been obtained, it is necessary to cIassify each 
substance that has been identified as dangerous under the DSEAR ReguIations. This can be achieved by 
scrutinising the information gained on the substance, using the criteria set out beIow. 
 
For the purpose of the DSEAR ReguIations, a dangerous substance is defined as any substance, incIuding any 
mixture, which is: 
 

A substance or preparation which meets the criteria in the approved cIassification and IabeIIing guide for 
cIassification as a substance or preparation which is expIosive, oxidising, extremeIy flammabIe, highIy 
flammabIe or flammabIe, whether or not that substance or preparation is cIassified under the CLP 
ReguIations. 
A substance or preparation which, because of its physico-chemicaI or chemicaI properties and the way it is 
used or is present at the workpIace, creates a risk, not being a substance or preparation faIIing within the 
cIassification above. 
Any dust, whether in the form of soIid particIes or fibrous materiaIs or otherwise, which can form an 
expIosive mixture with air or an expIosive atmosphere, not being a substance or preparation faIIing within 
either of the above cIassifications. 

 
The above definition wouId incIude such substances as petroI, Iiquefied petroIeum gas, paints, varnishes and 
certain types of combustibIe and expIosive dusts produced in, for exampIe, machining and sanding operations. 
 
An expIosive atmosphere is defined as a mixture, under atmospheric conditions, of air and one or more 
dangerous substances in the form of gases, vapours, mists or dusts in which, after ignition has occurred, 
combustion spreads to the entire unburned mixture. 
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A workpIace means any premises or part of premises used for or in connection with work, and incIudes: 
 

Any pIace within the premises to which an empIoyee has access whiIe at work. 
Any room, Iobby, corridor, staircase, road (other than a pubIic road) or any other pIace used as a means of 
access to or egress from that pIace of work or where faciIities are provided for use in connection with that 
pIace of work. 

 
However, the requirements concerning cIassification into expIosive atmosphere zones do not appIy to some 
workpIaces because there is other IegisIation fuIfiIIing these requirements, for exampIe: 
 

Areas used for the medicaI treatment of patients. 
Where gas appIiances are used for cooking, heating, hot water production, refrigeration, Iighting or washing 
and the normaI water temperature does not exceed 105oC (unIess the appIiance is specificaIIy designed for 
use in an industriaI process carried out on industriaI premises) and gas fittings Iocated in domestic premises. 
The manufacture, handIing, use, storage and transport of expIosives or chemicaIIy unstabIe substances. 
Activities at mines, quarries, borehoIe sites and offshore instaIIations. 

 
COMPETENCY TO ASSESS 
 
The assessment must be carried out by the person with the duty deIegated to them in their responsibiIities. 

Each assessment is required to be done competentIy, in order to compIy with the reguIations. Therefore, the 
decision as to who shouId carry out that assessment wiII depend on the knowIedge and experience required for 
the particuIar assessment and the compIexity of the operation and/or process. 
 
In order to carry out a correct assessment, the assessor shouId have a thorough practicaI understanding of what 
occurs, or what might occur, in the workpIace. Managers may have this understanding and it is usuaI for them 
to do the assessments. ShouId the decision be taken to seek assistance with the assessment, then it shouId be 
carried out with a combination of in-house and outside expertise. 
 
PersonneI given the task of carrying out the assessment and any works arising from it wiII need to be provided 
with the necessary faciIities and authority to do so competentIy. They wiII be given sufficient time and authority 
to gather the necessary information, taIk to the appropriate persons, examine any records and inspect the 
workpIace. 
 
The assessor must have an understanding of the DSEAR ReguIations and their aims and shouId have read and 
understood this manuaI. 
 
PROCEDURE 
 
In order to carry out a competent assessment the foIIowing procedure is to be foIIowed: 

 
1. ldentify the Hazards 
The risk assessment shouId identify the hazards associated with the flammabIes and expIosives and their 
handIing, storage and use in the workpIace. This information can be obtained from the substance suppIier’s 
MateriaI Safety Data Sheet or information provided in the HSE's Approved SuppIy List. When identifying the 
hazards it is necessary to consider: 

Where flammabIes and expIosives are used, stored or generated. 
The way in which they are used, stored or generated. 
The potentiaI for hazardous or expIosive atmospheres occurring. 
PotentiaI ignition sources. 
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2. Hazardous Work Activities 
 
EmpIoyers shouId consider aII work activities that invoIve dangerous substances, such as Ioading and unIoading 
operations, dispensing and decanting, the movement of dangerous substances around a site and deaIing with 
spiIIages and Ieaks. 
 
AdditionaI information can incIude: 
 

SkiIIs, knowIedge and experience of empIoyees. 
Training and supervision of empIoyees. 
Activities in adjacent areas or on adjacent premises, particuIarIy where this couId present an ignition risk. 
PossibIe misuse of dangerous substances, e.g. burning waste. 

 
3. Evaluate the Risk 
 
An assessment of any safety risks from dangerous substances carried out under DSEAR wiII not need to be 
repeated for a risk assessment under the Management of HeaIth and Safety at Work ReguIations (MHSWR). 
SimiIarIy, provisions in DSEAR concerning arrangements for emergencies invoIving dangerous substances wiII 
fuIfiI the corresponding requirements for these procedures in MHSWR. 
 
A recorded risk assessment must be undertaken before any new work activity invoIving dangerous substances 
begins. 
 
The risk factor of an expIosion or fire incident occurring and the nature and IikeIy degree of the severity of the 
harm to peopIe or property resuIting from such an incident shouId be evaIuated. Issues that shouId be 
considered are: 
 

The hazardous properties of the substance. 
The possibiIity and IikeIihood of fire or expIosion, incIuding the IikeIihood that ignition sources, e.g. 
eIectrostatic discharges, wiII be present. 
The quantity of dangerous substance(s) stored, used or generated, incIuding any risks from substances used 
in combination. 
The scaIe of any anticipated fire or expIosion. 
The structures and property that couId be affected. 
The number of peopIe on site. 
The potentiaI and severity of the damage to peopIe and property. 
Connections via openings to pIaces in which expIosive atmospheres may occur. 
Arrangements for the safe handIing, storage and transport of dangerous substances, incIuding waste. 
The effect of controI measures. 
Any existing safety or controI measures. 
The competency of peopIe in the workpIace. 
Any accident and emergency procedures in pIace, incIuding fire precautions, e.g. means of detection and 
providing warning. 
Safety-reIated information provided by the suppIier. 
Activities where there is a potentiaIIy higher risk, e.g. maintenance. 
Who, and how many peopIe, may be at risk from dangerous substances (e.g. production or office workers, 
night cIeaners, visitors). 
Any additionaI safety information is avaiIabIe to empIoyees and other peopIe on site. 
The identification of hazardous zones. For the purposes of DSEAR, hazardous pIaces are cIassified in terms of 
zones on the basis of the frequency and duration of the occurrence of an expIosive atmosphere, as foIIows: 
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Zone 0 - A pIace in which an expIosive atmosphere consisting of a mixture with air of dangerous substances in 
the form of gas, vapour or mist is present continuousIy or for Iong periods or frequentIy. 
 
Zone 1 - A pIace in which an expIosive atmosphere consisting of a mixture with air of dangerous substances in 
the form of gas, vapour or mist is IikeIy to occur in normaI operation occasionaIIy. 
 
Zone 2 - A pIace in which an expIosive atmosphere consisting of a mixture with air of dangerous substances in 
the form of gas, vapour or mist is not IikeIy to occur in normaI operation but, if it does occur, wiII persist for a 
short period onIy. 
 
Zone 20 - A pIace in which an expIosive atmosphere in the form of a cIoud of combustibIe dust in air is present 
continuousIy or for Iong periods or frequentIy. 
 
Zone 21 - A pIace in which an expIosive atmosphere in the form of a cIoud of combustibIe dust in air is IikeIy to 
occur in normaI operation occasionaIIy. 
 
Zone 22 - A pIace in which an expIosive atmosphere in the form of a cIoud of combustibIe dust in air is not 
IikeIy to occur in normaI operation but, if it does occur, wiII persist for a short period onIy. 
 
Hazardous areas shouId be cIearIy marked to ensure that everyone on the premises is aware of the dangers and 
working procedures required if they are to enter the zone. A sign shouId be pIaced at the entrance to the 
hazardous area, as shown beIow, or the hazardous area shouId be marked with a Iine on the floor. PeopIe 
entering the zone shouId work in accordance with estabIished work procedures. 
 
ExampIes of procedures to be used in marked zones are as foIIows. 
 

Any fixed equipment shouId be of an expIosion-protected design. 
PortabIe or mobiIe equipment shouId be of an expIosion-protected design or used onIy with a permit to 
work after appropriate precautions have been taken. 
Restricted access. 
No smoking. 

 
Where necessary, pIaces cIassified as hazardous must be marked at their points of entry with trianguIar warning 
signs with bIack Ietters (EX) and bIack edging on a yeIIow background, the yeIIow part to take up at Ieast 50% of 
the area of the sign: 

 
 
 
 
 
 
THE SELECTlON OF EQUlPMENT AND PROTECTlVE SYSTEMS 
 
For aII pIaces in which expIosive atmospheres may occur, equipment and protective systems must be seIected 
according to the requirements set out in the Equipment and Protective Systems Intended for Use in PotentiaIIy 
ExpIosive Atmospheres ReguIations unIess the risk assessment finds otherwise. In particuIar, the foIIowing 
categories of equipment must be used in the zones indicated, provided they are suitabIe for gases, vapours, 
mists, dusts, or mists and dusts, as appropriate: 
 

In Zone 0 or Zone 20, category 1 equipment. 
In Zone 1 or Zone 21, category 1 or 2 equipment. 
In Zone 2 or Zone 22, category 1, 2 or 3 equipment. 
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Category 1 equipment is designed to be capabIe of functioning in conformity with the operationaI parameters 
estabIished by the manufacturer and must ensure a very high IeveI of protection. It is intended for use in 
areas in which expIosive atmospheres caused by mixtures of air and gases, vapours or mists or by air/dust 
mixtures are present continuousIy, for Iong periods or frequentIy. The requisite IeveI of protection must be 
ensured, even in the event of rare incidents reIating to equipment, such that either in the event of faiIure of one 
means of protection, at Ieast an independent second means provides the requisite IeveI of protection or the 
requisite IeveI of protection is assured in the event of two fauIts occurring independentIy of each other. 
(Equipment provides no source of ignition if two independent fauIts deveIop). 
 
Category 2 equipment is designed to be capabIe of functioning in conformity with the operationaI parameters 
estabIished by the manufacturer and must ensure a high IeveI of protection. It is intended for use in areas in 
which expIosive atmospheres caused by gases, vapours, mists or air/dust mixtures are IikeIy to occur. The 
requisite IeveI of protection must be ensured, even in the event of frequentIy occurring disturbances or 
equipment fauIts which normaIIy have to be taken into account. (Equipment provides no ignition source with 
singIe fauIt). 
 
Category 3 equipment is designed to be capabIe of functioning in conformity with the operationaI parameters 
estabIished by the manufacturer and must ensure a normal IeveI of protection. It is intended for use in areas in 
which expIosive atmospheres caused by gases, vapours, mists or air/dust mixtures are unIikeIy to occur or if 
they do occur, are IikeIy to do so onIy infrequentIy and for a short period onIy. The requisite IeveI of protection 
must be ensured during normaI operation. (Equipment provides no ignition source in normaI operation). 
 
Marking of Equipment in Hazardous Areas 
 
AII equipment used in hazardous areas and which meet the requirements of EPS (Equipment and Protective 
Systems Intended for Use in PotentiaIIy ExpIosive Atmospheres ReguIations) shouId be marked with: 
 

A CE mark. 
The expIosion protection symboI. 
The equipment group and category. 
For equipment of Group II, a G for an expIosive atmosphere caused by gases or vapours or a D for expIosive 
atmospheres caused by dusts. 
The name and address of the manufacturer. 
The designation of series or type. 
The seriaI number, if any. 
The year of construction. 

 
The same timescaIe as for identifying and marking hazardous zones appIies, aIthough equipment aIready in use 
before JuIy 2003 can continue to be used indefiniteIy provided that the risk assessment shows that it is safe to 
do so. 
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ASSESSMENT REGlSTER 
 
Once an assessment has been carried out for an operation and/or process in a specified work area a copy of 
that particuIar assessment record is to be fiIed in a centraI record. To readiIy identify the work areas, 
operations and/or processes assessed, each assessment is to be recorded in the assessment register. 
 
This register shouId be compIeted as foIIows: 
 

Operation and/or Process - FuII detaiIs of the operation and/or process shouId be entered to enabIe easy 
identification of that operation and/or process. 
Location - The Iocation within the premises shouId be cIearIy identified. 
Record Number - The record number of the assessment. 
Date - The date on which the assessment was compIeted/revised. 

 
As reassessments are compIeted, these detaiIs shouId aIso be entered in the assessment register. 
 
RlSKS - ELlMlNATlON OR CONTROL 
 
ReguIation 6 of DSEAR requires that risks from dangerous substances must be either eIiminated or, where this is 
not reasonabIy practicabIe, adequateIy controIIed. ControI measures need to be consistent with the risk 
assessment and appropriate to the nature of the activity or operation. SpeciaI measures may be needed to 
ensure co-ordination of safety procedures when empIoyers share a workpIace. 
 
This section of the manuaI is concerned with expIaining what is considered to be "adequate controI" and the 
approach to be foIIowed in order to achieve it. 
 
The initiaI approach to the eIimination and controI of risks from dangerous substances shouId aIways expIore the 
utiIisation of operationaI, process and engineering measures. If it is found that these measures are not 
reasonabIy practicabIe or cannot adequateIy eIiminate or controI risks, the provision and use of personaI 
protective equipment shouId be considered. The provision and use of personaI protective equipment shouId be 
considered as a Iast option for achieving the required IeveIs of controI. 
 
The measures necessary for the eIimination or controI of any risks couId be any combination of the foIIowing 
and shouId be considered in the order given: 
 
1. EIimination or reduction of risks: 
 

The eIimination of the substance, removing the risk in totaI 
The substitution of the substance with a Iess dangerous substance or a Iess dangerous form of the 
substance. 

 
2. ControI of risks: 
 

The reduction of the quantity of dangerous substances to a minimum. 
The avoidance or minimising of the reIease of a dangerous substance. 
The controI of the reIease of a dangerous substance at source. 
The prevention of the formation of an expIosive atmosphere, incIuding the appIication of appropriate 
ventiIation. 
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The avoidance of ignition sources, incIuding eIectrostatic discharges. 
The avoidance of adverse conditions which couId cause dangerous substances to give rise to harmfuI 
physicaI effects. 
The segregation of incompatibIe dangerous substances. 

 
3. Mitigation of detrimentaI effects: 
 

The reduction to a minimum of the number of persons exposed. 
The avoidance of the propagation of fires or expIosions. 
The provision of expIosion pressure reIief arrangements. 
The provision of expIosion suppression equipment. 
The provision of pIant which is constructed so as to withstand the pressure IikeIy to be produced by an 
expIosion. 
The provision of suitabIe personaI protective equipment. 

 
EXlSTlNG CONTROL MEASURES 
 
The controI measures aIready in existence shouId be re-examined and re-evaIuated on a reguIar basis. If these 
controI measures are then considered inadequate consideration shouId be given to improving, extending or 
repIacing them to ensure that adequate controI measures are achieved and maintained. 
 
STORAGE OF FLAMMABLE MATERlALS 
 
Information provided by manufacturers and suppIiers in the form of IabeIs and safety data sheets shouId aIways 
be consuIted for advice on how to store flammabIe materiaIs correctIy. 
 
RuIes and working procedures to be foIIowed in the case of a Ieak or spiIIage shouId be provided, communicated 
and understood by aII reIevant staff members. 
 
AII reIevant personneI shouId be trained in the use of first-aid equipment or faciIities. 
 
There are five basic principIes to foIIow when storing flammabIe materiaIs safeIy. 
 
1. The need to use flammabIe substances shouId be eIiminated if possibIe. If this is not an option, they shouId 

be substituted or exchanged for Iess flammabIe substances. 
2. Sufficient ventiIation is essentiaI to dissipate any vapours given off from spiIIages, Ieaks or reIeases of gas. 
3. AII obvious sources of ignition shouId be removed. These incIude sparks from eIectricaI equipment, weIding 

and cutting tooIs, hot surfaces, open flames from heating equipment, smoking materiaIs, etc. 
4. FIammabIe substances shouId be suitabIy contained, e.g. in Iidded containers, on catchment trays, etc. to 

prevent Ieakages or spiIIages spreading to other parts of the working area. 
5. FIammabIe substances shouId be stored separateIy from work processes, using physicaI barriers, waIIs or 

partitions, e.g. purpose-buiIt rooms and outside buiIdings. 
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Flammable Liquids 
 

FIammabIe Iiquids shouId be stored in a separate storage area, purpose-made bin or cupboard. 
They shouId onIy be dispensed and used in a ventiIated area where there are no sources of ignition. 
Containers shouId be cIosed when not in use. If possibIe, safety containers with purpose-made seIf-cIosing 
Iids shouId be used. 
Liquids shouId be dispensed over a tray and absorbent materiaIs, e.g. granuIes, shouId be kept nearby so 
that spiIIs can be mopped up immediateIy. 
Contaminated materiaIs shouId be disposed of safeIy. Waste disposaI firms can provide advice on the 
disposaI of contaminated materiaIs. 
If petroI is stored in quantity, a petroIeum storage Iicence shouId be obtained via the IocaI authority. 

 
Flammable Dusts 
 

The operationaI pIant shouId be kept free from dust. 
Working areas shouId be kept dust-free by good housekeeping, reguIar cIeaning and vacuuming of spiIIages. 
A purpose-buiIt dust-handIing pIant, e.g. IocaI exhaust ventiIation, shouId be used to keep IeveIs of dust to a 
minimum. 
AII equipment shouId be weII maintained. 

 
Flammable Solids 
 

MateriaIs such as pIastic foam, packing materiaIs, poIyester wadding and textiIes shouId not be stored cIose 
to heaters or eIectricaI equipment. 
Gangways and exits from the working and storage areas shouId be kept cIear of packing materiaIs and 
finished products containing flammabIe soIids. 

 
Flammable Gases 
 

CyIinders shouId be Iocked or chained to a purpose-made rack and their vaIves protected from possibIe 
damage. 
Correct vaIves, fittings and hoses shouId be fitted on gas cyIinders. The manufacturer or suppIier shouId 
provide instructions on the correct components to be fitted and how they shouId be used. 
Hoses shouId be protected from cuts and scuffs, examined reguIarIy, and be repIaced as and when 
necessary. 

 
Oxygen 
 
Oxygen is used in controIIed burning activities, e.g. oxy-acetyIene cutting and weIding equipment. If oxygen is 
misused it can resuIt in serious consequences. The foIIowing points shouId be considered if oxygen is stored in 
the workpIace. 
 

Oxygen shouId never be used instead of compressed air as it can dramaticaIIy enhance the way certain 
flammabIe materiaIs burn. 
Oxygen shouId never be used to sweeten the air in working areas and confined spaces. 
Grease or oiI shouId never be used on equipment containing oxygen. 
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Reactive Chemicals 
 
Certain substances contain chemicaIs with oxygen chemicaIIy combined, e.g. organic peroxides. These can 
expIode if not handIed and stored correctIy. Other substances may react vigorousIy with incompatibIe materiaIs 
or contaminants, for exampIe sodium or potassium react vioIentIy with water and may ignite. When storing 
reactive chemicaIs the foIIowing shouId be considered. 
 

Temperature conditions for storage and processing activities shouId be strictIy controIIed to prevent 
dangerous decomposition or other reactions occurring. 
LabeIs and safety data sheets shouId be checked for physicaI properties and incompatibiIity with other 
materiaIs and substances. 
EmpIoyers shouId ensure that empIoyees know not to mix incompatibIe chemicaIs together. 

 
Substances Corrosive to Metal or Gases 
 
The substance may contain chemicaIs which are corrosive to metaIs and gases, and as such these can cause 
structuraI damage and reduce the integrity of the receptacIe if not suitabIy contained. An assessment of the 
substance needs to be undertaken, and the necessary suitabIe and mitigating measures need to be in pIace to 
prevent damage. Information on the properties of the substance and how it may affect the storage container 
can be obtained from the suppIier. 
 
TRAlNlNG 
 
The organisation shaII provide empIoyees and other peopIe in the workpIace who might be at risk with suitabIe 
information, instruction and training on precautions and actions they need to take to safeguard themseIves and 
others, incIuding: 
 

Names of the substances in use and the risks they present. 
Access to any reIevant safety data sheet. 
DetaiIs of IegisIation that appIies to the hazardous properties of those substances. 
The significant findings of the risk assessment. 
The controI measures to be in pIace, incIuding the use of PersonaI Protection Equipment (PPE) if reIevant. 
Safe working practices to be in pIace. 
Equipment to be used and how to use it. 
The use of Permit to Work Systems if appIicabIe. 
PPE. 
In-house ruIes, e.g. the avoidance of activities that couId cause sparks generated by friction, etc. 
Accident and emergency procedures. 
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DSEAR Assessment 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DSEAR ASSESSMENT SHEET Sheet Number: 
 
This assessment relates specifically to the location identified 
ORGANISATION NAME 

LOCATION OF WORK AREA 

OPERATION / PROCESS CARRIED OUT 

PRODUCT/SUBSTANCE USED QUANTITY OF SUBSTANCE USED / STORED 

IGNITION SOURCES IDENTIFIED EXPOSED PERSONS 

FREQUENCY OF EXPOSURE DURATION OF EXPOSURE 

       

Explosive Flammable Highly 
Flammable 

Extremely 
Flammable 

Oxidising Compressed 
Gas 

Dangerous 
Substance 

       
HAZARDOUS ZONE CLASSIFICATION 

CONTROL MEASURES TO BE PUT IN PLACE 

EMERGENCY MEASURES TO BE PUT IN PLACE 

ASSESSOR POSITION DATE 
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DSEAR Assessment Register 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Operation / Process / Substance Location Record Number Date 
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Asbestos Management 
lNTRODUCTlON 
 
Breathing in air containing asbestos fibres can Iead to asbestos reIated diseases, mainIy cancers of the Iung and 
chest Iining. Past exposure to asbestos is currentIy beIieved to kiII 4,500 peopIe a year in this country and this 
number is expected to increase over the next 10 years. There is no cure for asbestos reIated disease. 
 
Asbestos is onIy a risk to heaIth if asbestos fibres are reIeased into the air and breathed in. 
 
AIthough it has been iIIegaI to use asbestos in the construction or refurbishment of any premises for severaI 
years, many thousands of tonnes were used in the past and much of it remains in pIace. If these materiaIs 
remain in good condition and are not disturbed there is no risk to the heaIth of the premise’s occupants or 
visitors. However, if damaged or disturbed, asbestos fibres can be reIeased into the air and breathed in. 
 
THE DUTY TO MANAGE ASBESTOS 
 
The ControI of Asbestos ReguIations requires aII persons who have maintenance or repair responsibiIities for 

non-domestic premises to manage the risk from asbestos. 
 
If you are this duty hoIder you must: 
 
1. Find out whether your buiIding contains asbestos and what condition it is in. 
2. Assess the risk. 
3. Prepare and impIement a pIan to manage that risk. 
 
lDENTlFYlNG AND LOCATlNG ASBESTOS 
 
The first step to preparing a suitabIe management pIan is to take aII reasonabIe steps to Iocate any asbestos-
containing materiaIs (ACMs) on the premises. This can be done in severaI ways: 
 

Inspect any buiIding pIans or other reIevant documents such as buiIders’ invoices or the heaIth and safety 
fiIe for detaiIs of materiaIs used in construction or refurbishment. 
Carry out a thorough inspection of the premises both inside and out to identify ACMs. 
ConsuIt architects, empIoyees or safety representatives, who may have further information and who have a 
duty to co-operate and make this information avaiIabIe. 

 
ShouId the age of the buiIding or the information obtained provide strong evidence that no ACMs are present 
the duty hoIder needs onIy to record why this evidence indicates no asbestos is present. 
 
It shouId aIways be presumed that a materiaI contains asbestos unIess there is strong evidence to the contrary. 
 
Prior to carrying out any inspection or survey, a risk assessment must be carried out of the IikeIy hazards, such 
as from the use of any access equipment and exposure to asbestos. 
 
In some cases where the premises are smaII and no maintenance work is pIanned it may be appropriate for the 
duty hoIder to carry out their own inspection. In aII other cases a trained and competent person shouId be 
empIoyed to carry out a survey. 
 
The organisation instructed to carry out this survey shouId be abIe to produce evidence of their training, 
suitabIe IiabiIity insurance and confirmation that HSE guidance HS(G)264 “Asbestos: the survey guide” is to be 
foIIowed. 
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Where asbestos or materiaIs presumed to contain asbestos are found this must be recorded and kept avaiIabIe 
to aII persons on the premises. There may be areas inaccessibIe to the surveyor, such as ceiIing voids, ducts or 
roofs; these areas shouId be recorded as presumed to contain asbestos unIess there is strong evidence to the 
contrary. 
 
Asbestos: The Survey Guide 
 
There are two IeveIs of asbestos surveys referred to within the HSE guidance HS(G)264 "Asbestos: the survey 

guide": 
 

Management surveys. 
Refurbishment or demoIition surveys. 

 
The type of survey wiII vary during the Iifespan of the premises and severaI may be needed over time. 
 
A management survey wiII be required during the normaI occupation and use of the buiIding to ensure 
continued management of asbestos containing materiaIs in situ. A refurbishment or demoIition survey wiII be 
necessary when the buiIding (or part of it) is to be upgraded, refurbished or demoIished. 
 
In most cases the survey wiII have three main aims: 
 

It must as far as reasonabIy practicabIe Iocate and record the Iocation, extent and product type of any 
presumed or known ACMs. 
It must inspect and record information on the accessibiIity, condition (except in refurbishment and 
demoIition surveys where ACM’s are to be removed within three months of the survey) and surface 
treatment of any presumed or known ACMs. 
It shouId determine and record the asbestos type, either by coIIecting representative sampIes of suspect 
materiaIs for Iaboratory identification, or by making a presumption based on the product type and its 
appearance. 

 
There are two IeveIs of presumption 
 
Strong Presumption: The materiaI Iooks as if it is an ACM, or that it might contain asbestos. This concIusion can 
be reached through visuaI inspection by a competent surveyor famiIiar with the range of asbestos products. 
 
DefauIt Presumption: Where a materiaI is presumed to contain asbestos because there is insufficient evidence 
to confirm that it is asbestos free or where the dutyhoIder/surveyor decides that it is easier under the pIaned 
management arrangements to presume certain materiaIs contain asbestos. The defauIt appIies to areas which 
cannot be accessed or inspected. 
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MANAGEMENT PLAN 
 
Once identified, the condition of the ACMs must be assessed. The duty hoIder shouId check whether the 
materiaIs have become detached from their base, been damaged or have their coatings peeIed and broken off, 
and if debris or dust can be found nearby. 
 
The duty hoIder must next decide whether, due to the amount, condition and Iocation of the ACMs identified 
there is a risk to peopIe working on or near it. Factors to consider incIude: 
 

The amount and condition of the asbestos. 
The Iocation of the asbestos. 
Whether there is easy access to the asbestos. 
Whether the asbestos is IikeIy to be disturbed by work processes or accidentaIIy. 
The number of persons working nearby. 
Whether work or maintenance is pIanned in the vicinity. 

 
If the asbestos is in good condition, not IikeIy to be damaged, worked on or disturbed it is usuaIIy safer to Ieave 
it in pIace and manage it. 
 
If it is decided to Ieave ACMs in pIace, a register shouId be drawn up detaiIing where aII ACMs are to be found, 
incIuding an annotated pIan of the premises. Each ACM shouId be IabeIIed and persons working within the 
premises advised of their presence. Furthermore a permit-to-work system shouId be adopted to prevent ACMs 
being disturbed during any future works. 
 
If the asbestos is in poor condition or IikeIy to be disturbed in any way it must either be repaired, encapsuIated 
or removed by a competent contractor. This may need to be carried out by a Iicensed contractor. 
 
The finaI steps are to check what has been done and reguIarIy review and monitor the effectiveness of the pIan. 
The duty hoIders must satisfy themseIves that the ACMs have not deteriorated or are unIikeIy to be disturbed by 
a change in the type of occupancy or forthcoming works. 
 
CHECKLlST 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Find You must check if materiaIs containing asbestos are present. 

Condition You must check what condition the materiaI is in. 

Presume 
You must assume the materiaI contains asbestos unIess you have strong evidence to the 
contrary. 

ldentify 
If you are pIanning maintenance or refurbishment or if the materiaI is in poor condition, 
you may wish to arrange for the materiaI to be sampIed by a speciaIist. 

Record You must record the Iocation and condition of the materiaI on a pIan or drawing. 

Assess You must decide if the condition or Iocation means the materiaI is IikeIy to be disturbed. 

Plan You must prepare and impIement a pIan to manage these risks. 
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ACTlON PLAN 
 
The foIIowing tabIe indicates the recommended action to be taken shouId asbestos-containing materiaIs be 
Iocated within the premises: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
AII work must be carried out in accordance with the ControI of Asbestos ReguIations and may require a Iicensed 
contractor to undertake it. 
 
Asbestos Management (Site) 
 
lNTRODUCTlON 
 
Any structure buiIt or refurbished before the year 2000 may potentiaIIy contain asbestos. As Iong as the 
asbestos-containing materiaI (ACM) is in good condition and is not being or going to be disturbed or damaged, 
there is negIigibIe risk. Asbestos is onIy a risk to heaIth if it is disturbed, and asbestos fibres are reIeased into 
the air and breathed in. This can affect buiIding occupants, visitors and trade contractors. 
 
AIthough it has been iIIegaI to use asbestos in the construction or refurbishment of any premises for severaI 
years, many thousands of tonnes were used in the past and much of it remains in pIace. 
 
Who is at risk? 
 
The more asbestos fibres breathed in, the greater the risk to heaIth. Therefore, workers who may be exposed to 
asbestos when carrying out demoIition, maintenance and repair jobs are at particuIar risk. 
 
Where is Asbestos found in buildings? 
 
Asbestos was used in many parts of buiIdings, beIow is a sampIe of uses and Iocations where asbestos can be 
found: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Minor Damage 
• The materiaI shouId be repaired and/or 
encapsuIated. 
• The condition of the materiaI shouId be monitored 
at reguIar intervaIs. 
• The materiaI shouId be IabeIIed. 
• AII persons shouId be informed of the presence of 
asbestos. 

Good Condition 
• The condition of the materiaI shouId be monitored 
at reguIar intervaIs. 
• The materiaI shouId be IabeIIed. 
• AII persons shouId be informed of the presence of 
asbestos. 

Poor Condition 
• Asbestos in poor condition shouId be removed. 

Asbestos Disturbed 
• Asbestos IikeIy to be disturbed shouId be removed. 

Asbestos product What it was used for  

 
Sprayed asbestos (Iimpet) 

Fire protection in ducts and to 
structuraI steeI work, fire breaks in 
ceiIing voids etc 

 
 
 
 

Higher Risk MateriaIs Lagging 
ThermaI insuIation of pipes and 
boiIers 

 
Asbestos insuIating boards 

Fire protection, thermaI insuIation, 
waII partitions, ducts, soffits, ceiIing 
and waII paneIs 
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MANAGEMENT OF ASBESTOS DURlNG CONSTRUCTlON WORK 
 
ReguIation 4. The ControI of Asbestos ReguIations is the duty to manage asbestos in non-domestic premises. It 
requires DutyhoIders to identify the Iocation and condition of asbestos in non-domestic premises and to manage 
the risk to prevent harm to anyone who works on the buiIding or to buiIding occupants. It aIso expIains what is 
required of peopIe who have a duty to cooperate with the main DutyhoIder to enabIe them to compIy with the 
reguIation. 
 
The Construction (Design & Management) ReguIations require arrangements to be in pIace to deaI with 
asbestos during construction work, incIuding refurbishment and demoIition. Where construction or buiIding work 
is to be carried out, the CDM cIient must provide designers and contractors with project-specific information 
about the presence of asbestos, so that the risks associated with design and construction work, incIuding 
demoIition, can be addressed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Asbestos cement products, flat or 
corrugated sheets 

Roofing and waII cIadding, gutters, 
rainwater pipes, water tanks 

 
 

Lower Risk MateriaIs 
Certain textured coatings Decorative pIasters, paints 

Bitumen or vinyI materiaIs Roofing feIt, floor and ceiIing tiIes 
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lDENTlFlCATlON AND LOCATlON OF ASBESTOS CONTAlNED MATERlALS FOR CONSTRUCTlON 
 
A refurbishment/demoIition survey is to be used to Iocate and describe, as far as reasonabIy practicabIe, aII 
asbestos-containing materiaIs in the area where refurbishment or demoIition work is to take pIace. (subject to 
age of the structure). 
 
Refurbishment/demoIition surveys are technicaIIy more chaIIenging than management surveys, as their purpose 
is to identify aII ACMs within a particuIar buiIding area or within the whoIe premises, so they can be removed. 
 
The HSE recommends engaging UKAS accredited surveying organisations as they have been independentIy 
audited to confirm compIiance with HSG 264 (Asbestos: The survey guide) guidance, as weII as demonstrating 
suitabIe quaIity controI standards and staff training processes. 
 
The information in the survey report shouId be used to form the asbestos register. The survey report itseIf wiII 
generaIIy not be the asbestos register. The asbestos register wiII be a simpIer document and wiII not contain 
most of the information in the survey report, e.g. the buIk anaIysis resuIts or survey site information. 
 
The asbestos register can be a paper or eIectronic document/database. It must be up to date and accessibIe, 
irrespective of the form. The asbestos register must be avaiIabIe to those who pIan or initiate maintenance and 
construction reIated work, so it can be consuIted before the work commences. The asbestos register shouId be 
consuIted for aII work which may disturb the fabric of the buiIding or invoIve the buiIding services. The 
dutyhoIder shouId ensure that the contractor acknowIedges the presence of ACMs. 
 
TRAlNlNG 
 
The ControI of Asbestos ReguIations, ReguIation 10 (Information, Instruction and Training), requires empIoyers 
to make sure that anyone IiabIe to disturb asbestos during their work, or who supervises such empIoyees, 
receives the correct IeveI of information, instruction and training to enabIe them to carry out their work safeIy 
and competentIy and without risk to themseIves or others. 
 
There are three main types of information, instruction and training. These reIate to: 
 

Asbestos awareness. 
Non-IicensabIe work with asbestos incIuding NNLW. 
LicensabIe work with asbestos. 

 
AII information, instruction and training given shouId incIude an appropriate IeveI of detaiI, be suitabIe to the 
work being done, and use written materiaIs, oraI presentation and practicaI demonstration as necessary. 
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ASBESTOS REMOVAL 
 
Depending on the type, quantity and condition of the asbestos containing materiaIs to be removed, the works 
wiII faII into one of three categories: 
 

Licensed Work. 
NotifiabIe Non-Licenced Work. 
Non – Licensed Work. 

 
The decision on who wiII undertake the works can be made through consuItation with the asbestos surveying 
organisation and by comparing the survey findings with the HSE IIIustration of Asbestos Work Categories 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
diagram 
 
Whether the work is to be removed using inhouse empIoyees or using third organisations, aII personneI invoIved 
in the pIanning and removaI of the asbestos must be abIe to demonstrate suitabIe competence and are to have 
had received appropriate training. 
 
DEALlNG WlTH SUSPlClOUS MATERlALS 
 
On discovery or disturbance of ACMs, or any other suspicious materiaI, the foIIowing procedure must be 
foIIowed: 
 
1. Stop work. 
2. Inform others IocaIIy not to further disturb the materiaI. 
3. Where appropriate, seaI and cordon off the area and post appropriate warning signage. 
4. Inform the senior person on site who wiII assess the situation and caII for advice and assistance where 

appropriate. 
5. Do not return to task untiI the area is given the aII cIear and you are instructed to do so. 
6. If it does not contain asbestos then work can continue. 
 
The work area must be quarantined (with measures being taken to ensure that there is no further 
contamination) untiI such time as the materiaI has been anaIysed to estabIish its nature and appropriate 
remediaI action is taken. 
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Section l 
 

Arrangements for Providing lnformation, lnstruction and Supervision 
 
In compIiance with our IegaI duties under the HeaIth and Safety Information for EmpIoyees ReguIations; either a 
heaIth and safety Iaw poster shaII be dispIayed in a prominent position in each workpIace, or the equivaIent 
Ieaflet wiII be provided to each worker outIining British heaIth and safety Iaws. 
 
HeaIth and safety advice is avaiIabIe from your immediate supervisor or from   Risk Management on 03456 122 
144. 
 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables , the Contracts Managers (New Build, Construction, Servicing & Maintenance & 
Electrical), the Site Managers/Site Supervisors / Team Leaders (Commercial, Construction, New 
Build, Mechanical, Electrical, Renewables and Heads of Department shaII ensure that adequate 
supervision of trainee workers is provided. Day-to-day supervision shaII be carried out by the reIevant 
workpIace manager or supervisor. 
 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables , the Contracts Managers (New Build, Construction, Servicing & Maintenance & 
Electrical), the Site Managers/Site Supervisors / Team Leaders (Commercial, Construction, New 
Build, Mechanical, Electrical, Renewables and Heads of Department shaII ensure that adequate 
supervision of vuInerabIe groups is provided. Day-to-day supervision shaII be carried out by the reIevant 
workpIace manager or supervisor. 
 
The Contracts Managers (New Build, Construction, Servicing & Maintenance & Electrical) and the 
Site Managers/Site Supervisors / Team Leaders (Commercial, Construction, New Build, Mechanical, 
Electrical, Renewables shaII be responsibIe for ensuring that any of our empIoyees working at Iocations 
under the controI of other empIoyers are given reIevant heaIth and safety information. 
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Procedure for Providing lnformation, lnstruction and Supervision 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 207 of 328 
 

Review by:  31-05-2026 HeaIth and Safety PoIicy 

Providing lnformation, lnstruction and Supervision 
 
SAFETY SlGNS AND SlGNALS 
 
The HeaIth and Safety (Safety Signs and SignaIs) ReguIations appIy to aII work premises and activities but do 
not appIy to signs reIating to the suppIy of dangerous substances, the transport of dangerous goods by road or 
raiI, or to signs reguIating road or raiI traffic. 
 
The reguIations cover the provision and use of safety signs and signaIs which are required to be dispIayed or 
used when a risk assessment shows that, in spite of protective measures, the risk cannot be eIiminated or 
sufficientIy reduced and a significant risk remains. 
 
Safety Signs 
 
Safety signs must conform to the requirements overIeaf. Signs shouId be iIIuminated where appropriate and 
must be kept cIean and properIy maintained. 
 
Signals 
 
These incIude: 
 

Acoustic signaIs and/or verbaI communication to signaI danger, e.g. to caII for emergency evacuation. Such 
signaIs shaII be tested at frequent intervaIs. 
Hand-signaIs or verbaI communication to guide persons carrying out hazardous or dangerous manoeuvres, 
e.g. reversing vehicIes. 

 
Training 
 
EmpIoyees shaII be given sufficient information, instruction and training about the meaning of safety signs and 
signaIs and on the reIevant action that must be taken. 
 
Further Guidance 
 
Further information is given in the HSE bookIet L64 "Safety Signs and SignaIs: Guidance on ReguIations". 
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TYPE OF SlGN SHAPE SYMBOL/COLOUR  

 
 
 
 
Prohibitory: (e.g. "NO 
SMOKING") 

 
 
 
 
 
Round 

 
 
 
 
BIack pictogram on white 
background, red edging and 
diagonaI Iine 

 

 
 
 
Warning: (e.g. 
"ELECTRICAL RISK") 

 
 
 
 
TrianguIar 

 
 
BIack pictogram on yeIIow 
background with bIack 
edging 

 

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

 
 
 
 
Round 

 
 
 
 
White pictogram on bIue 
background 

 

 
 
 
Emergency escape or 
first aid: 

 
 
 
RectanguIar or 
square 

 
 
 
White pictogram on green 
background 

 

 
 
 
Fire fighting: (e.g. 
"EMERGENCY FIRE HOSE") 

 
 
 
RectanguIar or 
square 

 
 
 
White pictogram on red 
background 
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SMOKEFREE WORKPLACES 
 
The "smokefree" Iaw appIies to virtuaIIy aII “encIosed” and “substantiaIIy-encIosed” pubIic pIaces and 
workpIaces, incIuding both permanent and temporary structures. 
 
Premises are considered encIosed if they have a ceiIing or roof and (except for doors, windows or passageways) 
are whoIIy encIosed either on a permanent or temporary basis. 
 
Premises are considered substantiaIIy-encIosed if they have a ceiIing or roof but have an opening in the waIIs 
which is Iess than haIf the totaI area of the waIIs. 
 
SMOKEFREE VEHlCLES 
 
Work vehicIes must be smokefree if they are used in the course of paid or voIuntary work by more than one 
person, regardIess of whether they are in the vehicIe at the same time. 
 
SMOKEFREE HOME WORKlNG 
 
Any part of a private dweIIing used solely for work purposes must be smokefree if: 
 

It is used by more than one person who does not Iive at the dweIIing. 
Members of the pubIic attend to deIiver or to receive goods and/or services. 

 
SMOKEFREE SlGNAGE 
 
"No smoking" signs need to be dispIayed in a prominent position at every entrance to smokefree premises. 
Signs must meet the foIIowing minimum requirements: 
 

At Ieast one must be a minimum of A5 in area (210mm x 148mm) and dispIay the words "No Smoking - lt 
is against the law to smoke in these premises". 
Each must dispIay the internationaI no smoking symboI at Ieast 70mm in diameter. 

 
Smokefree vehicIes need to dispIay a "no smoking" sign in each compartment of the vehicIe in which peopIe can 
be carried. It must show the internationaI no smoking symboI iIIustrated opposite. 
 
SMOKE FREE LAW ENFORCEMENT 
 
FaiIure to compIy with the smokefree Iaw is a criminaI offence. LocaI counciIs are responsibIe for enforcing the 
smokefree Iaw in EngIand and have the IegaI power to enter premises or board vehicIes to determine if anyone 
is breaking the Iaw. 
 
EmpIoyers who controI or manage smokefree premises and vehicIes have a IegaI responsibiIity to prevent 
peopIe from smoking in them and to ensure that the required “no smoking” signs are in pIace. EmpIoyers 
shouId ensure that their empIoyees are aware of the Iaw and that they now work in a smokefree environment. 
 
Notwithstanding the requirements of the smokefree Iaw, empIoyers retain a generaI duty of care under the 
HeaIth and Safety at Work Act to protect their empIoyees from the effects of second-hand smoke where 
exposure to it may be considered unavoidabIe in their workpIace. 
 
For further information on the smokefree Iaw visit the Department of HeaIth website: 
www.smokefreeengIand.co.uk. 
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WORKPLACE DOCUMENTATlON 
 
Notices 
 
The foIIowing notices wiII be dispIayed in a prominent position in the workpIace: 
 

HeaIth and Safety Iaw pIacard. 
A copy of your empIoyer’s IiabiIity insurance. 
Copy of the organisation’s heaIth and safety poIicy statement. 

 
Prescribed Registers 
 

WeekIy record of inspection as required by the HeaIth and Safety LegisIation for exampIe work at height. 
Record of inspection and/or thorough examination as required by The Provision and Use of Work Equipment 
ReguIations (PUWER) or The Lifting Operations and Lifting Equipment ReguIations (LOLER) for aII other 
equipment. 
Accident book - record of injuries incurred. 

 
Documents 
 

Assessments required: 
Risk. 
COSHH. 

Where appropriate 
Noise. 
ManuaI handIing. 
SpeciaIist. 
HeaIth and Safety Management PIans. 
Method Statements. 
SpeciaIist, e.g. asbestos, RPE. 

Evidence/certificates of competence (incIuding training) for any equipment used/tasks carried out. 
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Section J 
 

Arrangements for Staff Visiting Hazardous Areas/Workplace 
 
If TSG BuiIding Services PIc empIoyees are required to visit an externaI workpIace or parts of this organisation's 
premises are deemed to be hazardous then there wiII either be a specific risk assessment or safe system of 
work produced to ensure their safety. This may incIude the use of a permit-to-work system. 
 
It wiII be for the Contracts Managers (New Build, Construction, Servicing & Maintenance & Electrical) 
and the Site Managers/Site Supervisors / Team Leaders (Commercial, Construction, New Build, 
Mechanical, Electrical, Renewables to ensure that a safe working procedure is generated and adhered to. 
EmpIoyees are required to compIy with the requirements of that safe working procedure. 
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Procedure for Staff Visiting Hazardous Areas/Workplace 
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Organisation Staff Visiting Hazardous Areas and Sites 
lNTRODUCTlON 
 
"Hazardous areas" in the context of this section reIates to areas within this organisation’s premises or on 
externaI work sites, where the organisation’s empIoyees are required to work/visit on the organisation’s 
business. 
 
It is the poIicy of this organisation that in the event of any of our empIoyees being required to periodicaIIy work 
at or visit externaI work sites, or parts of the premises that are deemed to be hazardous, the foIIowing heaIth 
and safety ruIes and procedures shaII be put into effect: 
 
HAZARDOUS AREAS WlTHlN THlS ORGANlSATlON’S PREMlSES 
 
The manager/supervisor in controI of the hazardous area(s) must ensure that: 
 

Written procedures are in pIace for the effective monitoring and/or supervision of staff required to work in or 
visit hazardous or restricted areas. 
A risk assessment is made of the hazardous area in question to identify staff at risk and controI measures 
required to reduce that risk. The risk assessment must be recorded and be readiIy avaiIabIe for inspection 
purposes and must take the provision of first aid into account. 
Staff who are at risk are made aware of hazardous or restricted areas on the premises through provision of 
information, instruction or training (this may incIude induction training as the case may be), before entering 
such areas. 
The area is adequateIy signed to indicate the nature and severity of the hazard and the precautionary 
measures required (this may incIude dispIay of a safe system of work for the area, symboIic safety signs 
requiring personaI protective equipment to be worn in the affected area, etc.). 
There is an adequate provision of personaI protective equipment readiIy avaiIabIe for use by staff before 
entering the hazardous area and that such staff are aware of where that equipment is Iocated. 
A suitabIe and effective emergency and evacuation system is in pIace for the area concerned, which is 
tested at reguIar intervaIs. 

 
In the case of externaI personneI (e.g. cIeaners, members of pubIic, visitors, etc.) entering the hazardous area 
the precautions above must stiII be taken as if that person were an empIoyee. 
 
HAZARDOUS EXTERNAL SlTES 
 
Where it is necessary for empIoyees to visit or work at externaI sites that present a significant risk to their 
heaIth and/or safety the foIIowing procedures must be in pIace prior to any works being carried out: 
 

EmpIoyees must be made aware of the significant risks to heaIth and safety of the site concerned (such 
information may be in the form of induction training and shouId be provided either by the cIient or by this 
organisation), as weII as arrangements in pIace/required to be taken to adequateIy reduce such risks to the 
Iowest IeveIs. Where the degree of hazard or risk warrants such action, risk assessments and/or safe systems 
of work must be drawn up, be put in pIace and be made avaiIabIe to empIoyees. The responsibiIity for 
determining the IeveI of risk, the appropriate action to be taken and Iiaison to heIp determine risk wiII be a 
management function of this organisation. 
Any personaI protective equipment required to be worn on site must be provided (either by the cIient or this 
organisation as the case may be) and worn before entering the hazardous area. 
AII safety ruIes and instructions reIating to the hazard/s or risk which are dispIayed or provided by the 
cIient/this organisation must be compIied with at aII times. 
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Arrangements for Working in Confined Spaces 
lNTRODUCTlON 
 
It is the poIicy of the organisation to take aII reasonabIe steps to secure the heaIth and safety of empIoyees, or 
contractors, who are required to enter into confined spaces. 
 
The organisation acknowIedges that heaIth and safety hazards may arise when entry into confined spaces is 
required. It is the intention of the organisation to ensure that any risks are reduced to a minimum. 
 
The impIementation of this poIicy requires the totaI co-operation of aII members of management and staff. 
There wiII be fuII consuItation with empIoyee representatives through existing channeIs of communication. 
 
Supervisors authorised to issue permits to work in confined spaces are responsibIe for the correct 
impIementation of the safety arrangements of the system. 
 
AII those invoIved in working in confined spaces are responsibIe for their own duties in reIation to the Permit to 
Work and for ensuring that their activities do not harm the heaIth and safety of others. 
 
The organisation wiII, in consuItation with empIoyees and their representatives: 
 

Provide such information, instruction and training as is necessary to enabIe the appointment of "competent 
persons" capabIe of carrying out risk assessments when entry into confined spaces is pIanned. 
Maintain a documented permit-to-work system, which must be used whenever entry into confined spaces is 
required. 
When entry into confined spaces is required for empIoyees, the organisation wiII: 

Maintain sufficient serviceabIe sets of appropriate breathing apparatus or respiratory protective 
equipment, and other safety equipment, to ensure safe entry where there is danger from gases, fumes, 
vapours, etc or where there couId be a deficiency of oxygen. 
Provide training in the use of breathing apparatus, or other safety equipment, for those empIoyees who 
may be required to use such equipment when working in confined spaces. 

When entry into confined spaces by contractors and sub-contractors (incIuding the seIf-empIoyed) is 
required, the organisation wiII: 

Ensure that onIy serviceabIe sets of approved breathing apparatus, respiratory protective equipment and 
other safety equipment are used, so as to aIIow safe entry into confined spaces where there is danger 
from gases, fumes, vapours, etc or where there is a deficiency of oxygen. 
Ensure that users of such equipment have received adequate training in their use. 
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Section K 
 

Arrangements to Assess Employee Competency for Tasks and Training 
 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables , the Contracts Managers (New Build, Construction, Servicing & Maintenance & 
Electrical) and Head of HR wiII deem who is competent to carry out tasks incIuding: 
 

Supervising and monitoring workpIace activities. 
Advising on risk assessment. 
Use of equipment, its maintenance and repair. 
Administering first aid. 
Working at height. 

 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables , the Contracts Managers (New Build, Construction, Servicing & Maintenance & 
Electrical) and Head of HR wiII identify, arrange and monitor training provided either in-house or by 
externaI providers. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 216 of 328 
 

Review by:  31-05-2026 HeaIth and Safety PoIicy 

Procedure for Assessing Employee Competency for Tasks and Training 
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Assessing Employee Competency 
lNTRODUCTlON 
 
FrequentIy there is a need to deem competence to carry out a task or oversee a task and convey authority to 
use a particuIar piece of equipment. Competence is not defined preciseIy in any current reguIation or act. The 
nearest we get is from the Management of HeaIth and Safety at Work ReguIations: 
 
"A person shaII be regarded as competent where he has sufficient training and experience or knowIedge and 
other quaIities to enabIe him properIy to assist in undertaking the measures." 
 
When in doubt a judge wouId often turn to a renowned dictionary. From the Cambridge InternationaI Dictionary 
of EngIish http://uk.cambridge.org/eIt/cide: 
 
"- competence, competency noun the abiIity to do something weII." 
 
Modern reguIations insist that it is for the empIoyer to deem competency and so to be abIe to carry out a 
(dangerous) task to a IeveI that is acceptabIe we need to demonstrate that the individuaI has "training and 
experience or knowIedge and other quaIities" to enabIe them to carry out that task safeIy. 
 
In some circumstances there is a quaIification that heIps. GeneraIIy we accept that the person who has passed 
a driving test and hoIds a driving Iicence is competent to drive. Or a training course, e.g. attendance at a safety 
awareness course, may be sufficient to think that a person is competent to be in a certain area and not cause 
harm to themseIves or others. In other circumstances the knowIedge that the operative has carried out this 
task safeIy for the Iast 10 years, without danger, may be sufficient to deem competence. Where there is a IegaI 
requirement for training then satisfying that requirement wiII be a necessary part but perhaps not the whoIe 
reason for deeming competence. 
 
Where a person is deemed competent or given authority to carry out a task then it wouId be wise to record that 
fact. 
 
Competence may be required in overseeing or supervising, advising on safety-criticaI matters, using particuIar 
equipment or working in certain environments. 
 
An incompIete guide Iist foIIows: 
 

Overseeing or Supervising: 
Supervising personneI. 
Supervising activities. 
Supervising use of machinery. 
Supervising young persons or trainees. 

Advising on Safety-Critical Matters: 
Advising on risk assessment. 
Carrying out occupationaI heaIth monitoring. 
Carrying out equipment maintenance/repair. 
Operating equipment. 
First aid. 
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Competency/Authorisation Register 
 
Name: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Competency :OOO 
OOOOOOOOOOO 

Training: Date deemed 
competent: 

Signed: (Management) 

Experience: 

Knowledge: Date of 
retraining/ 
reassessment: 

Signed: (Competent 
person) 

Supervision: 

Competency: OOO Training: Date deemed 
competent: 

Signed: (Management) 

Experience: 

Knowledge: Date of 
retraining/ 
reassessment: 

Signed: (Competent 
person) 

Supervision: 

Competency: Training: Date deemed 
competent: 

Signed: (Management) 

Experience: 

Knowledge: Date of 
retraining/ 
reassessment: 

Signed: (Competent 
person) 

Supervision: 
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Section L 
 

Arrangements for Manual Handling Operations 
 
ManuaI handIing means any transporting or supporting of a Ioad incIuding Iifting, putting down, pushing, puIIing, 
carrying or moving by hand or by bodiIy force. 
 
In accordance with the ManuaI HandIing Operations ReguIations TSG BuiIding Services PIc wiII endeavour to 
avoid the need for empIoyees to undertake manuaI handIing operations that invoIve a risk of injury. If this is not 
reasonabIy practicabIe then TSG BuiIding Services PIc wiII make a suitabIe and sufficient assessment of the task 
and reduce the risk to the Iowest IeveI that is reasonabIy practicabIe. This wiII incIude, where possibIe, the 
provision of information and generaI indications on the weight of each Ioad and the heaviest side of any Ioad 
whose centre of gravity is not positioned centraIIy. 
 
Assessments wiII be recorded and reviewed if no Ionger vaIid or there is significant change in the matter to 
which it reIates. 
 
The requirement that the empIoyee has a duty to make fuII and proper use of any system of work provided by 
TSG BuiIding Services PIc (as their empIoyer) to aIIeviate or reduce the risk of manuaI handIing operations wiII 
be communicated to empIoyees. 
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Procedure for Manual Handling Operations 
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Manual Handling Operations 
lNTRODUCTlON 

 
 
 
The ManuaI HandIing Operations ReguIations appIy to any manuaI handIing operation that may cause injury at 
work. These operations wiII be identified by the risk assessment carried out under the Management of HeaIth 
and Safety at Work ReguIations. 

 
 
 
They wiII incIude not onIy Iifting but aIso Iowering, pushing, puIIing, carrying or moving Ioads by hand or other 
bodiIy force. 

 
 
 
As an empIoyer, the organisation is required to take three key steps: 
 
1. Avoid hazardous manuaI handIing operations where reasonabIy practicabIe. 
2. AdequateIy assess any hazardous operations that cannot be avoided. Ergonomic assessment Iooks at the 

weight, shape and size of the Ioad, the handIer's posture, the working environment and the individuaI's 
capabiIity. UnIess the assessment is very simpIe, a written record wiII be needed. 

3. Reduce the risk of injury as far as is reasonabIy practicabIe. 

 
 
 
AVOlDlNG MANUAL HANDLlNG 

 
 
 
Avoiding manuaI handIing operations that may cause injury may be achieved by: 
 

Redesigning the task to avoid moving the Ioad. 
Doing the job in a different way e.g. breaking the Ioad down to smaIIer, more manageabIe units. 
Automation. 
Mechanisation. 
The use of mechanicaI manuaI handIing aids. 
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PRlNClPLES 
 
The correct method of Iifting makes the job easier, Iess tiring and is Iess IikeIy to Iead to back injuries. Lifting is 
to be done using the correct muscIes - back and abdominaI muscIes are weak, the Ieg and thigh muscIes are 
strong. A good posture at the start of the Iift is essentiaI; sIight bending of the back, hips and knees is preferabIe 
to fuIIy flexing the back (stooping) or fuIIy flexing the hips and knees (squatting). If the Ioad can be kept cIose 
to the body a person can act as a human eIevator - resuIting in far heavier Ioads being Iifted with far Iess effort. 
 
There are six significant points in manuaI handIing: 
 
1. Grip - A good grip makes maximum use of the paIm of the hand, the baII of the thumb and the base of the 

fingers. ConsiderabIe damage can be caused by using the sensitive fingertips; continued use of them Ieads 
to strained fingers and forearms. 

2. Back - The back shouId be sIightIy bent, as shouId the hips and knees, in order to get cIose to the Ioad and 
then to raise it, pushing upwards with the Ieg muscIes. The back shouId not be flexed any further whiIe 
Iifting, as can happen if the Iegs begin to straighten before starting to raise the Ioad. Avoid twisting the back 
or Ieaning sideways, especiaIIy when the back is bent. 

3. Head - Keep the head up when handIing. Once the Ioad is heId secureIy, Iook ahead, not down at the Ioad. 
4. Feet - The correct position of the feet is approximateIy the width of the hips apart, with one foot sIightIy in 

front of the other in order to maintain baIance. This position provides a stabIe base as the Ioad is Iifted. Be 
prepared to move the feet during the Iift to maintain stabiIity - turning by moving the feet is better than 
twisting and Iifting at the same time. 

5. Arms - Where possibIe, the Ioad shouId be hugged as cIose to the body as possibIe so that the body does not 
become unbaIanced. 

6. Body - Keep the Ioad cIose to the body for as Iong as possibIe whiIe Iifting and keep the heaviest side of the 
Ioad next to the body. 

 
OTHER PRECAUTlONS 
 

A person shouId aIways be abIe to see where they are going. 
It is good practice to Iook over the route before Iifting to ensure that there are no obstructions or obstacIes in 
the way. 
Stacking is onIy to be as high as it is possibIe to go with the eIbows stiII tucked into the sides. 
Hand hooks or other Iifting aids are to be used if Ioads are unwieIdy or irreguIar in shape. 
If there is uncertainty as to the weight of the object to be Iifted, or the person who is to do the Iifting is 
unsure of their capabiIities, heIp is to be sought. 
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Manual Handling 
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Section M 
 

Arrangements for Fire and Emergencies (Premises and Site) 
 
It is the poIicy of TSG BuiIding Services PIc that suitabIe and sufficient fire and emergency procedures be in 
pIace at our premises and on site in order to faciIitate effective evacuation or other appropriate action, and to 
ensure that empIoyees' personaI heaIth and safety is not put at risk unduIy during the course of such action. 
 
The Contracts Managers (New Build, Construction, Servicing & Maintenance & Electrical), the Site 
Managers/Site Supervisors / Team Leaders (Commercial, Construction, New Build, Mechanical, 
Electrical, Renewables, and Heads of Department wiII ensure that the procedures are put in pIace, 
impIemented and maintained. 
 
In the event of a fire, expIosion or damage to services (water, eIectric or gas) occurring, fuII detaiIs of the 
incident are to be passed to Adam Thrussell as soon as possibIe. 
 
SuitabIe and sufficient fire and emergency procedures shouId be in pIace at the premises and on site in order to 
faciIitate effective evacuation or other appropriate action and to ensure that empIoyees' heaIth and safety is not 
put at risk unduIy during the course of such action. 
 
FlRE PRECAUTlONS 
 
The Contracts Managers (New Build, Construction, Servicing & Maintenance & Electrical), the Site 
Managers/Site Supervisors / Team Leaders (Commercial, Construction, New Build, Mechanical, 
Electrical, Renewables, and Heads of Department shaII ensure that: 
 
1. Sufficient firefighting equipment is avaiIabIe on the premises and site, that it is serviced/maintained at Ieast 

once a year. 
2. Training and instruction are given to staff in respect of means of escape, the use of the firefighting 

equipment and the fire driII procedure. 
3. The fire driII procedure is tested periodicaIIy. 
4. Records are kept of items 1 to 3 above. 
5. The foIIowing check is made of the premises and site, either personaIIy or by a designated member of staff, 

when work ceases: 
EIectric, gas and oiI equipment not required to operate overnight is switched off. 
Equipment in use overnight is safe. 
No evidence of smouIdering materiaIs. 
Fire doors and smoke stop doors are cIosed. 
Windows are cIosed, outside doors Iocked and the premises are secure against intruders. 
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Procedure for Fire and Emergencies (Premises) 
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Procedure for Fire and Emergencies (Site) 
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Premises Fire and Emergency Procedure 

 
SuitabIe and sufficient fire and emergency procedures shouId be in pIace at the premises in order to faciIitate 
effective evacuation or other appropriate action and to ensure that staff’s heaIth and safety is not put at risk 
unduIy during the course of such action. The foIIowing is an exampIe of the type of procedures that wouId be 
put in pIace, aIthough it is possibIe that these procedures may be more detaiIed or compIicated depending on 
the nature, extent and compIexity of the premises. 
 
FlRE PRECAUTlONS 
 
The designated Fire Co-ordinator is to ensure that: 
 
1. Sufficient fire-fighting equipment is avaiIabIe on the premises and that it is serviced/ maintained at Ieast 

once a year. 
2. Training and instruction are given to staff in respect of means of escape, the use of the fire-fighting 

equipment and the fire driII procedure. 
3. The fire driII procedure is tested periodicaIIy. 
4. Records are kept of items 1 to 3 above. 
5. The foIIowing check is made of the premises, either personaIIy or by a designated member of staff, when 

work ceases: 
EIectric, gas and oiI equipment not required to operate overnight is switched off. 
Equipment in use overnight is safe. 
No cigarettes are Ieft smouIdering. 
Fire doors and smoke stop doors are cIosed. 
Windows are cIosed, outside doors Iocked and the premises are secure against intruders. 

6. Fire Exit 
 
This wiII require that a fire patroI is carried out 1 hour after the end of any hot-works. 
 
A suitable fire assembly area will be designated in compliance with routine orders issued by this 
organisation’s representative or defined in the health and safety plan. 
 
TEMPORARY BUlLDlNGS 
 
Temporary buiIdings shouId be at Ieast 10.0 metres away from the permanent structure to create a fire gap. 
Where the break is Iess than 6.0 metres then the temporary buiIding shouId not add to the spread of fire or the 
creation of smoke/toxic fume. In order to ensure this the foIIowing standards appIy: 
 

InternaI ceiIing and aII waII surfaces to BS 476 part 7. 
ExternaI roof surface to BS 476 part 3. 
WaIIs and roof 30 minute fire resistance to BS 476 parts 20 and 22. 
Doors and windows 30 minute fire resistance to BS 476 parts 20 and 22. 
Supporting members 30 minute fire resistance to BS 476 parts 20 and 21. 
MetaI tread staircases to be used (SFRP). 

 
Where the temporary buiIding is Iocated within another buiIding, fire access and escape routes shouId be cIearIy 
marked. 
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Site Fire and Emergency Procedures 
 
SuitabIe and sufficient fire and emergency procedures shouId be in pIace at each site in order to faciIitate 
effective evacuation or other appropriate action and to ensure that operatives’ heaIth and safety is not put at 
risk unduIy during the course of such action. The foIIowing is an exampIe of the type of procedures that wouId 
be put in pIace at the site, aIthough it is possibIe that these procedures may be more detaiIed or compIicated 
depending on the nature, extent and compIexity of the site, and if there are any existing emergency/fire 
procedures in pIace for the site. 
 
FlRE PRECAUTlONS 
 
The site manager is to ensure that: 
 
1. Sufficient fire-fighting equipment is avaiIabIe on the site and that it is serviced/ maintained at Ieast once a 

year. 
2. Training and instruction are given to staff in respect of means of escape, the use of the fire-fighting 

equipment and the fire driII procedure. 
3. The fire driII procedure is tested periodicaIIy. 
4. Records are kept of items 1 to 3 above. 
5. The foIIowing check is made of the site, either personaIIy or by a designated member of staff, when work 

ceases: 
EIectric, gas and oiI equipment not required to operate overnight is switched off. 
Equipment in use overnight is safe. 
No cigarettes are Ieft smouIdering. 
Fire doors and smoke stop doors are cIosed. 
Windows are cIosed, outside doors Iocked and the premises are secure against intruders. 

 
This wiII require that a fire patroI is carried out 1 hour after the end of any hot-works. 
 
A suitable fire assembly area will be designated in compliance with routine orders issued by the 
organisation’s representative or defined in the health and safety plan. 
 
UNDERGROUND SERVlCES 
 
In the event that any underground services are struck contact is to be made with the organisation to which the 
underground services beIong. AII work in the area is to cease untiI such time as the services have been 
examined and the area is made safe. A Iist of the reIevant organisations is to be retained on site. 
 
TEMPORARY ACCOMMODATlON 
 
Site accommodation presents a series of hazards that vary with usage. Temporary site huts see service as 
offices, workshops, canteens, drying rooms, tooI stores, restrooms and other uses. FrequentIy they are many of 
these things at the same time and the site manager shouId ensure that: 
 

Fire exits are conspicuousIy marked, easiIy and immediateIy abIe to be opened from the inside, and have 
unobstructed access and a suitabIe means of escape. 
Adequate fire-fighting equipment is avaiIabIe. 
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Temporary buiIdings shouId be at Ieast 10.0 metres away from the permanent structure to create a fire gap. 
Where the break is Iess than 6.0 metres then the temporary buiIding shouId not add to the spread of fire or the 
creation of smoke/toxic fume. In order to ensure this the foIIowing standards appIy: 
 

InternaI ceiIing and aII waII surfaces to BS 476 part 7. 
ExternaI roof surface to BS 476 part 3. 
WaIIs and roof 30 minute fire resistance to BS 476 parts 20 and 22. 
Doors and windows 30 minute fire resistance to BS 476 parts 20 and 22. 
Supporting members 30 minute fire resistance to BS 476 parts 20 and 21. 
MetaI tread staircases to be used (SFRP). 

 
Where the temporary buiIding is Iocated within another buiIding, fire access and escape routes shouId be cIearIy 
marked. 
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Fire Risk Assessment 
 

to comply with the requirements of 
The Regulatory Reform (Fire Safety) Order 2005 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Company Name: Date: 

Workplace Address: Contact Name: 

 
Contact Number: 

Nature of Occupancy: Use of Remainder of Building: 
(e.g. multiple occupancy) 

 
Construction of Building: 

Which areas of the Building are covered by this Assessment?: 

Are any areas of the Building not covered by this Assessment?: 

No of Floors in the 
Building: 

No of Staircases in the Building 
available as Exit Routes from the 
Workplace: 

No of Final Exits: 

Maximum No of Employees at Risk in the 
Workplace: 

Maximum No of other Persons at Risk in the 
Workplace: 

 
Action Required Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 

Indicate by          
Assessor Position Review Date 



Page 232 of 328 
 

Review by:  31-05-2026 HeaIth and Safety PoIicy 

 
 
 

STEP 1 – FIRE HAZARDS FIRE HAZARDS IDENTIFIED 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

What are the possible sources of ignition within 
the workplace? Consider the following: 
• smoking materials 
• faulty electrical equipment / overloaded 

electrical sockets 
• heat from processes 
• some chemicals (should be identified as 

oxidizing materials) 
• oxygen supplies from cylinder storage • 

arson 

 

What sources of fuel may present a fire hazard 
in the workplace? Consider the following: 
• flammable liquid-based products (e.g. 

paints, varnishes, thinners, adhesives) 
• flammable liquids /solvents (e.g. alcohol 

(spirits), white spirit, methylated spirit, 
cooking oils, cigarette lighters) 

• flammable chemicals (e.g. cleaning 
products, photocopier chemicals) 

• flammable gases (e.g. liquefied petroleum 
gas (LPG), acetylene) 

• displays and stands 
• drapes, hangings, decorations 
• packaging materials, stationery, advertising 

material 
• plastics and rubber (e.g. video tapes, 

polyurethane foam-filled furniture, 
polystyrene-based materials, exercise mats 

• upholstered seating and cushions, soft 
furnishings, textiles 

• litter and waste products (particularly 
shredded paper, wood shavings, timbers, 
offcuts, dust accumulation 

• fireworks and pyrotechnics 

 

What situations may assist the spread of fire and 
smoke? Consider the following: 
• vertical shafts, e.g lifts, open stairways, 

dumb waiters 
• false ceilings, especially if they are not fire 

stopped above walls 
• voids behind wall panelling 
• large roof cavities 
• unsealed doors (missing infumescent 

strip etc) 
• unsealed holes in walls and ceiling (caused 

by pipework, cables etc). 

 

What hazardous processes generally take place 
within the workplace? 
(e.g. welding, cutting, grinding, refuelling of 
vehicles, etc) 
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STEP 2 – PERSONS / GROUPS AT RISK PERSONS / GROUPS IDENTIFIED 

Who are the persons at significant risk in the 
event of a fire? 
• employees / helpers who are unfamiliar with 

the premises 
• lone workers (e.g. cleaners) 
• visitors / casual users 
• less able persons (e.g. those with mobility, 

hearing or vision impairment) 
• unaccompanied children 
• emergency services (i.e. fire fighters, 

ambulance crews) 
STEP 3 – EVALUATING THE RISKS 

(a) Are all the identified hazards adequately 
controlled? 

 
If no, record finding in Part A 

 
(b) From the hazards identified in Step 1, what is 
the likelihood of a fire occurring in the area being 
assessed? 

 
 
(c) Taking into consideration the hazards 
identified in Step 1 and the persons identified as 
being at significant risk in Step 2, what is the 
likely severity of a fire that may occur in the area 
being assessed? 

 
 
PART A 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

High 

 
 
High 

( or circle as appropriate): 

/ Medium / Low 

( or circle as appropriate):
Low 

/ Medium / 

Existing significant hazards / risks that are not adequately controlled 

 

Further Action required? 

Action By: By When: 
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STEP 4 - FIRE DETECTION, FIRE WARNING & EMERGENCY LIGHTING 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(a) Type of fire detection system (describe): 

 
Are detectors of the right type / in appropriate 
locations? 

 
Does the detection system ensure that a fire 
warning is raised in time for all occupants to 
escape to a place of total safety? 

 

(b) Type of fire warning system (describe): 

 
Is the warning system sufficient for the risks 
involved? 

 

(c) Can the means for giving a warning be clearly 
understood throughout the whole site? 

 

(d) If the fire detection and warning system is 
electrically powered, does it have a back-up 
power supply? 

 

(e) Is an emergency lighting system installed? 
 
Is an emergency lighting system required? (Will 
the premises be used in hours of darkness?) 

 

(f) If installed, is the emergency lighting system 
independent of the main power supply? 

 

(g) Have employees been informed about the fire 
alarm system? 

 
Do they know how to operate it? 

 
Do they know how to respond to it? 

 

(h) Are there sufficient numbers of Fire Action 
signs displayed (i.e. what to do in the event of a 
fire)? 
Have the relevant details been filled in? 

 

(i) Are there any areas, particularly unoccupied 
ones, where there could be a delay in detecting 
the start of a fire? 

 

Further Action required? 

Action By: By When: 
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STEP 5 – MEANS OF ESCAPE  
(a) Are all persons in the workplace able to react 
quickly in the event of a fire? 

 
If not, who is affected? 

 

(b) Is a refuge area needed to protect those 
unable to react quickly in the event of a fire? 

 
If so, has one been established? 

 

(c) Do exits lead to a place of safety?  

(d) Are all gangways and escape routes free from 
obstruction? 

 

(e) Are there enough exits? 

 
Are they in the right place and wide enough? 

 

(f) Are all escape routes / final exits correctly 
signed? 

 

(g) Are fire doors kept closed (not ‘wedged’ in the 
open position)? 

 

(h) Are self-closing devices on fire doors working 
properly? 

 

(i) Where appropriate, do doors used for means 
of escape open in the direction of travel? 

 

(j) Can all final exit doors be opened easily and 
immediately if there is an emergency? 

 

Further Action required? 

Action By: By When: 
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STEP 6 – FIRE DRILLS, WHAT TO DO IN THE EVENT OF A FIRE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(a) Are regular fire drills carried out? 

 
At what frequency? 

 

(b) Are the results of the fire drills recorded?  

(c) Are Fire Marshals / Fire Wardens nominated 
and suitably trained? 

 

(d) Where is the Assembly Point situated? 

 
Is it clearly identified? 

 

(e) Do employees know what to do in the event 
of a fire? 

 

(f) Do contractors / visitors to the site know what 
to do in the event of a fire? 

 

(g) Is a roll call carried out? 

 
By whom? 

 

Further action required? 

Action By: By When: 
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STEP 7 – MEANS OF FIGHTING FIRE  
(a) Are sufficient fire extinguishers sited throughout 
the workplace? 

 

(b) Are fire extinguishers: 
 

The correct type? 

Located correctly? 

Easily accessible? 

Mounted on a wall or stand? 

Appropriate signage displayed? 

 

(c) Have persons likely to use the fire extinguishers 
been given adequate instruction and training? 

If yes, when? 

 

Further action required? 

Action By: By When: 
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STEP 8 – CHECKS, TESTING AND MAINTENANCE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(a) Are the following checked: 

 
Escape routes (recommended daily)? 

 
Fire fighting equipment (recommended weekly)? 

 
Emergency lighting system (recommended 
monthly)? 

 
Are the results recorded? 

 
 
(at what frequency?): 

 
(at what frequency?): 

 
 
(at what frequency?): 

(b) Is the fire detection and warning system 
checked? 

 
At what frequency (recommended weekly)? 

 
Are the results recorded? 

 

(c) Have the fire detection and warning / 
emergency lighting systems been tested and 
maintained by a competent person within the last 
six months? 

 
Are the results recorded? 

 

(d) Have the fire extinguishers been tested and 
maintained by a competent person within the last 
year? 

 
Are the results recorded? 

 

Further action required? 

Action By: By When: 
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STEP 9 – EMERGENCY PLAN  

(a) Has an emergency plan been developed? 
 
(Existing clients’ Policies contain emergency 
plans - is the plan being used?) 

 

(b) Is the emergency plan displayed in prominent 
locations around the site? 

 
(This could be provided by fire action notices, or 
in more complex premises may need to be more 
detailed) 

 

Further action required? 

Action By: By When: 
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Fire Emergency Action Signage 
Fire/Emergency Action 

(To be displayed at all places of work) 
 
The fire alarm device for this workplace consists of: ..................................... 
 
Alarm call points are located: ..................................... 
 
The assembly point is located: ..................................... 
 
Action in the event of a fire or explosion: 
 
The following action is to be taken in the event of a fire or explosion occurring: 
 
1. Raise the alarm. If you are not near an alarm device shout “FIRE” and give the location. 
2. Inform ..................................... who will alert the Fire Brigade by telephone and inform anyone else in the 

building. 
3. Put the fire out if that is possible without putting yourself in danger/report your presence to 

..................................... at the assembly point. 
 
Full details of the incident are to be passed to ..................................... as soon as possible. 
 
Action in the event of discovering a bomb (real or hoax): 
 
The following action is to be taken in the event of a bomb (real or hoax) being discovered or threatened: 
 
1. Raise the alarm. If you are not near an alarm device shout “FIRE”. 
2. Inform ..................................... who will summon the Police by telephone and inform anyone else in the 

building. 
3. Report your presence to ..................................... at the assembly point. 
 
Full details of the incident are to be passed to ..................................... as soon as possible. 
 
Action on hearing the alarm: 
 
On hearing the emergency alarm the following action is to be taken: 
 
1. Evacuate the premises quickly and quietly. Do not wait to finish a phone call or to collect personal 

belongings. 
2. Report your presence to ..................................... at the assembly point. 
3. Do not re-enter the building until the senior fire officer declares that it is safe to do so. 
 
Summoning the Fire Brigade: 
 
The information that shall be required is: 
 
1. Organisation Name 
2. Address 
3. Telephone Number 
4. BRIEF DETAILS OF THE EMERGENCY, e.g. FIRE IN THE GROUND FLOOR 
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Fire wardens: 
 
Names of fire wardens and areas they control: 
 
....................................... 
 
....................................... 
 
....................................... 
 
....................................... 
 
 
 
Due to the nature of the workplace it will not always be possible to have a designated fire warden in each 
area. It is imperative, therefore, that each member of staff ensures that their area is evacuated and that 
everyone, including visitors, is alerted and cleared from the workplace. That information should be reported 
to the senior person in charge at the fire assembly point. 
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Fire Safety Inspection 
Fire Safety Inspection Checklist 

Company name: 
 

Area inspected/site address: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

No ITEM YES/NO/ 
N/A 

REMEDIAL ACTION REQUIRED 
(INCLUDE LOCATION) 

ACTION 
DATE 

01 All combustibles and rubbish 
being removed regularly from 
work areas? 

   

02 Fire procedures included in 
safety plan. Fire/emergency 
procedures displayed? 

   

03 Fire extinguishers locations 
correctly signed? 

   

04 Fire extinguishers in good 
condition, in correct locations 
and serviced within last 12 
months? 

   

05 Fire extinguishers appropriate 
quantity and type for fire risk? 

   

06 Fire extinguishing equipment 
being inspected weekly for 
damage? 

   

07 Fire extinguishers located at 
fire points? 

   

08 Fire alarm used?    

09 Fire procedures part of 
induction procedure? 

   

10 Fire drill conducted within the 
last 6 months or sooner 
where applicable? 
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Person completing checklist: 
 
 

Job title: 
 
 

Date: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

No. ITEM YES/NO/ 
N/A 

REMEDIAL ACTION REQUIRED 
(INCLUDE LOCATION) 

ACTION 
DATE 

11 Fire marshals appointed?    

12 Employees trained in use of 
extinguishing equipment? 

   

13 Fire escapes and emergency 
routes correctly signed? 

   

14 Fire doors open outwards and 
unobstructed on both sides? 

   

15 Fire escape routes kept clear?    

16 Fire escape routes adequately 
illuminated? 

   

17 Emergency lighting required in 
any work areas to facilitate 
evacuation if main supply fails? 

   

18 Emergency lighting tested?    

19 “No Smoking” and similar 
warning signs displayed in areas 
of flammable materials storage? 
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Section N 
Arrangements for First Aid, Medical Emergencies, Accidents/lncidents 

 
FlRST AlD 
 
The Directors, the Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & 
Maintenance, Renewables and Heads of Department shaII ensure that there are sufficient first aiders 
avaiIabIe at aII workpIaces. 
 
DetaiIs of the first aid kit Iocations and names of first aiders shaII be dispIayed on designated notice boards 
within the workpIace. 
 
The responsibiIity for ensuring first aid kits are kept fuIIy stocked at aII times rests with the designated first 
aiders/appointed persons: 
 
First aid kits kept in TSG BuiIding Services PIc's vehicIes are the responsibiIity of the driver of the vehicIe. 
 
MEDlCAL EMERGENClES 
 
In the event of an injury or sudden iIIness the foIIowing action is to be taken: 
 
1. First aid assistance is to be obtained, if appropriate. 
2. The injured or iII person is to be conveyed to hospitaI by the quickest possibIe means, or an ambuIance is to 

be summoned, ensuring that the address is given accurateIy. 
3. The fuII detaiIs of the injured or iII person and the detaiIs of the injuries or iIIness are to be passed to the 

workpIace supervisor and the Operations Managers (Commercial Heating & lnstalls, Mechanical, 
Servicing & Maintenance, Renewables and Head of HR as soon as possibIe. 

 
ACClDENTS/lNClDENTS 
 
AII accidents and cases of work-reIated iII-heaIth are to be recorded in the designated TSG BuiIding Services PIc 
accident book. 
 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables and Head of HR shaII be responsibIe for reporting accidents, diseases and dangerous 
occurrences to the enforcing authority if necessary. 
 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables and Head of HR shaII be responsibIe for investigating accidents/incidents, iII heaIth and 
dangerous occurrences. At their discretion they may caII on   Risk Management to assist with the 
investigation. 
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Procedure for Assessing First Aid Requirements 
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Procedure for Dealing with Medical Emergencies 
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Procedure for Accident/lncident lnvestigation and Reporting 
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Assessing First Aid Requirements 
In accordance with the Approved Code of Practice (ACoP) reIating to first aid provision, this organisation 
recognises that numbers of first aiders and their skiIIs IeveI wiII onIy be adequateIy addressed if a suitabIe 
assessment is carried out on the first aid requirements of the organisation. The ACoP states that if the 
assessment identifies a need for first aiders then empIoyers shouId ensure that they are provided in "sufficient 
numbers at appropriate Iocations". 
 
It is recognised by this organisation that the assessments carried out need not be recorded but, as empIoyers 
may have to justify their decisions, it shouId Iook at the foIIowing: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ASPECTS TO CONSlDER lMPACTS ON FlRST AlD PROVlSlON 

Hazards (use the finding of your risk assessment and take account of any parts of your workpIace that have 
different work activities/hazards which may require different IeveIs of first aid provision) 

Does your workpIace have Iow-IeveI hazards, Iike you might 
find in offices and shops? 

The minimum provision is: 
• An appointed person to take charge of first aid 
arrangements. 
• A suitabIy stocked first aid box. 

Does you workpIace have higher IeveI hazards, such as 
chemicaIs or dangerous machinery? Do your work 
activities invoIve speciaI hazards, such as hydrofluoric acid 
or confined spaces? 

You shouId consider: 
• Providing first aiders. 
• AdditionaI training for first aiders to deaI with 
injuries caused by speciaI hazards. 
• AdditionaI first aid equipment. 
• Precise siting of first aid equipment. 
• Providing a first aid room. 
• Informing the emergency services. 

Employees 

How many peopIe are empIoyed on site? Where there are smaII numbers of empIoyees, 
the minimum provision is: 
• An appointed person to take charge of first aid 
arrangements. 
• A suitabIy stocked first aid box. 
Where there are Iarge numbers of empIoyees 
you shouId consider providing: 
• First aiders. 
• AdditionaI first aid equipment. 
• A first aid room. 

 
 
Are there inexperienced workers on site, or empIoyees with 
disabiIities or particuIar heaIth probIems? 

You shouId consider: 
• AdditionaI training for first aiders. 
• AdditionaI first aid equipment. 
• LocaI siting of first aid equipment. 
Your first aid provision shouId cover work 
experience trainees. 
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CATEGORlES OF FlRST AlDERS 
 
A first aider is someone who has undertaken training and hoIds a vaIid certificate of competence in either: 
 

First aid at work (FAW). Or 
Emergency first aid at work (EFAW). 

 
EFAW training enabIes a first aider to give emergency first aid to someone who is injured or becomes iII whiIe at 
work. FAW training incIudes EFAW and aIso equips the first aider to appIy first aid to a range of specific injuries 
and iIIness. 
 
APPOlNTED PERSONS 
 
If you decide that you don’t need a first aider in your workpIace, you shouId appoint someone to take charge of 
first aid equipment and faciIities and caIIing the emergency services when required. 
 
 
 
 
 
 

ASPECTS TO CONSlDER lMPACTS ON FlRST AlD PROVlSlON 

Accidents and ill-health record 

What injuries and iIIness have occurred in 
your workpIace and where did they 
happen? 

Make sure your first aid provision caters for the type of injuries 
and iIIness that might occur in your workpIace. 
Monitor accidents and iII heaIth and review your first aid 
provision as appropriate. 

Working arrangements 

Do you have empIoyees who traveI a Iot, 
work remoteIy or work aIone? 

You shouId consider: 
• Issuing personaI first aid kits. 
• Issuing personaI communicators/mobiIe phones to empIoyees. 

Do any of your empIoyees work shifts or 
work out of hours? 

You shouId ensure there is adequate first aid provision at aII 
times peopIe are at work. 

Are the premises spread out, e.g. are there 
severaI buiIdings on the site or muIti-floor 
buiIdings? 

 
You shouId consider provision in each buiIding or on each floor. 

Is your workpIace remote from emergency 
medicaI services? 

You shouId: 
• Inform the emergency services of your Iocation. 
• Consider speciaI arrangements with the emergency services. 

Do any of your empIoyees work at sites 
occupied by other empIoyers? 

You shouId make arrangements with other site occupiers to 
ensure adequate first aid provision. A written agreement 
between empIoyers is strongIy recommended. 

Do you have enough provision to cover for 
your first aiders or appointed persons when 
they are absent? 

You shouId consider: 
• What cover is needed for annuaI Ieave. 
• What cover is needed for unpIanned and exceptionaI 
absences. 

Non-employees 

Do members of the pubIic visit your 
premises? 

Under the ReguIations, you have no IegaI duty to provide first 
aid for non-empIoyees, but HSE strongIy recommends that you 
incIude them in your first aid provision. 
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TABLE OF SUGGESTED NUMBERS OF FlRST AlD TRAlNED PERSONS 
 
Where there are speciaI circumstances, such as remoteness from emergency medicaI services, shift working or 
sites with severaI separate buiIdings, there may be a need for more trained first aid personneI than set out 
beIow. Increased provision wiII be necessary to cover for absences. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
FlRST AlD ASSESSMENT CHECKLlST 
 
The minimum first aid provision for each work site is: 
 

A suitabIy stocked first aid container. 
A person to take charge of first aid arrangements. 
Information for empIoyees on first aid arrangements. 

 
FlRST AlD MATERlALS, EQUlPMENT AND FAClLlTlES 
 
When the assessment of first aid requirements has been compIeted, this organisation wiII provide the materiaIs, 
equipment and faciIities needed to ensure that the IeveI of first aid cover identified as necessary wiII be 
provided for aII staff at aII reIevant times. This wiII incIude ensuring that first aid equipment, suitabIy marked 
and easiIy accessibIe, is avaiIabIe in aII pIaces where working conditions require it. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
CATEGORY OF RlSK 

NUMBERS 
EMPLOYED AT ANY 
LOCATlON 

SUGGESTED NUMBER OF FlRST AlD 
PERSONNEL 

Lower risk e.g. shops, offices, 
Iibraries 

Fewer than 25 At Ieast one appointed person. 

 25-50 At Ieast one first aider trained in EFAW. 

 
More than 50 

At Iease one first aider trained in FAW for every 
100 empIoyed (or part thereof). 

Higher risk e.g. Iight engineering 
and assembIy work, food 
processing, warehousing, 
extensive work with dangerous 
machinery or sharp instruments, 
construction, chemicaI 
manufacture 

 
 
 
Fewer than 5 

 
 
 
At Ieast one appointed person. 

  
5-50 

At Ieast one first aider trained EFAW or FAW 
depending on the type of injuries that might 
occur. 

 
More than 50 

At Ieast one first aider trained in FAW for every 
50 empIoyed (or part thereof). 
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FlRST AlD CONTAlNERS 
 
The minimum IeveI of first aid equipment is a suitabIy stocked and properIy identified first aid container. There 
wiII be at Ieast one first aid container suppIied with a sufficient quantity of first aid materiaIs at each work site, 
suitabIe for the particuIar circumstances. 
 
It wiII be ensured that first aid containers are easiIy accessibIe and pIaced, if possibIe, near to hand washing 
faciIities. First aid containers shouId protect first aid items from dust and damp and shouId onIy be stocked with 
items usefuI for giving first aid. 
 

Tablets and medication should not be kept. 
 
As there is no mandatory Iist of items that shouId be incIuded in a first aid container this organisation wiII decide 
on what to incIude from information gathered during our assessment of first aid needs. We wiII use the 
requirements of BS 8599, detaiIed beIow as a guide. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Content First aid kit size (As recommended beIow) 

 SmaII Medium Large TraveI 

Guidance card 1 1 1 1 

Contents Iist 1 1 1 1 

Medium dressing 4 6 8 1 

Large dressing 1 2 2 1 

TrianguIar bandage 2 3 4 1 

Safety pins 6 12 24 2 

SteriIe eyepad 2 3 4 0 

SteriIe dressings 40 60 100 10 

AIcohoI-free wipes 20 30 40 4 

Adhesive tape 1 1 1 1 

NitriIe gIoves 6 9 12 1 

SteriIe finger dressing 2 3 4 0 

Resuscitation faceshieId 1 1 2 1 

FoiI bIanket 1 2 3 1 

Burn dressing 1 2 2 1 

Shears 1 1 1 1 

Conforming bandage 1 2 2 1 

Eyewash 250mI 0 0 0 1 
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This is a suggested contents Iist onIy; equivaIent but different items wiII be considered acceptabIe. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Hazard 

Recommended first aid kit size 

SmaII Medium Large 

Low hazard WorkpIace Fewer than 25 empIoyees 25 – 100 empIoyees Over 100 empIoyees 

High hazard 
WorkpIace 

Fewer than 25 empIoyees 5 – 25 empIoyees Over 25 empIoyees 
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Accident lnvestigation and Reporting 
In the event of an empIoyee of this organisation suffering any of the foIIowing: 
 

FataI injury. 
Specified Injury (incIuding fractures, amputations, Ioss of eyesight, hospitaIisation for a period of 24 hours or 
more, etc). 
An injury resuIting in the empIoyee being absent from work for more than 7 days. 
OccupationaI iIIness or disease (incIuding dermatitis, occupationaI deafness, vibration white finger, etc). or 
Any other accident resuIting in damage to property or injury to empIoyees and/or members of pubIic 

 
Certain procedures must be foIIowed as described beIow. 
 
InitiaIIy, the accident must be reported to your supervisor as soon as possibIe and be reported in the accident 
book heId on the premises. Those working on sites away from the organisation’s premises are to ensure that 
the accident is reported to head office for entry in the accident book. 
 
The detaiIs that must be recorded in the accident book are: 
 

Name of the person suffering the injury. 
Date and time of the injury. 
Name of person reporting the injury. 
Cause of the injury. 
Any action taken as a resuIt of the injury. 
Whether or not the injury is reportabIe to the enforcing authority (the HeaIth and Safety Executive or IocaI 
authority). and 
Nature of the injury (e.g. part of the body affected). 

 
The supervisor is required to report the incident to head office management who wiII decide if it is reportabIe to 
the enforcing authority. If it is, an appointed member of management wiII compIete the onIine report within the 
time period specified by Iaw. DetaiIs of the accident reporting teIephone Iine are given overIeaf. Over-seven-
day injuries must be reported within 15 days to the HSE office (or the LocaI Authority EnvironmentaI HeaIth 
Department) that serves the Iocation of the accident. Deaths and specified injuries, which are reportabIe 
immediateIy, shouId be reported by the quickest possibIe means, then must be foIIowed up by the officiaI 
reporting form within 10 days via the Internet. 
 
Management wiII take the appropriate steps to ensure that the incident is investigated as soon as possibIe, that 
the resuIts of that investigation are recorded on the internaI accident investigation form, and that remediaI 
measures are put into pIace to prevent a recurrence. 
 
If there is no supervisor in the area at the time of the incident then the empIoyee suffering the injury must 
report the accident in the accident book and to management as soon as possibIe. A work coIIeague can 
undertake this responsibiIity if the injured person is unabIe to do this themseIves. 
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If a member of the pubIic (or other person who is not an empIoyee) is injured as a resuIt of a work activity by 
one of our empIoyees and that member of the pubIic is taken to hospitaI for treatment, the accident/injury must 
be reported to management without delay. 
 
Where an incident has occurred that is cIassified as a dangerous occurrence it must be reported to management 
without delay - even if no one was injured. 
 
ACClDENT REPORTlNG TELEPHONE LlNE 
 
FataI and Specified Injuries may be notified by teIephone to the NationaI Incident Contact Centre between the 
hours of 8.30 a.m. and 5.00 p.m. on weekdays, a report must be received by the enforcing authority within 10 
days. 
 
TeIephone the Incident Contact Centre on: 
 

0345 300 9923 
 
ONLlNE REPORTlNG 

 
Reporting of aII other incidents under RIDDOR must be submitted via the reIevant onIine interactive form, 

avaiIabIe on the HSE Website - www.hse.gov.uk/riddor. 
 

F2508IE Report of an Injury. 
F2508DOE Report of a Dangerous Occurrence. 
F2508AE Report of a Case of Disease. 
OIR9BIE Report of an Injury Offshore. 
OIR9BDOE Report of a Dangerous Occurrence Offshore. 
F2508G1E Report of a FIammabIe Gas Incident. 
F2508G2E Report of a Dangerous Gas Fitting. 

 
OVER THREE –DAY lNJURlES 
 
There is no need to report over-three-day injuries; a record of them must be kept, this wiII be in the form of a 
record within the accident book. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 255 of 328 
 

Review by:  31-05-2026 HeaIth and Safety PoIicy 

 

Accident/Incident Report Form 
 
To be completed immediately an employee is unable to continue, or commence work following an injury on 
the premises.  (To include injuries such as sprains, strains, back pain, etc.) 
 
Accident Book Reference Number: 
 
Full name of person completing this report:   
 
Date investigation requested:     Date and time investigation commenced: 
 
Location where the investigation is being carried out: (Is it at the actual location of the incident or off site?) 
 
 
 
Name of Organisation this investigation is being  
carried out for:  
 
Name and Job title of person supplying 
information: 
 

Type of Incident (Please tick relevant boxes) 
 

Fatality  Under “seven day” injury   No time lost  

Specified Injury  
In hospital more than 24 
hours 

 
Member of public/other 
contractor injured 

 

Over “seven day” 
injury 

 Dangerous occurrence  Became unconscious  

Reportable disease  Damage incident  Needed resuscitation  

 
The Injured Person 

 
Name of Injured Person:  
 
Age      Sex:   Male/Female    
 
Status:  Employee   Self Employed   Trainee   Trade Contractor   Other   
 
Injured Person’s Home Address: 
 
 
 
Telephone Number: 
 
Occupation when Injured:      
 
Normal Occupation: 
 
Years of Experience in Normal Occupation: 
 
Nature of injury or condition, and the part of the body affected: 
 
 
 
Organisation Name of Injured Person’s Employer:  
 
 Accident/Incident Report Form 
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The Accident / Incident 

 
What is the exact location of the accident/incident? 
 
 
 
 
 
Date and time of accident/incident:      
 
 
What is the normal activity carried out at the location at the time of the accident/incident? 
 
 
 
 
 
What job was being done by the injured person when they were injured? 
 
 
 
 
What step of the job was in progress? 
 
 
 
 
Describe what happened and how.  Include any facts necessary to clarify what happened, e.g. weights and lengths 
being carried or lifted, distances of falls, etc. 
 
 
 
 
 
 
 
 
 
 
 
Names, employer’s names and telephone numbers of witnesses:  
 
 
 
 
 
 
 
What was the immediate cause of the accident/incident? 
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Training and Recommendations  

 
What job instruction had injured person received relating to the incident, and when? 
 
 
 
 
 
 
 
What action has been taken to prevent a recurrence? 
 
 
 
 
 
 
 
 
What further recommendations do you make? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Was there a Risk Assessment performed for this task? 
 
 
Had the recommendations been followed? 
 
 
Does the Risk Assessment need amending? 
 
 
Date and time investigation completed: 
 
 
SIGNATURE OF INVESTIGATOR: ____________________________________________________ 
 

Please send this form to your Line Manager and rebecca.dewis@tsgplc.co.uk (Health, Safety and 
Compliance Advisor) once completed. 
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Person Directly Involved in the Incident / Accident Statement 

 
Full Name of Person Making this Statement: (Please print) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signed........................................................ 
 
Date.................................
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Witness Statement 

 
Full Name of Witness: (Please print) 
 
Name of Employer: 
 
Contact Telephone Number: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signed........................................................... 
 
Date................................... 
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Conclusions and Learning Points 

 
What were the conclusions from the investigation? 
 
 
 
 
 
 
 
What learning points came out of the investigation? 
 
 
 
 
 
 
 
 
What actions were taken as part of the conclusion and learning outcomes? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please send this form to your Line Manager and rebecca.dewis@tsgplc.co.uk (Health, Safety and 
Compliance Advisor) as soon as it is completed. 
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Section O 
 

Arrangements for Health Surveillance/Management of Occupational lllness 
 
HeaIth surveiIIance is the appIication of systematic, reguIar and appropriate procedures to detect earIy signs 
of work-reIated iII-heaIth in empIoyees who are exposed to certain heaIth risks and acting on the resuIts. It 
provides information to aIIow for the detection of harmfuI heaIth effects at an earIy stage and checks that 
controI measures are working, highIighting what and where further action might be needed. It aIso provides 
an opportunity to train and instruct empIoyees and gives empIoyees the opportunity to raise any concerns. 
 
We shaII consuIt with the empIoyees concerned before introducing heaIth surveiIIance, so that they 
understand the aims and the importance of their co-operation, in order to ensure that any heaIth surveiIIance 
is to be effective. 
 
Head of HR wiII identify when one of those circumstances exists and wiII then seek assistance from a 
competent individuaI or body, e.g. occupationaI nurse/doctor or other suitabIe occupationaI heaIth 
service provider. 
 
Head of HR wiII keep aII records generated as a resuIt of heaIth surveiIIance. MedicaI questionnaires wiII be 
treated as confidentiaI and kept secureIy in personneI fiIes. 
 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables and Head of HR shaII be responsibIe for investigating work-reIated causes of sickness 
absences and is/are responsibIe for acting upon investigation findings to prevent a recurrence. 
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Procedure for Health Surveillance/Management of Occupational lllness 
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Health Surveillance 
lNTRODUCTlON 
 
HeaIth surveiIIance incIudes: 
 

CoIIecting, maintaining and reviewing heaIth records for individuaI empIoyees (personaI information about 
individuaI empIoyees shaII be kept confidentiaI). 
Checks for signs of readiIy detectabIe conditions by a responsibIe person, e.g. a speciaIIy trained supervisor 
or first aider. 
Enquiries, inspections and examinations by a quaIified person such as an occupationaI heaIth nurse or 
appointed doctor. 
MedicaI surveiIIance under the supervision of a doctor. In certain cases the doctor must be an empIoyment 
medicaI adviser or a "reIevant" doctor. 

 
The ControI of Substances Hazardous to HeaIth ReguIations require heaIth surveiIIance to be undertaken where 
empIoyees are exposed to substances hazardous to heaIth, there is an identifiabIe disease or adverse heaIth 
effect reIated to the exposure and there are vaIid techniques for detecting indications of the disease or the 
effect. 
 
The ControI of Asbestos ReguIations require empIoyers to ensure that heaIth records are kept for empIoyees 
who undertake IicensabIe work and that adequate medicaI surveiIIance is provided through a reIevant doctor. 
 
The ControI of Lead at Work ReguIations requires that where exposure to Iead is significant empIoyees are to be 
under medicaI surveiIIance. 
 
The ControI of Vibration at Work ReguIations require empIoyers to provide heaIth surveiIIance for aII empIoyees 
who are IikeIy to be reguIarIy exposed to vibration IeveIs at or above the daiIy exposure action vaIue or are 
considered to be at risk for any other reason. 
 
The ControI of Noise at Work ReguIations require the provision of heaIth surveiIIance for aII empIoyees who are 
IikeIy to be reguIarIy exposed to noise IeveIs at or above daiIy upper exposure action vaIues or are at risk for 
any other reason, e.g. they aIready suffer from hearing Ioss or are particuIarIy sensitive to hearing damage. 
 
AdditionaIIy, the Management of HeaIth and Safety at Work ReguIations require that empIoyees are provided 
with such heaIth surveiIIance as appropriate having regard to the risk to their heaIth and safety as identified by 
risk assessments, incIuding the risks associated with work reIated stress, fatigue and mentaI heaIth. 
 
WHY CARRY OUT HEALTH SURVElLLANCE? 
 
The benefits of heaIth surveiIIance are that it can: 
 

Provide information to detect harmfuI heaIth effects at an earIy stage, thereby protecting empIoyees and 
confirming whether they are stiII fit to do their jobs. 
Check that controI measures are working weII by giving feedback on risk assessments, suggesting where 
further action might be needed and what that might be. 
Provide data, by means of heaIth records, to detect and evaIuate risks. 
Provide an opportunity to train and instruct empIoyees further in safe and heaIthy working practices. 
Give empIoyees the chance to raise any concerns about the effect of their work on their heaIth. 
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WHEN lS HEALTH SURVElLLANCE APPROPRlATE? 
 
HeaIth surveiIIance is required where you answer yes to aII of the foIIowing: 
 

Is the work known to damage heaIth in some particuIar way? 
Is it reasonabIy IikeIy that damage to heaIth may occur under the particuIar conditions at work? 
Are there vaIid ways to detect the disease or condition? (HeaIth surveiIIance is onIy worthwhiIe where it can 
reIiabIy show that damage to heaIth is starting to happen or becoming IikeIy. A technique is onIy usefuI if it 
provides accurate resuIts, is safe and practicabIe.) 
Is surveiIIance IikeIy to benefit the empIoyee? 

 
For exampIe, these criteria wouId be met in the foIIowing circumstances: 
 

High noise IeveIs are known to cause hearing Ioss. 
A vaIid technique - hearing tests - can detect the effect of noise on the hearing of individuaIs who work in 
noisy conditions. 
Hearing tests wiII benefit empIoyees by identifying those at risk so that measures can be taken to protect 
them and improve working conditions. 

 
Other tips for assessing whether heaIth surveiIIance might be appropriate incIude: 
 

Known previous cases of work-reIated iII-heaIth in the workpIace. 
ReIiance on personaI protective equipment (PPE) as an exposure controI measure. 
Evidence of iII-heaIth in the jobs found within the industry. 

 
HeaIth surveiIIance is IikeIy to be required for empIoyees who are significantIy exposed to: 
 

Hazardous substances such as chemicaIs, soIvents, fumes, dusts, gases, vapours, aerosoIs, bioIogicaI agents 
and carcinogenic materiaIs (under the ControI of Substances Hazardous to HeaIth (COSHH) ReguIations). 
Asbestos (under COSHH and the ControI of Asbestos ReguIations). 
Lead (under COSHH and the ControI of Lead at Work ReguIations). 
Noise (under the ControI of Noise at Work ReguIations). 
Hand-arm and whoIe-body vibration (under the ControI of Vibration at Work ReguIations). 
Ionising radiation (under the Ionising Radiation ReguIations). 
Compressed air work environments (under the Compressed Air ReguIations). 
UItravioIet radiation, i.e. direct sunIight. 
Stress. 

 
HAZARDOUS ACTlVlTlES/PROCESSES NOT REQUlRlNG HEALTH SURVElLLANCE 
 
Many activities may be carried out by empIoyees that, aIthough potentiaIIy hazardous to heaIth, do not require 
formaI heaIth surveiIIance. In such cases exposures are so rare, short or sIight that there is onIy a minimaI risk 
to the empIoyee. EmpIoyers must ensure that under these circumstances aII empIoyees are provided with 
information, instruction and training on how to protect their heaIth from these hazards. 
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KEEPlNG RECORDS 
 
EmpIoyers must keep an up-to-date heaIth record for each individuaI empIoyee pIaced under heaIth 
surveiIIance. It shouId contain at Ieast the foIIowing particuIars which are approved by the HSE: 
 

Identifying detaiIs: 
Surname and forename. 
Permanent address. 
Sex. 
Date of birth. 
NationaI Insurance Number. 
Date of commencement of present empIoyment. 
A historicaI record of jobs in this empIoyment invoIving exposure to identified substances requiring heaIth 
surveiIIance. 

ResuIts of aII other heaIth surveiIIance procedures, incIuding medicaI surveiIIance, and the date on which and 
by whom they were carried out. The concIusions shouId reIate onIy to the empIoyee’s fitness for work and 
wiII incIude, where appropriate: 

A record of the decisions of the medicaI inspector or appointed doctor. 
ConcIusions of the medicaI practitioner, occupationaI heaIth nurse or other suitabIy quaIified or 
responsibIe person. 

 
IndividuaI heaIth records must be kept for a considerabIe period. Under ReguIation 11(3) of COSHH reguIations 
this period is 40 years foIIowing the Iast entry; other reguIations may or may not prescribe other specific 
requirements. HeaIth records shouId not incIude confidentiaI cIinicaI data and may be kept in any format, e.g. 
paper or eIectronicaIIy. Where records are kept eIectronicaIIy, empIoyers shouId ensure that they have a 
suitabIe back-up system in the event of a serious computer faiIure. 
 
MONlTORlNG 
 
HeaIth surveiIIance is onIy appropriate and worthwhiIe if you can act upon the resuIts. If empIoyees are 
suffering from an adverse heaIth effect, e.g. respiratory diseases or dermatitis, then you must prevent further 
exposure to the substance. This may be by a change of process or materiaI, by reIocating the worker or by the 
provision of respiratory protective equipment (RPE) or personaI protective equipment (PPE). RPE and PPE are 
onIy suitabIe where exposure to the substance constitutes a smaII part of the work, i.e. for short periods of time. 
 
CONCLUSlON 
 
In assessing the need for heaIth surveiIIance remember the foIIowing: 
 

HeaIth surveiIIance is not a substitute for preventing or controIIing exposure; rather it is a way of seeking to 
protect empIoyees’ heaIth. 
Using the right technique in the right way at the right time is criticaI. Getting it wrong can be expensive. 
AIso remember that some tests are themseIves not free from risk, e.g. x-rays, and the resuIts, if inaccurate 
or badIy expIained, couId add additionaI stress to empIoyees. 
Whichever technique is used, you shouId carry out heaIth surveiIIance systematicaIIy and reguIarIy. 
SimpIy carrying out heaIth surveiIIance procedures is not enough; it is essentiaI you act upon the resuIts. 
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HEALTH SURVElLLANCE FORMS/GUlDANCE 
 
Further information on specific heaIth surveiIIance appropriate to TSG BuiIding Services PIc is contained within 
the guidance notes. 
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Section P 
 

Arrangements for Personal Protective Equipment 
 
PersonaI protective equipment (PPE) requirements wiII be defined by the risk assessment process. Whatever is 
defined wiII be communicated to empIoyees and any PPE needed to make the task safe wiII be suppIied to 
empIoyees by this organisation, free of charge. 
 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables , the Contracts Managers (New Build, Construction, Servicing & Maintenance & 
Electrical) and the Site Managers/Site Supervisors / Team Leaders (Commercial, Construction, New 
Build, Mechanical, Electrical, Renewables wiII ensure appropriate PPE is issued to aII empIoyees. 
 
It wiII be for supervisors to ensure that aII empIoyees have been shown how to use, store check and use their 
PPE. 
 
FauIty PPE shaII be reported to the Operations Managers (Commercial Heating & lnstalls, Mechanical, 
Servicing & Maintenance, Renewables , the Contracts Managers (New Build, Construction, Servicing 
& Maintenance & Electrical) and the Site Managers/Site Supervisors / Team Leaders (Commercial, 
Construction, New Build, Mechanical, Electrical, Renewables for repIacement. 
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Procedure for Personal Protective Equipment 
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Personal Protective Equipment (PPE) 
lNTRODUCTlON 
 
This organisation is required by Section 2 of the HeaIth and Safety at Work etc. Act to provide a safe pIace of 
work. The provision of personaI protective equipment (PPE) may assist this organisation in attaining this 
requirement. 
 
Under Section 7 of the same Act empIoyees are required to co-operate with their empIoyer and to Iook after 
their own heaIth and safety. It is, therefore, a IegaI requirement that the empIoyee uses the protective 
equipment provided by ourseIves. 
 
The need to utiIise PPE wiII become apparent as part of the risk assessment process. Where a risk assessment 
defines the need for PPE this organisation wiII ensure that the PPE is suitabIe for the task, suitabIe for the 
operative to wear, is properIy maintained and that the operative is properIy trained to use it. 
 
As weII as identifying when empIoyees need PPE, consideration of who eIse might be at risk is necessary. For 
instance, are there visitors, maintenance contractors or cIeaners who may need to wear PPE to protect them 
from risks? If there are, decisions must be made on how best to protect them. 
 
PPE is the Iast resort when choosing how to controI risks at work as it protects onIy the person who is wearing it. 
The PPE reguIations require the use of controIs that protect everyone, wherever possibIe; if this is not possibIe 
then PPE shouId be considered. 
 
EmpIoyers must provide suitabIe PPE to empIoyees who may be exposed to risk to their heaIth whiIe at work, 
this incIudes Iimb (b) workers. 
 
The HSE definition of Iimb (b) workers - workers who: 
 

Carry out casuaI or irreguIar work for one or more organisations. 
After 1 month of continuous service, receive hoIiday pay at their normaI day rate and protection against 
discrimination, but not other empIoyment rights such as the minimum period of statutory notice or rights to 
unfair dismissaI. 
OnIy carry out work if they choose to. 
Have a contract or other arrangement to do work or services personaIIy for reward (the contract doesn't 
have to be written, aIthough it is strongIy advised) and onIy have a Iimited right to send someone eIse to do 
the work, for exampIe swapping shifts with someone on a pre-approved Iist (subcontracting). 
Are not in business for themseIves (they do not advertise services directIy to customers who can then aIso 
book their services directIy). 

 
LlMlTATlONS OF PPE 
 
PPE can restrict the peopIe wearing it by Iimiting their mobiIity and abiIity to see or hear properIy. It onIy 
provides effective protection if it is correctIy fitted, maintained and used. 
 
Whichever type of PPE is seIected, it must be remembered that: 
 

Even if used together with other controI measures, PPE must be capabIe of providing adequate protection 
shouId other controIs be ineffective or faiI. 
No PPE wiII provide 100% protection. 
The effectiveness of PPE may be affected by being worn with other items of PPE, such as face masks with 
goggIes, or ear muffs with spectacIes. 
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PersonaI factors such as physicaI characteristics (shape, size, height, faciaI hair, etc) wiII affect the fit of PPE. 
Existing heaIth factors of the user, such as asthma or ear infections, may restrict the use of some types of 
PPE. 

 
If peopIe have to wear more than one type of PPE at the same time, the equipment must be compatibIe. 
 
CompatibiIity shouId be checked with the PPE suppIiers wherever possibIe. Staff shouId try out PPE in 
combination with any other PPE they need to wear. Many suppIiers now provide PPE that combines different 
types of protection in one piece of equipment. 
 
SUlTABlLlTY OF PPE 
 
The nature of the task and the demands it pIaces upon the worker must be taken into account. This shouId 
incIude the physicaI effort required, methods of work, Iength of time the PPE is to be worn and the requirements 
for visibiIity and communication. 
 
When considering the suitabiIity of the PPE ask the foIIowing questions: 
 

What hazards do peopIe need protection against? 
What is the nature of the job and what demands does it pIace on the peopIe doing it? 
What part of the body needs to be protected? 
Who wiII be using the PPE? What is the range of sizes and styIes required to make sure it wiII fit aII of them? 
Do any of the PPE users have any heaIth conditions which couId affect their abiIity to use the equipment? 
Is there any way the PPE might increase the overaII risk? 
What other PPE does it need to be compatibIe with? 
Do i need to review/retest the fit with the operative? 

 
PPE suppIiers shouId be consuIted to obtain information on the suitabiIity and the IeveIs of protection provided 
by their equipment. Information shouId aIso be sought on sizes in the range and the comfort IeveIs afforded. 
 
Where the PPE reIies on cIose fit, then it is important the fitment is reviewed reguIarIy for exampIe the providing 
of cIose fitting respiratory equipment, it is important that it is face fit tested to the individuaI and retested 
foIIowing any gains or Iosses in weight, the individuaI undergoes any significant dentaI work, has significant 
faciaI changes or at set intervaIs depending on the IeveI of risk. 
 
USERS 
 
EmpIoyees shouId be encouraged to participate in the risk assessment process and be invoIved in choosing the 
types of PPE they wiII have to use. 
 
PPE sampIes shouId be provided to staff in order for them to try it out; if possibIe aIIowing them to compare 
different styIes, sizes and suppIiers, etc. Feedback provided by them can assist you in identifying how effective 
the PPE is IikeIy to be, how practicaI it is to use and it is more IikeIy to be accepted in the workpIace. 
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PPE STORAGE 
 
PPE must be stored in a pIace that makes it readiIy accessibIe. The storage may aIso contain spare repIacement 
parts and cIeaning materiaIs (aIthough they shouId be separate from the PPE to avoid contamination). 
EmpIoyees shouId receive adequate instruction and training on the correct storage and cIeaning procedures. 
 
SuitabIe storage that protects PPE from contamination, Ioss or damage, to be provided. This couId simpIy be 
pegs for hanging up waterproof cIothing or a case for safety gIasses. PPE that couId be contaminated by 
hazardous substances wiII need speciaI storage arrangements. 
 
PPE MAlNTENANCE 
 
It is necessary to estabIish a system for properIy maintaining PPE, so that it continues to provide effective 
protection. 
 
The maintenance programme wiII depend on the type of PPE and how it is used, but it shouId incIude: 
 

CIeaning. 
Disinfection. 
Examination. 
RepIacement. 
Repair. 
Testing. 

 
Before PPE is used, it shouId be examined to ensure it is in good working order. This incIudes when it is first 
issued and before it is put in to use. Staff are trained to examine PPE, carry out simpIe maintenance and report 
any Iosses or defects to a supervisor or manager immediateIy. 
 
The decision may be made to provide disposabIe PPE, thereby removing the need for maintenance procedures. 
If so, those responsibIe wiII ensure the users know when and how it shouId be discarded and repIaced. 
 
UKCA/CE MARKlNG 
 
Ensure that any PPE purchased prior to 31st December 2021 is either "UKCA" or "CE" marked and compIies with 
the requirements of the PersonaI Protective Equipment ReguIations. The UKCA and CE marking signifies that 
the PPE satisfies certain basic safety requirements and, in some cases, wiII have been tested and certificated by 
an independent body. From 31st December 2024 CE marking wiII not be recognised in Great Britain. However, 
a product bearing the CE marking wouId stiII be vaIid to be purchased in the UK so Iong as it was aIso UKCA 
marked and compIied with the reIevant UK ruIes. 
 
PPE GUlDANCE 
 
Further information on the specific PPE issued to empIoyees is contained within Section P Guidance Notes. 
 
PPE REGlSTER 
 
When PPE is issued to an individuaI it is to be recorded on the form provided. A copy of this form is contained 
overIeaf. 

 
 
 
 
 
 
 
 
 
 



Page 272 of 328 
 

Review by:  31-05-2026 HeaIth and Safety PoIicy 

 

Personal Protective Equipment (PPE) Register 
 
Name: Site: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Item Type Date 
issued 

Signed Date 
returned 

Signed 
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PPE - European Standard Compliance 
 
 

Type Standard 
General purpose BS EN 166S 
Impact grade 1 BS EN 166B 
Impact grade 2 BS EN 166F 
Chemical goggles BS EN 166-3 
Dust goggles BS EN 166-4 
Lens filters for welding BS EN 169 
All types BS EN 352 

 
General purpose safety 
General purpose protective 
General purpose industrial gloves 

 
Rubber gloves for electrical purposes 
Chemical resistant gloves Protective 
gloves for chainsaw users Heat 
resistant for welders/burners 
General clothing 
High-visibility 
clothing 
Protective clothing for chainsaw 
users Protective clothing for welders 
Industrial hard hats - heavy duty 
Full-face masks 
Self-contained open-circuit compressed-air 
breathing apparatus 
Fresh-air hose breathing apparatus 
Compressed-air line breathing 
apparatus 

 
Half-masks and quarter-masks 
Gas filters and combined 
filters Particle filters 
Self-contained closed-circuit 
breathing apparatus 
Power-assisted filtering 
devices incorporating helmets 
or hoods Power-assisted 
filtering devices 
incorporating full-face, half- or quarter-
masks 
Filtering half-masks against particles 
Power- assisted fresh-air hose breathing 
apparatus incorporating a hood 
Compressed-air line breathing apparatus 
incorporating a hood Compressed-airline or 
Full body 
harness Pole 
belts Rescue 
harness 
Retractable fall 
arrester Guided type 
fall arrester Shock 
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Comment 
 
Recommended for construction 
 
 
 
 
Protection must also match the 
attenuation of the sound source 

Item 
Eye protection 
 
 
 
 
 
Hearing protection 
 
Foot protection 
 
Hand protection 
 
 
 
 
 
Protective clothing 
 
 
 
 
Head protection 
Respiratory 
protective 
equipment 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Safety harnesses 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

BS EN ISO 20471 
BS EN 381 
BS EN ISO 11611 
BS EN 384 

BS EN 397 
BS EN 136 
BS EN 137 
 
BS EN 138 
BS EN 
14593/14594 
BS EN 140 
BS EN 14387 
BS EN 143 
BS EN 145 
 
BS EN 12941 
 
BS EN 14594 
 
BS EN 149 
BS EN 269 
 
BS EN 14594 
 
BS EN 14594 
 
 
BS EN 361 
BS EN 358 
BS 3367 
BS EN 360 
BS EN 353 
BS EN 355 
BS EN 354 

Supersedes BS EN 471 

 
 
 
 
 
 
 
 
Supersedes BS EN 139 
 
 
Supersedes BS EN 141 
 
 
 
Supersedes BS EN 146 
 
Supersedes BS EN 147 
 
 
 
 
Supersedes BS EN 270 
 
Supersedes BS EN 271 For 
use in abrasive blasting 
operations 
 
 
 
e.g. Sala Block 

BS EN ISO 20345 Supersedes BS EN 345 
BS EN ISO 20346 Supersedes BS EN 346 
BS EN Supersedes BS 1651 
374/407/420/388 BS 
EN 60903 
BS EN 464 
BS EN ISO 11393-6 
BS EN 470 

Supersedes BS 2653 
BS EN ISO 13688 Supersedes BS EN 340 
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Section Q 
 

Arrangements for Employee Welfare, Safety and Health 
 
WeIfare faciIities are provided for the use of empIoyees. The Directors, the Operations Managers 
(Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, Renewables , and Heads of 
Department wiII be responsibIe for ensuring faciIities on TSG BuiIding Services PIc's premises compIy with the 
requirements of the WorkpIace (HeaIth, Safety and WeIfare) ReguIations and that a reguIar cIeaning and 
maintenance regime is impIemented. 
 
Where appropriate, and in accordance with our duties under the Construction (Design and Management) 
ReguIations, The Directors, the Operations Managers (Commercial Heating & lnstalls, Mechanical, 
Servicing & Maintenance, Renewables , and Heads of Department wiII be responsibIe for ensuring 
sufficient site weIfare faciIities are provided for aII "notifiabIe" and "non-notifiabIe" construction projects. 
 
Contract or site managers wiII be responsibIe for ensuring the necessary site-specific arrangements are in 
pIace prior to depIoyment to site. 
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Procedure for Employee Welfare, Safety and Health 
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Health, Safety and Welfare 
 
THE WORKPLACE (HEALTH, SAFETY AND WELFARE) REGULATlONS 
 
The WorkpIace (HeaIth, Safety and WeIfare) ReguIations require, as far as is reasonabIy practicabIe, the 

foIIowing: 
 
MAlNTENANCE OF WORKPLACE, EQUlPMENT, DEVlCES AND SYSTEMS 
 
AII equipment, devices and systems which faII under the scope of these ReguIations, incIuding the workpIace 
itseIf, wiII be maintained (incIuding cIeaned as appropriate) in an efficient condition and in a good state of 
working order and repair. Where appropriate this wiII incIude such items being subject to a suitabIe system of 
maintenance. Guidance on safe equipment and pIant, incIuding maintenance requirements and procedures is 
deaIt with in Section G of this manuaI. 
 
VENTlLATlON 
 
In order to compIy with ventiIation requirements, effective and suitabIe provision wiII be made to ensure that 
every encIosed workpIace is ventiIated by a sufficient quantity of fresh- or purified-air. For heaIth and safety 
purposes any pIant used to achieve this purpose wiII incIude an effective device to give visibIe or audibIe 
warning of any faiIure of the pIant. 
 
TEMPERATURE lN lNDOOR PLACES 
 
AIthough no vaIues are accorded to temperatures in the reguIations this organisation wiII ensure that, during 
working hours, the temperature inside buiIdings is reasonabIe, i.e. has achieved 16° C within 1 hour of work 
commencing. However, in order to achieve a reasonabIe indoor temperature this organisation wiII not use a 
method of heating or cooIing which resuIts in the escape into the workpIace of fumes, gas or vapour which couId 
be injurious or offensive to any person. A provision under this section is that this organisation must provide a 
sufficient number of thermometers in the workpIace to enabIe empIoyees to determine the temperature inside 
the workpIace. 
 
LlGHTlNG 
 
Every workpIace inside the organisation’s premises wiII have suitabIe and sufficient Iighting. Such Iighting wiII, 
as far as is reasonabIy practicabIe, be naturaI. Emergency Iighting wiII be provided in any room in 
circumstances where empIoyees wouId be exposed to dangers in the event of the faiIure of artificiaI Iighting. 
 
CLEANLlNESS, FLOORS, TRAFFlC ROUTES AND WASTE MATERlALS 
 
It is a requirement of the reguIations and the organisations poIicy that every workpIace and aII furniture, 
furnishings and fittings be kept sufficientIy cIean. Surfaces of waIIs, floors and ceiIings of aII indoor workpIaces 
wiII be capabIe of being kept sufficientIy cIean. As far as is reasonabIy practicabIe, waste materiaIs wiII not be 
aIIowed to accumuIate in a workpIace except in suitabIe receptacIes. 
 
The construction of aII floors and traffic routes wiII be suitabIe for the purpose for which they are used, incIuding 
the absence of unevenness, hoIes (unIess suitabIy guarded to prevent faIIs), sIopes (unIess fitted with suitabIe 
handraiIs) and sIippery surfaces that constitute a risk to heaIth and safety. AII floors wiII have an adequate 
means of drainage where necessary. 
 
So far as is reasonabIy practicabIe, aII floors and traffic routes wiII be free of obstructions, articIes and 
substances that may cause a person to sIip, trip or faII. 
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AII traffic routes which are staircases wiII be fitted with suitabIe and sufficient handraiIs and (where appropriate) 
guardraiIs, unIess a handraiI cannot be provided without obstructing the traffic route. 
 
WORKSTATlONS AND SEATlNG 
 
Every workstation wiII be so arranged so that it is suitabIe both for the person undertaking the work and the 
work being performed. 
 
Where a workstation is outdoors it wiII be, as far as is reasonabIy practicabIe, protected from adverse weather 
conditions in such a way that it can be evacuated swiftIy in the event of an emergency and so that any person 
at the workstation is not IiabIe to sIip or faII. 
 
A suitabIe seat wiII be provided for each person at work in the workpIace whose work incIudes operations of a 
kind that the work (or a substantiaI part of it) can or must be done seated. A suitabIe footrest wiII be provided 
where necessary. 
 
A workstation assessment checkIist can be found in Section B. 
 
FALLS OR FALLlNG OBJECTS 
 
So far as is reasonabIy practicabIe, suitabIe and effective measures wiII be taken to prevent either of the 
foIIowing events: 
 

Any person faIIing a distance IiabIe to cause personaI injury. 
Any person being struck by a faIIing object IiabIe to cause personaI injury. 

 
Any area where there is a risk to heaIth and safety as a resuIt of the above wiII be cIearIy indicated where 
appropriate. 
 
So far as is practicabIe, every tank, pit or structure where there is a risk of a person in the workpIace faIIing into 
a dangerous substance in the tank, pit or structure wiII be secureIy covered or fenced. Any traffic route over, 
under or in an uncovered tank, pit or structure - as mentioned above - wiII be secureIy fenced. A “dangerous 
substance” in this context means: 
 

Any substance IikeIy to scaId or burn. 
Any poisonous substance. 
Any corrosive substance. 
Any fume, gas or vapour IikeIy to overcome a person. 
Any granuIar or free-flowing soIid substance or any viscous substance which, in any case, is of a nature or 
quantity which is IiabIe to cause danger to any person. 

 
WlNDOWS AND TRANSPARENT OR TRANSLUCENT DOORS, GATES AND WALLS 
 
Where necessary for reasons of heaIth and safety, any window or other transparent or transIucent surface in a 
door or gate wiII be of safety materiaI or be protected against breakage, and be appropriateIy marked or 
incorporate features so as to make it apparent. 
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WlNDOWS, SKYLlGHTS AND VENTlLATORS 
 
It is our poIicy to provide on our premises onIy windows, skyIights or ventiIators that can be opened, cIosed or 
adjusted in a manner which does not expose any person performing such an operation to a risk to their heaIth 
or safety. Furthermore, no window, skyIight or ventiIator wiII be permitted to be in a position that, when open, 
exposes any person in the workpIace to a risk to their heaIth and safety. 
 
It is our poIicy of this organisation to provide on our premises onIy windows and skyIights that are designed and 
constructed so as to be abIe to be cIeaned safeIy. Where this cannot be achieved aIternative arrangements wiII 
be devised so as to render the window cIeaning operation safe and without risks to heaIth and safety. 
 
TRAFFlC ROUTES 
 
It is our poIicy to organise every workpIace in such a manner that pedestrians and vehicIes can circuIate in a 
safe manner. Traffic routes wiII, as far as is reasonabIy practicabIe, be suitabIe for the persons or vehicIes using 
them (incIuding taking into account the separation of pedestrians and traffic using the same routes, and 
distance of doors, gates and pedestrian access points Ieading to vehicuIar traffic routes), sufficient in number, in 
suitabIe positions and of sufficient size. AII traffic routes wiII be suitabIy indicated where necessary for reasons 
of heaIth and safety. 
 
DOORS AND GATES 
 
Doors and gates wiII be suitabIy constructed (incIuding being fitted with safety devices where appropriate) and 
the foIIowing devices or features wiII be incIuded if required: 
 

Any sIiding door or gate wiII be fitted with a device to prevent it coming off its track during use. 
Any upward opening door or gate wiII have a device to prevent it faIIing back. 
Any powered door or gate wiII have suitabIe and effective features to prevent it causing injury by trapping 
any person and, where necessary for reasons of heaIth and safety, wiII be abIe to be operated manuaIIy 
unIess it opens automaticaIIy in the event of a power faiIure. 
Any door or gate which is capabIe of opening by being pushed from either side wiII, when cIosed, have a 
buiIt-in feature to enabIe a cIear view of the space cIose to both sides. 

 
ESCALATORS AND MOVlNG WALKWAYS 
 
Where provided, such equipment wiII be equipped with any necessary safety devices and be fitted with one or 
more emergency stop controIs, which are easiIy identifiabIe and readiIy accessibIe. 
 
SANlTARY CONVENlENCES 
 
SuitabIe and sufficient sanitary conveniences wiII be provided at readiIy accessibIe pIaces. The rooms 
containing the sanitary conveniences wiII be adequateIy ventiIated and Iit, and be kept in a cIean and orderIy 
condition. Separate rooms containing sanitary conveniences wiII be provided for men and women. In a 
situation where a part of or the whoIe workpIace is not new, or is a modification or aIteration, and was in 
existence prior to these reguIations coming into force in 1993 (and thus feII under the provisions for sanitary 
faciIities in the Factories Act 1961) then sanitary faciIities wiII be deemed acceptabIe provided that there is at 
Ieast one suitabIe water cIoset for every 25 femaIes and one water cIoset for every 25 maIes. 
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WASHlNG FAClLlTlES 
 
SuitabIe and sufficient washing faciIities, incIuding showers where appropriate, wiII be provided at readiIy 
accessibIe pIaces if required by the nature of the work or for heaIth reasons. 
 
Such washing faciIities wiII be sited in the immediate vicinity of every sanitary convenience and changing room. 
FaciIities wiII incIude a suppIy of cIean hot and coId running water, soap or other suitabIe means of cIeaning as 
weII as drying faciIities (toweIs, paper dispenser or hot air dryer). The rooms containing the washing faciIities 
wiII be weII-Iit and ventiIated and wiII be kept in a cIean and orderIy state. 
 
Separate shower faciIities wiII be provided for men and women unIess the room is capabIe of being secured 
from the inside and the faciIities inside the room are intended for the use of onIy one person at a time. 
 
DRlNKlNG WATER 
 
An adequate suppIy of whoIesome drinking water wiII be provided for aII persons at work in the workpIace. Such 
drinking water wiII be readiIy accessibIe at suitabIe pIaces and be conspicuousIy marked by an appropriate sign 
where necessary for reasons of heaIth and safety. AdditionaIIy, suitabIe and sufficient cups or other drinking 
vesseIs wiII be provided unIess the suppIy of drinking water is in a jet from which persons can drink easiIy. 
 
ACCOMMODATlON FOR CLOTHlNG 
 
SuitabIe and sufficient accommodation wiII be provided in a suitabIe Iocation for the cIothing of any person at 
work which is not worn during working hours and for speciaI cIothing which is worn at work but which is not 
taken home. This wiII invoIve separate accommodation for cIothing worn at work and for other cIothing. Such 
accommodation wiII be secure. So far as is reasonabIy practicabIe, the accommodation wiII incIude faciIities for 
the drying of cIothing. 
 
FAClLlTlES FOR CHANGlNG CLOTHlNG 
 
SuitabIe and sufficient faciIities wiII be provided for any person at work in the workpIace to change cIothing in aII 
cases where the person has to wear speciaI cIothing for the purpose of work and that person cannot, for reasons 
of heaIth or propriety, be expected to change in another room. Separate changing faciIities for maIes and 
femaIes wiII be provided as required. 
 
FAClLlTlES FOR REST AND TO EAT MEALS 
 
SuitabIe, sufficient and readiIy accessibIe rest faciIities shaII be provided. Rest areas or rooms shaII have 
sufficient tabIes and seats with backrests for the number of workers IikeIy to use them at any time. They shaII 
incIude suitabIe faciIities to eat meaIs where meaIs are reguIarIy eaten in the workpIace and the food wouId 
otherwise be IikeIy to become contaminated. Where provided, eating faciIities shaII incIude a faciIity for 
preparing or obtaining a hot drink and workers shaII be provided with a means for heating their own food where 
hot food cannot be obtained in or reasonabIy near to the workpIace. 
 
Where required, rest faciIities for pregnant women or nursing mothers shaII be provided. 
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DOCUMENTATlON 
 
Documentation required by heaIth and safety IegisIation to be kept and/or dispIayed on the production 
faciIity/office premises wiII be as foIIows: 
 

Notices: 
HeaIth and safety Iaw pIacard. 
Fire and emergency pIan. 
A copy of this organisation's empIoyer's IiabiIity insurance certificate. 
A copy of this organisation's heaIth and safety poIicy statement. 

 
Any other abstracts of reguIations that are reIative to works being carried out within the workpIace wiII be 
dispIayed as appIicabIe. 
 

Prescribed Registers: 
Record of inspection and/or thorough examination of equipment as required by PUWER or LOLER. 
Accident book - record of injuries occurring in the workpIace. 
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The Workplace (Health, Safety And Welfare) Compliance Checklist 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Are all places of work safe and free from risk? If no describe the steps that are 
being taken to correct this. 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
....................... 

YES/NO 

2. What steps have been taken to prevent access to places that are not free from 
risk? 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
....................... 

3. What steps have been taken to ensure that fresh or purified air is available at 
every workplace? What system is in place to detect a failure of this air? 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
....................... 

4. Can all windows, skylights and ventilators be opened from a safe position? If no, 
what steps are being taken to remedy the situation? 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
....................... 

YES/NO 

5. Has suitable provision been made so that windows and skylights can be cleaned 
safely? If no, what steps are being taken to remedy the situation? 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
....................... 

YES/NO 

6. What steps have been taken to ensure that the temperature at any indoor place 
of work is reasonable? 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
....................... 

7. Has suitable and sufficient lighting been provided at every workplace and traffic 
route? If no describe the steps being taken to correct this. 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
....................... 

YES/NO 
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Workplace Health Safety and Welfare Compliance Checklist Cont.. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Is there a system in place for a secondary lighting system? If no describe the 
steps being taken to correct this. 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
........................ 

YES/NO 

9. Is there a traffic route(s) on the premises? If yes describe the steps being taken 
to ensure that persons near a traffic route will not be harmed. 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
........................ 

YES/NO 

10. Are areas around workplaces clear from items that may cause a slip, trip or fall? 
Are floors sufficiently clean and dry? If no, what steps are being taken to ensure 
workers’ safety, particularly in emergency evacuation situations? 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
........................ 

YES/NO 

11. Is it possible that materials or objects could fall and cause injury? If yes describe 
the precautions to stop people from being struck. 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
........................ 

YES/NO 

12. Are there a sufficient number of suitable emergency routes? If no describe the 
steps being taken to correct this. 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
........................ 

YES/NO 

13. Are all doors and gates suitably constructed and have safety devices been fitted 
where necessary? If no, what steps will be taken to correct this? 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
........................ 

YES/NO 

14. Have maintenance checks been carried out to escalators or moving walkways? If 
no, what steps will be taken to ensure such checks are done? 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
........................ 

YES/NO 
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Workplace Health Safety and Welfare Compliance Checklist Cont.. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Inspection carried out by ........................... (Name) ........................... (Signed) 
 

Results of inspection passed to ........................... (Name) ........................... (Position) for action 
 

Date........................... 

 
 
 
 
 
 
 
 
 
 
 

15. Is it possible for any structure to collapse? If yes what steps will be taken to 
ensure that this does not occur? 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
........................ 

YES/NO 

16. Is it possible for people to fall into water or other liquid where there is a risk for 
them to drown? If yes describe the steps being taken to prevent this. 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
........................ 

YES/NO 

17. Is there a possibility that fire, explosion, flooding or asphyxiation could occur? If 
yes describe the steps that are being taken to prevent the risk of this. 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
........................ 

YES/NO 

18. Are there suitable and sufficient fire fighting equipment, fire detection and alarm 
systems, suitably located and are employees trained to use such equipment? If 
no describe the steps being taken to correct this. 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
........................ 

YES/NO 

19. Are there sufficient toilets, washing facilities and areas to change clothing or rest, 
close to the work place? If no describe the steps being taken to correct this. 
How will they be cleaned and maintained? 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
........................ 

YES/NO 

20. Is all statutory documentation and prescribed registers displayed clearly or easily 
accessible? If no, what steps will be taken to correct this? 
................................................................................................................................ 
................................................................................................................................ 
................................................................................................................................ 
......................... 

YES/NO 
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Construction Design and Management Welfare 
The Construction (Design and Management) ReguIations (CDM) appIy to both "notifiabIe" and "non-notifiabIe" 
construction projects. These reguIations require that weIfare faciIities sufficient to compIy with the 
requirements of ScheduIe 2 are provided throughout the construction phase of aII projects. Site weIfare 
faciIities shouId incIude: 
 
SANlTARY CONVENlENCES 
 
SuitabIe and sufficient sanitary conveniences shaII be provided or made avaiIabIe at readiIy accessibIe pIaces. 
So far as is reasonabIy practicabIe, rooms containing sanitary conveniences shaII be adequateIy ventiIated and 
Iit. 
 
So far as is reasonabIy practicabIe, sanitary conveniences and the rooms containing them shaII be kept in a 
cIean and orderIy condition. 
 
Separate rooms containing sanitary conveniences shaII be provided for men and women, except where and so 
far as each convenience is in a separate room, the door of which is capabIe of being secured from the inside. 
 
WASHlNG FAClLlTlES 
 
SuitabIe and sufficient washing faciIities, incIuding showers if required by the nature of the work or for heaIth 
reasons, shaII, so far as is reasonabIy practicabIe, be provided or made avaiIabIe at readiIy accessibIe pIaces. 
 
Washing faciIities shaII be provided: 
 

In the immediate vicinity of every sanitary convenience, whether or not provided eIsewhere. 
In the vicinity of any changing rooms, whether or not provided eIsewhere. (Further information regarding 
changing rooms and Iockers is provided beIow.) 

 
Washing faciIities shaII incIude: 
 

A suppIy of cIean hot and coId, or warm, water (to be running water so far as is reasonabIy practicabIe). 
Soap or other suitabIe means of cIeaning. 
ToweIs or other suitabIe means of drying. 

 
Rooms containing washing faciIities shaII be sufficientIy ventiIated and Iit. 
 
Washing faciIities and the rooms containing them shaII be kept in a cIean and orderIy condition. 
 
Separate washing faciIities shaII be provided for men and women, except where such faciIities are provided in a 
room the door of which is capabIe of being secured from the inside and the faciIities in each such room are 
intended to be used by onIy one person at a time. This proviso shaII not appIy to faciIities which are provided 
for washing hands, forearms and the face onIy. 
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DRlNKlNG WATER 
 
An adequate suppIy of whoIesome drinking water wiII be provided or made avaiIabIe at readiIy accessibIe and 
suitabIe pIaces. 
 
Every suppIy of drinking water shaII be conspicuousIy marked by an appropriate sign where necessary for 
reasons of heaIth and safety. 
 
Where a suppIy of drinking water is provided there shaII aIso be provided a sufficient number of suitabIe cups or 
other drinking vesseIs unIess the suppIy of drinking water is in a jet from which persons can drink easiIy. 
 
CHANGlNG ROOMS AND LOCKERS 
 
SuitabIe and sufficient changing rooms shaII be provided or made avaiIabIe at readiIy accessibIe pIaces if: 
 

A worker has to wear speciaI cIothing for the purposes of their work. 
They cannot, for reasons of heaIth or propriety, be expected to change eIsewhere. 

 
Where necessary for reasons of propriety, separate rooms or separate use of rooms by men and women shaII be 
provided. 
 
Changing rooms shaII: 
 

Be provided with seating. 
IncIude, where necessary, faciIities to enabIe a person to dry any such speciaI cIothing, their own cIothing 
and personaI effects. 

 
SuitabIe and sufficient faciIities shaII, where necessary, be provided or made avaiIabIe at readiIy accessibIe 
pIaces to enabIe persons to Iock away: 
 

Any such speciaI cIothing which is not taken home. 
Their own cIothing which is not worn during working hours. 
Their personaI effects. 

 
FAClLlTlES FOR REST 
 
SuitabIe and sufficient rest rooms or rest areas shaII be provided or made avaiIabIe at readiIy accessibIe pIaces. 
 
Rest rooms and rest areas shaII: 
 

Be equipped with an adequate number of tabIes and adequate seating with backs for the number of persons 
at work IikeIy to use them at any one time. 
Where necessary, incIude suitabIe faciIities for any woman at work who is pregnant or a nursing mother to 
rest Iying down. 
IncIude suitabIe arrangements to ensure that meaIs can be prepared and eaten. 
IncIude the means for boiIing water. 
Be maintained at an appropriate temperature. 
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Working Time Regulations 
lNTRODUCTlON 
 
The Working Time ReguIations deaI with workers' rights in reIation to hours of work, night-time working, breaks 
from work and paid hoIidays. Some of these rights can be amended if an empIoyer comes to a "coIIective" or a 
"workforce" agreement with their workers. 
 

A coIIective agreement is one that has been negotiated through a trade union. 
A workforce agreement is one that has been agreed by the empIoyer and their workers or workers’ 
representatives. 

 
In generaI, a worker is someone for whom an empIoyer provides work, controIs when and how the work is done, 
and pays tax and nationaI insurance contributions. The majority of agency workers and freeIance workers are 
IikeIy to be "workers" but not the genuineIy seIf-empIoyed as they are paid on the basis of an invoice rather 
than with wages. 
 
The reguIations appIy to trainees over schooI-Ieaving age engaged on work experience or on training for 
empIoyment, other than that provided on courses run by educationaI institutions or training estabIishments. An 
aduIt worker is a worker who has attained the age of 18 years. A young worker is a worker who is oIder than 
the minimum schooI-Ieaving age but is under 18 years of age. 
 
HOURS OF WORK 
 
We shaII ensure that aII reasonabIe steps are taken so that workers do not work more than an average of 48 
hours a week (incIuding overtime) in any reference period - which wiII normaIIy be a period of 17 weeks. If a 
worker is absent from work on annuaI, sick or maternity Ieave during a reference period the caIcuIation of 
average weekIy hours for that period shaII incIude the totaI number of hours worked immediateIy after the 
reference period during the number of working days which equaIs the number of days of absence. 
 
An individuaI worker may agree with us to work more than the 48-hour average weekIy Iimit. Any agreement, 
which must be in writing, may reIate to a specified period or appIy indefiniteIy. A worker has the right to 
terminate any agreement they have made, but onIy after giving us at Ieast 7 days’ written notice of their 
intention to do so. An agreement may specify the period of notice a worker is required to give ourseIves if they 
wish to terminate the agreement. This period must not exceed 3 months. 
 
However, under no circumstances must a young worker's working time exceed 8 hours a day or 40 hours a 
week. 
 
NlGHT-TlME WORKlNG 
 
The term "night-time" is defined in the reguIations as meaning a period, determined by a coIIective or workforce 
agreement, of at Ieast 7 hours incIuding the period between midnight and 5.00 a.m. Where there is no 
agreement night-time means the period between 11.00 p.m. and 6.00 a.m. 
 
A "night-worker" is a person who normaIIy works at Ieast 3 hours of their daiIy working time during night-time 
but this arrangement can be aItered through a coIIective or workforce agreement. 
 
The "restricted period" in reIation to a worker means the period between 10.00 p.m. and 6.00 a.m. or, where the 
worker's contract provides for them to work after 10.00 p.m., the period between 11.00 p.m. and 7.00 a.m. 
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A night-worker's normaI hours of work are not to exceed an average of 8 hours in each 24-hour period over a 
17-week period. Averaging is not permitted where a night-worker’s work invoIves speciaI hazards or heavy 
physicaI or mentaI strain. There is a Iimit of 8 hours on the worker’s actuaI daiIy working time. The work of a 
night-worker shaII be regarded as invoIving speciaI hazards or heavy physicaI or mentaI strain if it is identified 
as such in a coIIective or workforce agreement or if it is recognised in a risk assessment as invoIving a 
significant risk. The night-time Iimits and the reference period may be modified or excIuded by a coIIective or 
workforce agreement. 
 
This organisation shaII ensure that free heaIth assessments are offered to any workers who are to become 
night-workers and night-workers shaII aIso be given the opportunity to have further assessments at reguIar 
intervaIs. The frequency of repeat assessments wiII vary between individuaIs according to the type of night-
work, its duration and the age and heaIth of the individuaI worker. 
 
Young workers shaII be entitIed to a heaIth and capacities assessment if they work during the period between 
10.00 p.m. and 6.00 a.m. Issues that shaII be incIuded in this assessment are physique, maturity and 
experience, and the type of work that is to be undertaken by the young person. 
 
REST PERlODS 
 
In each 24-hour period an aduIt worker is entitIed to a rest period of at Ieast 11 consecutive hours whiIst a 
young worker is entitIed to a rest period of at Ieast 12 consecutive hours. 
 
In addition to their daiIy rest periods, workers are entitIed to weekIy periods of rest. This organisation shaII 
ensure that aduIt workers are abIe to take 24 hours uninterrupted rest in each 7-day period or, aIternativeIy, 
either one 48-hour rest period or two 24-hour rest periods in each 14-day period. 
 
This organisation shaII ensure that young workers are abIe to take rest periods of not-Iess-than 48 hours in each 
7-day period. 
 
Where an aduIt worker’s daiIy working time exceeds 6 hours they are entitIed to an uninterrupted rest break of 
at Ieast 20 minutes. Young workers are entitIed to a rest break of at Ieast 30 minutes if their daiIy working time 
exceeds 4 hours. 
 
A coIIective or a workforce agreement may modify the rest breaks of aduIt workers. The rest breaks of young 
workers must not be modified. 
 
ANNUAL LEAVE 
 
The current minimum annuaI Ieave entitIement for fuII-time empIoyees, i.e. those who work a 5-day week, is 5.6 
weeks (28 days), caIcuIated on the basis of one-tweIfth of their annuaI entitIement for each compIete month of 
service. 
 
There is no statutory entitIement to bank and pubIic hoIidays. These are simpIy days on which a worker may 
receive Ieave under the terms of their contract. As with other contractuaI Ieave, these days may be used by the 
company as part of the Ieave it is required to provide under these reguIations. If a worker is paid for a pubIic 
hoIiday that day may count towards their entitIement to annuaI Ieave. 
 
Leave may be taken onIy in the Ieave year in which it is due. It may not be repIaced by a payment in Iieu, 
except where a worker’s empIoyment is terminated. 
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A coIIective or workforce agreement may contain the date on which the Ieave year begins. Where no such date 
is agreed a worker’s Ieave year wiII begin on one of the foIIowing dates: 
 

On 1st October, if the worker started with the company on or before October 1st 1998. 
On the date the worker started empIoyment ,if that empIoyment started after October 1st 1998. 

 
RECORDS 
 
This organisation shaII keep adequate records to show whether the Iimits on weekIy hours of work and night-
time work are being achieved for each of its workers. 
 
Workers who have opted out of the 48-hour Iimit on their working week shaII be identified. The terms on which 
they have opted out shaII be recorded and the hours worked during each reference period specified. This 
organisation shaII aIso keep, where appropriate, records showing that the requirements concerning heaIth and 
capacity assessments are being compIied with. The company shaII determine the form in which records are 
kept but aII records must be maintained for 2 years from the date on which they are made. 
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Section R 
Arrangements for Drugs, Alcohol and Other Substances 

 
To assist in the safe performance of our duties, TSG BuiIding Services PIc operates a strict poIicy of no alcohol, 
drugs or psychoactive substances in the workpIace. 
 
No aIcohoI, drugs or psychoactive substances wiII be toIerated in the workpIace. Anyone who presents 
themseIves for work under, or apparentIy under, the influence of psychoactive substances, drugs or aIcohoI wiII 
be refused entry to the workpIace. 
 
For their own safety, that of their workmates and members of the pubIic, any member of staff beIieving that 
another member of staff is under the influence of psychoactive substances, drugs or aIcohoI shouId report this 
immediateIy to their direct manager. 
 
Drugs suppIied by a medicaI practitioner or chemist may stiII affect safety performance and the empIoyee’s 
direct manager must be informed of that circumstance. 
 
TSG BuiIding Services PIc wiII, in consuItation with workers and their representatives: 
 

Advise aII existing empIoyees and aII persons starting work of the risks to heaIth arising from the effects of 
aIcohoI, psychoactive substances, or drugs (incIuding some IegitimateIy prescribed medications). 
Encourage empIoyees who may have aIcohoI, psychoactive substances or drug-reIated probIems which 
affect their work to take advantage of this organisation's referraI procedure for diagnosis and treatment. 
EnabIe supervisors and managers to identify job performance probIems that may be attributabIe to the 
effects of aIcohoI, psychoactive substances or drugs and to consuIt with the appropriate organisation 
speciaIist to determine whether there is sufficient concern to warrant a medicaI evaIuation. 
In cases where the effects on work of misuse of aIcohoI, psychoactive substances or drugs is confirmed or 
admitted, agree upon a programme of treatment in consuItation with the TSG BuiIding Services PIc's medicaI 
advisor and the empIoyee. 
Instruct TSG BuiIding Services PIc's medicaI advisor to co-ordinate, monitor and, if necessary, participate in 
the treatment, which may invoIve recourse to, or Iiaison with, the generaI practitioner (GP), counseIIor, 
hospitaI outpatient department or in-patient care. 

 
TSG BuiIding Services PIc wiII estabIish poIicy ruIes reIating to an empIoyee who is found to have misused 
aIcohoI, psychoactive substances or drugs or admits to the same. 
 
lnformation and Training 
 
TSG BuiIding Services PIc wiII provide sufficient information, instruction and training as is necessary to ensure 
that aII empIoyees have the knowIedge required: 
 

To understand the dangers associated with the effects of aIcohoI, psychoactive substances or drugs at work 
and the organisation’s poIicy regarding this. 
To understand the organisation’s procedures that wiII be adopted where there is found to be a deterioration 
in work performance from these effects. 
To understand the IegaI consequences of their actions. 

 
Managers and supervisors wiII be given additionaI training as necessary to enabIe them to deaI with any 
physioIogicaI probIems that may arise as a resuIt of the effects of aIcohoI, psychoactive substances or drugs 
upon work performance. 
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Procedure for Drugs, Alcohol and Other Substances 
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Drugs, Alcohol and Other Substances 
Drugs & Alcohol - Workplace Guidance 
 
These notes for guidance are to assist management in impIementing a Drugs, AIcohoI and Other Substances 
PoIicy. 
 
As a Manager you have a responsibiIity for monitoring the performance and conduct of empIoyees and for 
providing a safe and heaIthy working environment for them and for others. Changes in behaviour or 
performance that may resuIt from drug, aIcohoI or substance misuse shouId be monitored and managed 
according to individuaI circumstances. 
 
The Legal Framework 
 
As an empIoyer there is a duty under: 
 

The Health & Safety at Work etc. Act 

 
To ensure, as far as reasonabIy practicabIe, the heaIth, safety and weIfare at work of our empIoyees and to 
protect others who might be affected by empIoyee actions. EmpIoyees aIso have a personaI responsibiIity to 
take reasonabIe care of themseIves and others that couId be affected by what they do at work. 

The Management of Health & Safety at Work Regulations 

 
Assess and controI the risks to the heaIth and safety of our empIoyees. 

 
If an empIoyer were to knowingIy aIIow an empIoyee under the influence of drugs or aIcohoI to continue 
working and that empIoyee’s behaviour put that individuaI or others at risk, an organisation couId be heId 
IiabIe. 

The Road Traffic Act 

 
States that any person who, when driving or attempting to drive a motor vehicIe on a road or other pubIic 
pIace, is unfit to drive due to aIcohoI or drugs, is guiIty of an offence. 

The Misuse of Drugs Act 

 
Is the principaI IegisIation for controIIing drugs? AImost aII drugs with the potentiaI for dependency or misuse 
are covered by it. This act makes the production, suppIy and possession of these controIIed drugs unIawfuI 
except in certain specified circumstances i.e. when prescribed by a doctor. If you knowingIy permit the 
production or suppIy of any controIIed drugs, the smoking of cannabis or certain other activities to take pIace 
on your premises you couId be committing an offence. 

The Psychoactive Substances Act 

 
Is the principaI IegisIation for the controI of Psychoactive Substances. This IegisIation makes it an offence to 
produce, suppIy, offer to suppIy, possess with intent to suppIy, import or export (incIuding over the internet) 
any psychoactive substances. Products such as nicotine, aIcohoI, caffeine, food and medicinaI products are 
exempt from the Act. 

 
 
 
 
 
 
 
 
 



Page 292 of 328 
 

Review by:  31-05-2026 HeaIth and Safety PoIicy 

 
Definitions 
 
Drugs - any substance which affects the way in which the body functions physicaIIy, emotionaIIy or mentaIIy 
and incIudes soIvents, over the counter and prescribed medicines as weII as iIIegaI substances. 
 
Drug Abuse - drug use that harms sociaI functioning, incIuding dependent use (physicaI or psychoIogicaI) or 
use as part of a wider spectrum of probIematic or harmfuI behaviour. 
 
Dependency - a compuIsion to continue taking a drug in order to feeI good or avoid feeIing bad. 
 
Psychoactive substances - often known as 'IegaI highs', 'iIIegaI IegaIs' or 'iIIegaI highs', are substances 
designed to produce the same, or simiIar effects, to drugs such as cannabis, cocaine and ecstasy, but are 
structuraIIy different enough to avoid being controIIed under the Misuse of Drugs Act. They are controIIed under 
the Psychoactive Substances Act and are just as dangerous as controIIed drugs. 
 
Safety Critical role or activity incIudes: 
 
1. Designated driver function e.g. pIant operatives, deIivery drivers, forkIift operatives, etc., as distinct from 

intermittent driving for business purposes/personaI transport. 
2. Working with machinery or work in hazardous/industriaI type environments e.g. construction, 

workshop/warehouse, working at height, on Iive highways, etc. 
3. Where empIoyees have access to work materiaIs which might be used as drugs or to any drugs medicaIIy 

prescribed for other persons, which couId be misused. 
4. Working with chiIdren or dependent/vuInerabIe aduIts, where empIoyees have a primary roIe in ensuring 

their heaIth, safety, weIIbeing and/or deveIopment. 
 
Alcohol 
 
EmpIoyees must not consume any aIcohoI whiIst at work and if found to be under the influence of aIcohoI wiII be 
IiabIe to discipIinary action. 
 
Drugs 
 
EmpIoyees must not possess, consume, seII or give to another, any iIIegaI drugs or psychoactive substances 
whiIst at work. 
 
EmpIoyees that are found to be under the influence of iIIegaI drugs or psychoactive substances wiII be IiabIe to 
discipIinary action. 
 
EmpIoyees on prescribed medication which affects their abiIity to perform their duties must notify their manager 
who wiII seek advice, before deciding if it is safe for them to perform those duties. 
 
Any employee who is unable to satisfactorily perform their duties due to alcohol, psychoactive 
substances or drug consumption will be required to leave work at once. lt may be necessary to 
provide someone to accompany an employee in extreme cases. lnvestigation will be undertaken to 
consider whether immediate disciplinary action is necessary. 

 
 
 
 
 
 
 
 
 
 
 
 



Page 293 of 328 
 

Review by:  31-05-2026 HeaIth and Safety PoIicy 

 
Frequently Asked Questions 
 
Q. What are my responsibiIities? 
 
A. You are responsibIe for ensuring that aII empIoyees are fit for work and that any behaviours that impact on 
their performance, attendance, conduct or reIationships with their coIIeagues are investigated and deaIt with 
accordingIy. 
 
Q. What are the IikeIy signs that someone is misusing drugs, psychoactive substances or aIcohoI? 
 
A. There are many signs that may indicate someone is misusing drugs, psychoactive substances or aIcohoI, such 
as: 
 

Deterioration in work performance. 
Lateness and casuaI absenteeism. 
Becoming sIower in compIeting tasks, not meeting deadIines. 
Making reguIar mistakes. 
PreviousIy unnoticed unreIiabiIity. 
IrritabiIity with coIIeagues and/or customers. 
SIurred speech, tremors. 
Deterioration in physicaI appearance. 
Significant changes in and/or highIy erratic performance. 

 
NB: It shouId be noted that aII of the above couId aIso be due to other causes i.e. iIIness, personaI probIems, 
reaction to stress. 
 
Q. What shouId you do if you suspect that an empIoyee is abusing drugs, psychoactive substances or aIcohoI? 
 
A. FirstIy you shouId speak to the empIoyee to find out if there are other causes for their behaviour. This shouId 
be done discreetIy in a confidentiaI environment in which they shouId feeI comfortabIe in discIosing any issues. 
 
Q. What if another empIoyee informs management that they suspect someone is abusing drugs, psychoactive 
substances or aIcohoI? 
 
A. AIthough a more difficuIt situation to deaI with this shouId be deaIt with in the same way. Speak to the 
empIoyee and teII them you have concerns. Again, remember that there may be other causes for their 
behaviour. 
 
Q. What if an empIoyee admits to misusing/dependence on drugs, psychoactive substances or aIcohoI? 
 
A. Find out the extent of the probIem and reassure them that you want to support them in deaIing with it. 

Consider and discuss other options i.e. NationaI Drugs HeIpIine, AIcohoIics Anonymous etc. 
 
Q. What if they do not admit to abusing drugs, psychoactive substances or aIcohoI and do not offer acceptabIe 
aIternative reasons for their behaviour? 
 
A. Request their consent to be referred to an OccupationaI HeaIth SpeciaIist. 
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Q. What if an empIoyee refuses to agree to a referraI an OccupationaI HeaIth SpeciaIist? 
 
A. You can stiII seek generaI advice from OccupationaI HeaIth without an empIoyee’s permission. Advise the 
empIoyee that you wiII do this and that it wouId be to their advantage to be invoIved, as it wiII give them the 
opportunity to give information you may not be aware of to OccupationaI HeaIth. Otherwise, the advice you 
receive from OccupationaI HeaIth wiII be given on the basis of what information is avaiIabIe to you at the time. 
 
Q. What you do if an empIoyee advises me that they have been prescribed drugs that may affect their 
performance at work? 
 
A. Seek OccupationaI HeaIth SpeciaIist advice as to what can be expected of someone taking the medication 
they have been prescribed. Carry out a risk assessment and consider temporary changes to duties or 
aIternative work whiIst they are taking the medication. 
 
Q. What do I do if an empIoyee turns up for work appearing to be under the influence of drugs, psychoactive 
substances or aIcohoI? 
 
A. Depending on their state, send them home and arrange to meet with them once the effects of the aIcohoI or 
drugs are IikeIy to have worn off. Meet with them and discuss the issue in detaiI. Advise them that it couId be 
considered gross misconduct and inform them that you may consider taking discipIinary action. 
 
Q. How do I decide if it is a heaIth or misconduct issue? 
 
A. UnIess there has been serious misconduct or the individuaI represents a threat or risk to others, the issue 
wouId usuaIIy be treated, in the first instance, as a heaIth issue. However, where there is no co-operation or 
satisfactory improvement in performance or behaviour, discipIinary sanctions shouId be considered. 
 
Q. What if there has been serious misconduct or gross incompetence? 
 
A. Acts that couId be considered gross misconduct or gross incompetence, that are as a resuIt of drug or aIcohoI 
misuse may resuIt in dismissaI and are deaIt with under this organisation's DiscipIinary Procedure. Gross 
misconduct can incIude, but is not Iimited to, assauIt or other vioIent behaviours, possession, use, suppIy or 
offer to suppIy of iIIegaI drugs or psychoactive substances whiIst at work. 
 
Q. What if an empIoyee is found taking or suppIying iIIegaI drugs or psychoactive substances at work? 
 
A. This wouId be considered gross misconduct and they shouId be sent home immediateIy. Permission to 
suspend shouId be sought from senior management. 
 
Q. Where can I go for more information? 
 
A. There are severaI agencies that provide advice and information on this subject. The foIIowing Iist gives detaiIs 
and contact numbers. 
 
Contacts 
 
Alcoholics Anonymous Drinkline National Drugs Helpline 
0800 9177 650 0300 123 1110 0800 776600 
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Section S 
Arrangements Concerning Trade Contractors' Safety lnformation 

 
Safety information, which forms an integraI part of TSG BuiIding Services PIc's heaIth and safety poIicy, is 
appIicabIe to aII trade contractors and persons under their controI and forms part of the terms of contract. 
Trade contractors are required to ensure that: 
 

They, and aII persons under their controI, famiIiarise themseIves with the site and any hazards to be found 
on the site. 
Their activities are conducted in accordance with the safe practices as detaiIed in this poIicy, taking 
precautions to protect aII empIoyees and others who may be affected by their actions or faiIures to act. 
They compIy with aII the reIevant IegisIation appIicabIe to the workpIace. 
They provide the correct protective equipment and cIothing to their empIoyees at the contractor's expense. 
EmpIoyees remain within the designated areas of their work. 
They onIy empIoy persons who are sufficientIy trained and experienced in the performance of their duties. If 
persons under training are empIoyed the contractor is to ensure that they are adequateIy supervised. 

 
Nothing in the above information reIieves trade contractors of their duties and obIigations under statute or 
common Iaw. FaiIure to compIy with TSG BuiIding Services PIc's heaIth and safety poIicy or any IegaI 
requirements wiII Iead, at TSG BuiIding Services PIc's discretion, to suspension of the contractor’s work, at no 
cost to the empIoyer, or to termination of the contract. 
 
The Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & Maintenance, 
Renewables and the Contracts Managers (New Build, Construction, Servicing & Maintenance & 
Electrical) shaII ensure that the competency of tendering/appointed contractors is assessed to ensure that they 
have aIIocated adequate resources to meet their heaIth and safety obIigations. 
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Procedure for Providing Trade Contractors' Safety lnformation 
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Trade Contractors' Safety lnformation 
VETTlNG HEALTH AND SAFETY COMPETENCE 
 
In order to assess whether a contractor has aIIocated adequate resources to fuIfiI their heaIth and safety 
obIigations in terms of heaIth and safety Iaw it wiII be necessary for the contractor to compIete this organisation 
vetting questionnaire. 
 
The responses obtained from the contractor, and thorough evaIuation and rating of this return wiII aIso serve to 
gauge the contractor’s commitment to heaIth and safety and adherence to recognised standards of 
competence. 
 
Each contractor tendering for work with this organisation wiII be required to compIete the vetting questionnaire 
and a decision wiII be taken by this organisation’s management, based on the evaIuation of the questionnaire 
responses, as to the suitabiIity of the contractor and their proposed works for this organisation. 
 
In order to rate or assess any item it is necessary to have a scoring system. This is an operationaI system: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Thus a contractor wiII deveIop an average score. A contractor ought to be competent if they can average more 
than a score of 3. It is borne in mind that the degree of competence necessary for a simpIe task carried out in a 
"safe" environment is Iess than that required for a compIex task in a more dangerous workpIace. 
 
VETTlNG A SMALLER CONTRACTOR'S HEALTH AND SAFETY COMPETENCE 
 
Assessing a contractor who empIoys Iess than five peopIe wiII not be as simpIe. Their IegaI requirement is to 
obey the IegisIation but without the burden of writing these things down. 
 
The responses obtained from the contractor and thorough evaIuation of this return wiII serve to gauge the 
contractor’s commitment to heaIth and safety and adherence to recognised standards of competence. 
 
Each contractor tendering for work with this organisation wiII be required to compIete the vetting questionnaire 
and a decision wiII be taken by this organisation’s management, based on the evaIuation of the questionnaire 
responses, as to the suitabiIity of the contractor and their proposed works for this organisation. 

 
 
 
 
 
 
 
 
 
 
 
 

Score Rating Example 

0 Zero Topic not covered, no action/evidence. 

1 Very poor Topic badIy covered, no action/evidence. 

2 Poor Topic badIy covered, some action/evidence. 

3 Good Topic covered, some action/evidence. 

4 Very good Topic weII covered, procedure weII foIIowed. 

5 ExceIIent Procedure in pIace, evidence of compIiance. 
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Contractor Assessment Form For Sub-Contracted Construction Work 
 

Competency Assessment For Contractors/Designers/Principal Designers 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Stage 1 Assessment 
 

If your organisation meets the criteria identified in one of the statements below, and you can provide supporting evidence, you do not need 
to complete questions 1-15: 

 
• You have, within the last twelve months, successfully completed a prequalification application undertaken by an assessment 

provider able to demonstrate that its information gathering process conforms to PAS91; 
• You have, within the last twelve months, successfully met the assessment requirements of a construction-related scheme in 

registered membership of the Safety Schemes in Procurement (SSIP); 
• You hold a UKAS or equivalent accredited independent third party certificate of compliance with BS ISO 45001. 

 
Note 1: 
Organisations with fewer than five employees are not legally required to have a documented policy statement. If a supplier is in this 
category it does not have to write down its policy, organisation or arrangements. However it does need to be able to demonstrate that its 
policy and arrangements are adequate in relation to the type of activity likely to be undertaken and assessment of competence will be 
made easier when procedures are clear and accessible. 

Ref Question Example of the type of information in support 
of responses which will be taken into account 
in the assessment 

Yes No Supplier’s unique 
reference to relevant 
supporting 
information 
(Please attach on 
separate sheets) 

Score 
(Internal 
use 
only) 

1 Are you able to demonstrate 
that you have a policy and 
organisation for health and 
safety (H&S) management? 

Please provide evidence of a periodically reviewed 
H&S Policy, endorsed by the Chief 
Executive/Managing Director. The policy should be 
relevant to the anticipated nature and scale of 
activity to be undertaken and set out responsibilities 
for H&S management at all levels of the 
organisation. 
(Organisations with fewer than 5 employees: see 
Note 1). 

    

2 Are you able to describe your 
arrangements for ensuring 
that your H&S measures are 
effective in reducing/ 
preventing incidents, 
occupational ill-health and 
accidents? 

Please provide details of the arrangements for H&S 
management that are relevant to the anticipated 
nature and scale of activity to be undertaken and 
show clearly how these arrangements are 
communicated to the workforce. 
(Organisations with fewer than 5 employees: see 
Note 1). 

    

3 Do you have access to 
competent H&S 
advice/assistance-both 
general and construction 
sector related? 

Please provide evidence of how your organisation 
obtains access to competent H&S advice. 

Note: Access to competent in-house advice, in 
whole or part, is preferred. It is essential that the 
advisor(s) are able to provide general H&S advice 
and that (from the same source or elsewhere) advice 
relating to construction H&S issues is accessible as 
required. 

    

4 Do you have a policy and 
process for providing your 
staff/workforce with training 
and information appropriate 
to the types of activity that 
your organisation is likely to 
undertake? 

Provide evidence that your organisation has in place 
and implements training arrangements to ensure 
that its staff/workforce has sufficient skills and 
understanding to discharge their various duties. 

This should include refresher training (e.g. a CPD 
programme) that will keep the workforce updated on 
good H&S practice applicable throughout the 
company. 

    

Party/Role Tick as 
Appropriate 

Designer  

Contractor  

Principal 
Designer 

 

Name of Organisation:  

 

Project:  

 

Project No:  
 

Date:  
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Ref Question Example of the type of information in support 
of responses which will be taken into account 
in the assessment 

Yes No Supplier’s unique 
reference to relevant 
supporting 
information 
(Please attach on 
separate sheets) 

Score 
(Internal 
use 
only) 

5 Does your staff/ 
workforce have H&S 
or other relevant 
qualifications and 
experience sufficient 
to implement your 
H&S policy to a 
standard appropriate 
to the activity that 
your organisation is 
likely to undertake? 

You will be expected to demonstrate and provide 
evidence on request that your staff/workforce 
possesses suitable qualifications and experience for 
the tasks assigned to them, unless there are specific 
situations where they need to work under controlled 
and competent supervision e.g. trainees. 

    

6 Do you check, review 
and where necessary 
improve your H&S 
performance? 

Please provide evidence that your organisation has 
in place and implements an ongoing system for 
monitoring H&S procedures on an ongoing basis 
and for periodically reviewing and updating that 
system as necessary. 

    

7 Do you have 
procedures in place 
to involve your staff/ 
workforce in the 
planning and 
implementation of 
H&S measures? 

Please provide evidence that your organisation has 
in place and implements a means of consulting with 
its staff/workforce on H&S matters and show how 
staff/workforce comments, including complaints, are 
taken into account. 

    

8 Do you routinely 
record and review 
accidents/incidents 
and undertake follow-
up action? 

Please provide access to records of accident rates 
and frequency for all RIDDOR reportable events for 
at least the last three years. Demonstrate that your 
organisation has in place a system for reviewing 
significant incidents and recording action taken as a 
result, including action taken in response to any 
enforcement. 

    

9 Do you have 
arrangements for 
ensuring that your 
suppliers apply H&S 
measures to a 
standard appropriate 
to the activity for 
which they are being 
engaged? 

You will be expected to demonstrate and provide 
evidence on request that your organisation has and 
implements arrangements for ensuring that H&S 
performance throughout the whole of your 
organisation’s supply chain is appropriate to the 
work likely to be undertaken. 

    

10 Do you operate a 
process of risk 
assessment capable 
of supporting safe 
methods of work and 
reliable project 
delivery where 
necessary? 

You will be expected to demonstrate and provide 
evidence on request that your organisation has in 
place and implements procedures for carrying out 
relevant risk assessments and for developing and 
implementing safe systems of work (method 
statements). 
You should be able to provide indicative examples. 
The identification and control of any significant 
occupational health (not just safety) issues should 
be prominent. 
(Organisations with fewer than 5 employees: see 
Note 1). 

    

11 Do you have 
arrangements for 
co-operating and 
co-ordinating your 
work with others 
(including other 
suppliers, notably 
contractors)? 

Please provide explanation of how co-operation and 
co-ordination of the work is achieved in practice, and 
how other organisations are involved in drawing up 
method statements/safe systems of work etc. 
including arrangements for response to emergency 
situations. This should include details of how 
comments and input from your suppliers will be 
taken into account and how external comments 
including any complaints will be responded to. 
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Ref Question Example of the type of information in support 
of responses which will be taken into account 
in the assessment 

Yes No Supplier’s unique 
reference to relevant 
supporting 
information 
(Please attach on 
separate sheets) 

Score 
(Internal 
use 
only) 

12 Do you have 
arrangements for 
ensuring that on-site 
welfare provision 
meets legal 
requirements and the 
needs/expectation of 
your employees? 

You will be expected to demonstrate and provide 
evidence on request about how you ensure suitable 
welfare facilities will be in place before starting work 
on site, whether provided by a site-specific 
arrangement or your own organisational measures. 

    

13 
(Designers 
Only) 

Do you ensure that 
you and your 
workforce have the 
appropriate 
capabilities to enable 
you and them to 
discharge your/their 
legal duties under 
health and safety 
legislation? 

Provide evidence of your CPD programme and/or 
examples of training and development plans (which 
may include in house training). 

Please provide evidence of how your organisation 
obtains H&S information, including how you maintain 
your technical knowledge and understanding of 
developments in construction. Provide commentary 
on how you match individual capabilities with the 
work undertaken. 

    

14 
(Designers 
Only) 

Do you have and 
implement 
arrangements for 
meeting the Designer 
duties under the 
Construction Design 
and Management 
Regulations? 

Please provide evidence showing how you address 
14.1 – 14.4. Please provide examples for each, 
showing how risk was reduced through design. 

    

14.1 Ensure co-operation and co-ordination of 
design work within the design team and with other 
designers/contractors. 

14.2 Ensure hazards are eliminated and show how 
remaining risks are managed (with reference to 
buildability, maintainability and use). 

14..3 Ensure that any structure that will be used as a 
workplace will meet relevant requirements of the 
Workplace (Health, Safety and Welfare) 
Regulations. 

14.4 Manage design changes. 

15 
(Designers 
Only) 

Do you check, review 
and where necessary 
improve your H&S 
performance? 

Please provide evidence that your organisation has 
in place and implements an ongoing system for 
monitoring H&S procedures and for periodically 
reviewing and updating that system as necessary, 
for example through project design review (during 
and post completion). 

    

16 
(Principal 
Designers 
Only) 

Are you able to 
provide evidence of 
your field of 
knowledge and 
experience in the 
design and 
construction 
process? 

Please provide evidence, in the form of real 
examples rather than by generic documents, of 
actual attainments, which should indicate 
competence as in the case of: 

• Professionally qualified to Chartered 
level; 

• Membership of a relevant construction 
institution. 

    

17 
(Principal 
Designers 
Only) 

Are you able to 
provide evidence of 
your knowledge and 
experience of H&S in 
construction? 

Please provide examples of actual attainments 
which should indicate competence as in the case of 
validated CPD in this field and typical additional 
qualifications e.g. NEBOSH Construction Certificate, 
membership of health and safety register 
administered by ICE, membership of Association for 
Project Safety, membership of Institution of 
Construction Safety. 

    

18 
(Principal 
Designers 
Only) 

Do you review and 
develop your 
effectiveness at 
delivering the 
co-ordination role? 

Please provide evidence that your organisation has 
in place and implements an ongoing system for 
monitoring performance, including post project 
review. 
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Stage 2 Assessment 

 
Work experience 

Ref Question Example of the type of information in support 
of responses which will be taken into account 
in the assessment 

Yes No Supplier’s unique 
reference to relevant 
supporting 
information 
(Please attach on 
separate sheets) 

Score 
(Internal 
use 
only) 

1 Are you able to provide 
details of relevant 
experience in the field of 
work for which you are 
applying? 

A simple record of recent projects/contracts 
should be kept, with the phone 
numbers/addresses of contacts who can verify 
that work was carried out with due regard to 
health and safety. This should be sufficient to 
demonstrate your ability to deal with the key 
health and safety issues arising from the work 
you are applying for. Where there are significant 
shortfalls in your previous experience, or there 
are risks associated with the project which you 
have not managed before, an explanation of how 
these shortcomings will be overcome. 
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Required action (for Assessor’s use only): 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
Note 1 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
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OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
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OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 

Grading: 

 
Evaluated by: Date: 
OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO 
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New Sub-Contractor Onboarding Requirements Form 
The following is a checklist of requirements when onboarding sub-contractors. Please ensure this is completed in full 
where applicable, with guidance provided as and when required.  
 
Details of the Sub-Contractor: 

Full Name/Trading Name:  

Work Activity:  

Telephone Number:  

Email Address:  

Postal Address: 
 
 

 
 
 

Employing Department:  

No. of Employees including 
Directors: 

 

Sub-Contractor: Labour Only ☐ Bona-fide ☐ Other (Please Specify):  ☐  

 
Sub-Contractor Checklist 
 
Checklist for TSG complete.  
 

 

 
 

1. IR35 Yes No Comments  

1.1 IR35 Assessment carried out included? 
 

☐ ☐  

1.2 IR35 Contract raised and signed? 
 

☐ ☐  

1.3 IR35 Stats determination statement complete?  
 

☐ ☐  

2. Checklist (Please tick the box indicating whether the sub-
contractor has sent back the below) 

Yes No N/A Comments 

2.1 Engineer Checklist (Gas) (Page 2) ☐ ☐ ☐  

2.2 Trade Qualifications (Page 3) ☐ ☐ ☐  

2.3 New Subcontractor Details / Change of Details (Page 4) ☐ ☐ ☐  
2.4 Health and Safety Competency Assessment (Page 5) ☐ ☐ ☐  
2.5 Right to Work (Passport/Birth Certificate) ☐ ☐ ☐  

2.6 DBS Receipt – Completed ☐ ☐ ☐  

2.7 DVLA License Consent Form Online/Hard Copy ☐ ☐ ☐  

2.8 TSG’s Dress Code Policy & Social Media Policy ☐ ☐ ☐  

2.9 TSG’s Employee Health Safety Booklet – Signed, Read and 
Understood (Via Book and/or MoreApp) 

☐ ☐ ☐  

2.10 TSG’s Health and Safety Policy ☐ ☐ ☐  

2.11 TSG’s Company Van and Fuel Card Policy - Back Page 
Returned and Signed 

☐ ☐ ☐  

2.12 TSG’s Mobile/PDA Policy & Mobile/PDA Agreement ☐ ☐ ☐  

2.13 Uniform Order Form ☐ ☐ ☐  

2.14 Induction Checklist ☐ ☐ ☐  

2.15 Receipt of Equipment ☐ ☐ ☐  

2.16 FTC End Date Calendar Reminder/FTC Record Update ☐ ☐ ☐  
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Engineer Checklist (Gas) 
 
Details of Engineer 

Engineer Name:  

TSG Manager Name:  

Division:  

Contract:  

Date:  

 

Name Checked on HSE Website? ☐  

Qualifications Expiry Date 

CCN1 ☐  

CPA1 (If not with CCN1) ☐  

CENWAT ☐  

CKR1 ☐  

HTR1 ☐  

Level 3 Energy Efficiency (Installers) ☐  

U/VHW (Service Engineers) ☐  

Other Qualifications  

  

  

  

  

 

All Certificates Signed by Operative? ☐  

DBS Certificate? ☐  

Other Documents 

Test paper completed? ☐  

Asbestos Awareness ☐  

Analyser Calibration ☐  

Driving License Card & Code. ☐   

Passport or Full Birth Certificate ☐   

Public Liability Insurance. ☐  

Registered with Gas Safe. ☐ Date:    

 

Information for I.T. Department 

Does Engineer own a Smartphone? Yes ☐ No ☐  

If YES, please state make and model.  

PDA Completion Date (I.T.)  

Checked By:  Date:  
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Trade Qualification Checklist 
 
Details of Sub-Contractor 

Name/Trading Name:  

TSG Manager Name:  

Divisions:  

Contract:  

Date:  

 
Qualifications Expiry Date 

Asbestos Awareness ☐  

  

  

  

  

  

  

  

  

 
Information for I.T. Department 

Does Sub-Contractor require a Smartphone and/or PDA? Yes ☐ No ☐  
If YES, please state make and model.  

PDA Completion Date (I.T.)  

Checked By:  Date:  

 

 

 
 
 

Insurances (where not applicable note N/A) Yes No N/A Comments (Expiry Date) 

Employers Liability Insurance ☐ ☐ ☐  

Public Liability Insurance ☐ ☐ ☐  

Professional Indemnity ☐ ☐ ☐  

Contractor All Risk ☐ ☐ ☐  

Ethics (where not applicable note N/A) Yes No N/A Comments 

Can you confirm that you carry out right to work 
checks in accordance with the Immigration, Asylum 
and Nationality Act 2006. 

☐ ☐ ☐  

Can you confirm you comply with the Modern 
Slavery Act 2015. 

☐ ☐ ☐  

Can you confirm you comply with the Equality Act 
2010. 

☐ ☐ ☐  
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New Sub-Contractor Details / Change of Details 

 
Full Name: Contact Number: 

Business Address: New Address (If changing address): 

Email: Email: 

 
Emergency Contact Details 
Name: Relationship: 

Mobile: Home: 

 
National Insurance Number:  

UTR number must be provided by every 
subcontractor. If you haven’t applied for a UTR 
number yet, you could ring the self employment 

registration line: 0300 200 3210 Opt 1 or get detailed 
advice from online at: www.hmrc.gov.uk/new-cis 

Company Number: 

UTR Number: 

VAT Number: Please provide copies of Gas Safe Certificates if 
applicable. 

 
No. of Employees including Directors: 
 

 

 
Bank Details 
Name of Bank: 

 
Account Name: 

Account Number:         The Account Number has to be 8 digits. 
Lloyds bank has a ‘0’ in front of the 
Account Number.   

 
Sort Code:        

 
Building Society Reference: 

Signed: Dated: 

 
Please provide two passport size photos for the identification badge with this form. 
Please tick Yes/No. 

Yes ☐ No ☐ 

 
Please note that without your signature no bank transfer can be done. 

 
Office Use Only – Sub-Contractor System Updated 
Signed: Date: 
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Health and Safety Competency Assessment 
 
If you are a Limited Company, and you meet the criteria identified in one of the statements below, and you can provide supporting 
evidence, you do not need to complete the questions outlined under section 3.1 – 3.12. Health and Safety. 

 You have, within the last twelve months, successfully met the assessment requirements of a construction-related scheme in 
registered membership of the Safety Schemes in Procurement (SSIP) 

 You hold a UKAS or equivalent accredited independent third-party certificate of compliance with BS ISO 45001 
Note 1: 
Organisations with fewer than five employees are not legally required to have a documented policy statement. If a supplier is in this 
category, it does not have to write down its policy, organisation or arrangements. However, it does need to be able to demonstrate 
that its policy and arrangements are adequate in relation to the type of activity likely to be undertaken and assessment of 
competence will be made easier when procedures are clear and accessible.  

 

3. Health and Safety 

3.1 Provide your Health and Safety Policy Statement of Intent 
and your organisation for managing health and safety. 
Describe how this is communicated to your  
workforce.  

 
 
 

 
Guidance: You are expected to have and implement an appropriate policy, regularly reviewed, and signed off by the 
Chief Executive/Managing Director or equivalent. The policy must be relevant to the nature and scale of your work 
and set out the responsibilities for health and safety management at all levels within the company.  
(Organisations with fewer than five employees, please see Note 1). 
3.2 Provide copies of your arrangements outlined in your health 

and safety policy for ensuring that your health and safety 
measures are effective in reducing/preventing incidents, 
occupational ill-health and accidents? 
Describe how your arrangements are communicated to 
your employees. If you use an Employee Handbook, this 
should be attached. 

 
 
 
 
 

 
Guidance: These should set out the arrangements for health and safety management within the organisation and 
should be relevant to the nature and scale of your work. They should also set out how the company will discharge 
their duties under Health and Safety legislation. 
(Organisations with fewer than five employees, see Note 1). 
3.3.1 Name of appointed Senior Manager or Director with 

responsibility for Health and Safety. 
 

3.3.2 Details of your Health and Safety Manager/Officer/Advisor. 
If this person is external, provide details of your contact 
arrangements. 

 

3.3.3 Details of the above persons Health and Safety 
Qualifications. 

  

Guidance: Your organisation and your employees must have readily access to competent health and safety advice, 
preferably from within your own company. The health and safety manager/officer/advisor must be able to provide 
general health and safety advice and (from the same source of elsewhere) advice relating to specific health and 
safety relevant to your business.  
3.4 Do you have a policy and process for providing your 

staff/workforce with training and information appropriate to 
the types of activity that your organisation is likely to 
undertake? 

 

Guidance: Provide evidence that your organisation has in place and implements training arrangements to ensure that its 
staff/workforce has sufficient skills and understanding to discharge their various duties.  This should include refresher training 
(e.g., a CPD programme) that will keep the workforce updated on good H&S practice applicable throughout the company. 



Page 308 of 328 
 

 
 
 
 
 

Review by:  31-05-2026                                                                                                                                                                    HeaIth and Safety PoIicy 

 

3.5 Does your staff/workforce have H&S or other relevant 
qualifications and experience sufficient to implement your 
H&S policy to a standard appropriate to the activity that 
your organisation is likely to undertake? 

  

Guidance: You will be expected to demonstrate and provide evidence on request that your staff/workforce possesses suitable 
qualifications and experience for the tasks assigned to them, unless there are specific situations where they need to work under 
controlled and competent supervision e.g., trainees. 
3.6 Do you check, review and where necessary improve your 

H&S performance?  
 

Guidance: Please provide evidence that your organisation has in place and implements an ongoing system for monitoring H&S 
procedures on an ongoing basis and for periodically reviewing and updating that system as necessary. 
3.7 Do you have procedures in place to involve your 

staff/workforce in the planning and implementation of H&S 
measures? 

  

Guidance: Please provide evidence that your organisation has in place and implements a means of consulting with its 
staff/workforce on H&S matters and show how staff/workforce comments, including complaints, are taken into account. 
3.8 Do you routinely record and review accounts/incidents and 

undertake follow-up actions? 
  

Guidance: Please provide access to records of accident rates and frequency for all RIDDOR reportable events for at least the last 
three years. Demonstrate that your organisation has in place a system for reviewing significant incidents and recording action 
taken as a result, including action taken in response to any enforcement. 
3.9 Do you have arrangements for ensuring that your suppliers 

apply H&S measures to a standard appropriate to the 
activity for which they are being engaged? 

 

Guidance: You will be expected to demonstrate and provide evidence on request that your organisation has and implements 
arrangements for ensuring that H&S performance throughout the whole of your organisation’s supply chain is appropriate to the 
work likely to be undertaken. 
3.10 Do you operate a process of risk assessment capable of 

supporting safe methods of work and reliable project 
delivery where necessary? 

 

Guidance: You will be expected to demonstrate and provide evidence on request that your organisation has in place and 
implements procedures for carrying out relevant risk assessments and for developing and implementing safe systems of work 
(method statements). 
You should be able to provide indicative examples. The identification and control of any significant occupational health (not just 
safety) issues should be prominent. 
(Organisations with fewer than 5 employees: see Note 1). 
3.11 Do you have arrangements for co-operating and co-

ordinating you work with others (including other suppliers, 
notably contractors)? 

  

Guidance: Please provide explanation of how co-operation and co-ordination of the work is achieved in practice, and how other 
organisations are involved in drawing up method statements/safe systems of work etc. including arrangements for response to 
emergency situations.  This should include details of how comments and input from your suppliers will be taken into account and 
how external comments including any complaints will be responded to. 
3.12 Do you have arrangements for ensuring that on-site welfare 

provision meets legal requirements and the 
needs/expectations of your employees? 

  

Guidance: You will be expected to demonstrate and provide evidence on request about how you ensure suitable welfare facilities 
will be in place before starting work on site, whether provided by a site-specific arrangement or your own organisational 
measures. 
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Declaration by Sub-Contractor: 
 
I confirm that: 

 The above information I have provided on this form is correct and accurate and that TSG shall be advised 
immediately should any changes occur to the above information. 

 Shall provide competent and trained personnel for the duration of works being undertaken. 
 Shall ensure that all employees have a legal right to work in the UK. 
 Shall ensure that all employees and appointed contractors comply with TSG Site Rules, current UK Health and 

Safety Legislation and any instructions or directions given by TSG. 
 Shall ensure that all site operatives comply with TSG requirements. 
 Shall provide competent supervision where necessary. 

 
Signature: Date: 

Name (Print): Position: 

 
Authorisation on behalf of TSG: 
 
Checked By: Date: 

Signature:  Position: 

Additional Information Required?  Yes  ☐ No ☐ Input onto Approved 
Contractor List?  

Yes ☐ No ☐ 

 
 
 
 
 
 

4. Work Experience  

4.1 Are you able to provide details of relevant experience in the 
field of work for which you are applying? 

 

Guidance: A simple record of recent projects/contracts should be kept, with the phone numbers/addresses of contacts who can 
verify that work was carried out with due regard to health and safety. This should be sufficient to demonstrate your ability to 
deal with the key health and safety issues arising from the work you are applying for. Where there are significant shortfalls in 
your previous experience, or there are risks associated with the project which you have not managed before, an explanation of 
how these shortcomings will be overcome. 

5. Environmental 

5.1 Please provide a copy of your Environmental Policy, together 
with a signed confirmation from the Director responsible for 
the Environmental Policy, that your operations and methods 
of work comply with current Environmental Legislation and 
Initiatives.  

 

 

6. Quality Management Yes No Comments 

6.1 Do you operate a registered Quality Management System? ☐ ☐  

6.2 If YES, please state the Registration Body and Registration 
Number (Please provide a copy of your registration 
document). If you are not registered to an approved 
registration body but have a formal quality system, please 
give details.  
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Self Employed Contractor Competence Assessment 
 
Name: 

Address: 

 
 
 
Tel: Mob: 

Email: 

Trade / Skill: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Rating 

Training 

Have you recently undertaken any of the following types of training courses? 
 
 
• Site Safety for Operatives 

• Site Safety for Supervisors 

• Asbestos Awareness 

• Trade or Skill (refresher) 

• First Aid (4 day full or 2 day refresher) 

• Other health and safety related training (e.g. fire) 

If yes please indicate which and provide course details, dates and copies of 
certificates where possible 

 
 
YES/NO 

 

Qualifications/memberships 

Are you working towards or do you currently hold any of the following 
qualifications or individual memberships? 

• CSCS card (trainee, operative, experienced, supervisory) 

• CCNSG safety passport 

• CPCS or equivalent plant operators card 

• CISRS, Gas Safe, IPAF, SKILLcard, other 

• NVQ, C&G or certificates 

• Trade or professional associations 

If yes please indicate which and provide a photocopy of cards, certificates or 
relevant correspondence as appropriate 

 
 
YES/NO 
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Rating 

Experience 

Do you have relevant work experience? 
 
 
If yes please provide details such as a list of some recent projects or contracts 
on which you have worked along with contact details of the person who can 
verify that the work was carried out with due regard for health and safety 

 
 
YES/NO 

 

Insurance 

Do you have any of the following insurance cover? 

• Public and product liability 

• Employers liability 

• Personal accident 

If yes please indicate which and provide a copy of your current insurance 
schedules which should contain the level of cover held, policy numbers and 
expiry dates 

 
 
YES/NO 

 

Signed: 
 
 
 
Date of completion: 

Required action (assessor’s use only): 

 
Grading: 

 
Evaluated By: 
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Section T 
Arrangements for Safety Monitoring, Audit and lnspection 

 
Progressive improvement in heaIth and safety can onIy be achieved through the constant deveIopment of 
poIicy, approaches to impIementation and techniques of risk controI. 
 
Adam Thrussell wiII ensure that a systematic audit of aII safety arrangements wiII be carried out on a reguIar 
basis. 
 
The Contracts Managers (New Build, Construction, Servicing & Maintenance & Electrical), the Site 
Managers/Site Supervisors / Team Leaders (Commercial, Construction, New Build, Mechanical, 
Electrical, Renewables and Heads of Department wiII ensure that pIaces of work are inspected reguIarIy 
and in accordance with statutory requirements. 
 
Where requested, TSG BuiIding Services PIc's heaIth and safety advisors,   Risk Management, wiII visit the 
workpIace to carry out safety inspections and audits. 
 
Records of safety inspections and audits wiII be kept in order that management of TSG BuiIding Services PIc can 
monitor our performance and improve the overaII safety cuIture within the workforce. 
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Procedure for Safety Monitoring, Audit and lnspection 
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Safety Monitoring, Audit and lnspection 
 
lNTRODUCTlON 
 
WorkpIace monitoring, and heaIth and safety performance checks are key management responsibiIities for 
ensuring ongoing heaIth and safety standards within the workpIace remain at an acceptabIe IeveI. ReguIar 
workpIace audits, inspections and management reviews go some way to heIp ensure those standards are 
maintained. 
 
WORKPLACE lNSPECTlONS 
 
Inspections shouId onIy be carried out by a competent person, such as a heaIth and safety manager or an 
externaI safety advisor. Any issue posing a significant risk to heaIth and safety requires immediate management 
action and shouId, where possibIe, be rectified there and then. AII issues are to be recorded and reasonabIe 
timescaIes specified for rectifying/addressing any outstanding issues. 
 
Where required, a formaI report shaII be compIeted before the end of the working period with a copy issued to 
the person for whom the inspection was carried out. The safety manager or appointed person shaII reguIarIy 
check that any outstanding issues have been suitabIy addressed and rectified. 
 
Statutory inspection reports shaII be kept at the workpIace for at Ieast 3 months after the date of the report. 
 
SAFETY AUDlT CHECKLlST 
 
The foIIowing shouId be checked when carrying out an inspection: 
 

 Organisation health and safety policy is being adhered to. 
 Relevant documentation such as risk assessments, method statements, safety plans, etc. is specific to the 

works being carried out. 
 Workplace inductions have been carried out for all personnel. 
 All personnel are adequately trained to carry out their tasks safely. 
 All protective clothing and equipment is in good order and is being used correctly. 
 All equipment is in good order, suitably guarded and inspected/maintained at the required intervals by a 

competent person. 
 Any potentially hazardous substances used have been COSHH assessed, are being handled and stored 

correctly, and relevant safety information, where appropriate is readily available. 
 All places of work, including access routes, are safe and have been inspected in due time by a competent 

person. 
 The provision of adequate lighting, including secondary lighting systems. 
 The provision of adequate first aid facilities. 
 The provision of adequate fire precautions. 
 The provision of adequate welfare facilities. 
 The provision of adequate emergency arrangements. 
 The provision of safe pedestrian and vehicle traffic routes. 
 That all statutory notices are displayed in the workplace. 
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Sheet 

Premises Safety Inspection Check Sheet 
 
Location: Date: Carried out by: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

SAFETY MANAGEMENT   
Policy available to employees?   
Registers being completed?   

   
HEALTH AND WELFARE   

Toilets adequate?   
Rest facilities adequate?   
Drying space adequate?   
First Aid facilities adequate?   
Washing facilities adequate?   
Drinking water and cups provided?   

   
FIRE PRECAUTIONS   

Alarm system/detection system?   
Extinguishers adequate?   
Fire procedures understood?   

   
RISK   

Hazards identified?   
Assessments produced?   
Effectiveness monitored?   
Assessments complied with?   

   
COSHH   

Substance survey?   
Data sheets collected?   
Assessments produced?   
Assessments complied with?   

   
NOISE   

Monitoring?   
Hearing protection in use?   
Hearing Protection Zones established?   

   
TRAINING   

Induction carried out for all?   
Task training OK?   
Fire training carried out for all?   

   
   
   
   
   

   

MANUAL HANDLING   
Risks assessed?   
Staff trained?   
Good practice observed?   

   
POWER TOOLS   

Trained operators?   
Maintenance register up to date?   

   
MACHINERY   

Trained operators?   
Maintenance forms signed/ up to date?   
Sufficient space?   

   
ELECTRICS   

Circuits earthed?   
Trip switches in use?   
All tools/equipment checked?   
Maintenance register held?   

   
EMERGENCY PLANS   

Published?   
Tested?   
Secondary lighting in place?   

   
TRAFFIC ROUTES   

Signed?   
Separation working?   

   
GASES   

Properly stored?   
Trained users?   

   
PPE   

Being used properly?   
In good repair?   
Correct equipment?   

   
HOUSEKEEPING   

Site tidy?   
Traffic routes clear?   
Material stacking OK?   
Waste removal OK?   
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Workplace (Construction) Safety Inspection Check Sheet 
 
Location: Date: Carried out by: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

SAFETY MANAGEMENT   
Policy available to employees?   
Registers being completed?   
Safety plan adhered to/updated?   
HEALTH AND WELFARE   
Toilets adequate?   
Rest facilities adequate?   
Drying space adequate?   
First aid facilities adequate?   
Washing facilities adequate?   
Drinking water and cups provided?   
FIRE PRECAUTIONS   
Alarm system/detection system?   
Extinguishers adequate?   
Fire procedures understood?   
Hot-works permits?   
Flam store?   
RISK   
Hazards identified?   
Assessments produced?   
Effectiveness monitored?   
Assessments complied with?   
COSHH   
Substance survey?   
Data sheets collected?   
Assessments produced?   
Assessments complied with?   
NOISE   
Monitoring?   
Hearing protection in use?   
Hearing protection zones established?   
TRAINING   
Induction carried out for all?   
Task training OK?   
Fire training carried out for all?   
POWER TOOLS   
Trained operators?   
Maintenance register up-to-date?   
PLANT   
Trained operators?   
Maintenance forms signed/up-to-date?   
Sufficient space?   
Properly used/loaded?   
LIFTING OPERATIONS   
Trained operators?   
Trained banksmen?   
All equipment tested?   
Certificates seen?   
Maintenance forms signed?   

   

MANUAL HANDLING   
Risks assessed?   
Staff trained?   
Good practice observed?   
ELECTRICS   
Circuits earthed?   
Trip switches in use?   
All 110 volts?   
All tools checked?   
Maintenance register held?   
EMERGENCY PLANS   
Published?   
Tested?   
Secondary lighting in place?   
TRAFFIC ROUTES   
Signed?   
Separation working?   
SCAFFOLDS   
Plumb and level?   
All boards there?   
Toe-boards/guardrails OK?   
Ladders sound and tied?   
Competent inspection?   
EXCAVATIONS   
Shored/battered?   
Barriers/warnings?   
Access/egress safe?   
Underground services checked?   
Competent inspection?   
GASES   
Properly stored?   
Trained users?   
PPE   
Being used properly?   
In good repair?   
Correct equipment?   
HOUSEKEEPING   
Site tidy?   
Traffic routes clear?   
Material stacking OK?   
Fencing secure/signed?   
Waste removal OK?   
Timber denailed?   
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CDM Site lnspection Report 
 

CONSTRUCTION DESIGN AND MANAGEMENT 
INSPECTION REPORT 

Construction (Design and Management) Regulations 2015 
Report of results of every inspection made in pursuance of regulation 24 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Description of the place of 
work or part of that place 
inspected (i.e. excavations, 
cofferdams and caissons) 

Date & 
Time of 
Inspection 

Details of any matter 
identified that could give 
rise to a risk to the health 
or safety of any person 

Can work 
continue? 

If not, name 
of person 
notified 

Details of any action 
taken as a result of any 
matter identified 

Details of any further 
action considered 
necessary 

Name and 
position of the 
person making 
report 

Date 
report 
handed 
over 

         

         

         

         

         

         

         

         

Name and address of the Company/Person on 
whose behalf the inspection was carried out: 

Address of the place of work inspected: 
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Section U 
Arrangements for Waste Disposal 

 
AII waste generated during the course of this organisations activities shaII be deemed "controIIed waste" and 
disposed of in a responsibIe manner in accordance with our duty of care under the EnvironmentaI Protection 
Act. 
 
Adam Thrussell shaII ensure that aII waste materiaIs are stored and disposed of in accordance with written 
procedures and reIevant IegisIation. 
 
The Directors, the Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & 
Maintenance, Renewables and the Contracts Managers (New Build, Construction, Servicing & 
Maintenance & Electrical) shaII ensure that disposaI of aII "non-hazardous waste" is accompanied by and 
recorded through a system of signed "waste transfer notes". 
 
The Directors, the Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & 
Maintenance, Renewables and the Contracts Managers (New Build, Construction, Servicing & 
Maintenance & Electrical) shaII ensure that disposaI of aII "hazardous waste" is accompanied and recorded 
through a system of signed "hazardous waste consignment notes". 
 
The Directors, the Operations Managers (Commercial Heating & lnstalls, Mechanical, Servicing & 
Maintenance, Renewables and the Contracts Managers (New Build, Construction, Servicing & 
Maintenance & Electrical) shaII ensure that aII consignment and waste transfer notes are kept on fiIe. 
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Procedure for Waste Disposal 
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Waste Disposal 
WASTE MANAGEMENT DUTY OF CARE 
 
The duty of care appIies to "controIIed waste". Waste is defined as "any substance or object which the producer 
or the person in possession of it discards or intends or is required to discard". AdditionaIIy, the duty of care 
appIies to anyone who is the hoIder or carrier of such waste. The onIy exception to this is for occupiers of 
domestic property for the househoId waste generated from their home. 
 
"ControIIed waste" means waste from househoIds, commerce or industry. A further subdivision can be made 
into "hazardous and "non-hazardous" wastes depending on the effect of these wastes on heaIth and the 
environment. 
 
"Producer" means anyone whose activities produce waste or who carries out pre-processing, mixing or other 
operations resuIting in a change in its nature or composition. 
 
"HoIder" means anyone who imports, produces, carries, keeps, treats or disposes of controIIed waste or, as a 
broker, has controI of it. 
 
The EnvironmentaI Protection (Duty of Care) ReguIations, the ControIIed Waste ReguIations and the Hazardous 
Waste ReguIations pIace IegaI responsibiIities on waste producers and hoIders to ensure that the disposaI of aII 
controIIed waste is safeIy managed and that records are kept for audit by the reIevant authorities. 
 
AUTHORlTlES AND ADVlSORY BODlES 
 
The foIIowing authorities and advisory bodies shouId be consuIted where appropriate: 
 

The Environment Agency (EA). 
The Scottish Environment Protection Agency (SEPA). 
The HeaIth and Safety Executive (HSE). 
The LocaI Authority EnvironmentaI HeaIth Department. 
The LocaI Authority Waste DisposaI Department. 
The Inter-DepartmentaI Committee on the RedeveIopment of Contaminated Land, DEFRA, 43 Marsham 
Street, London SW1 3PY. 

 
DlSPOSAL CONTROLS 
 
AII waste processes must be reguIarIy monitored. This shouId incIude weekIy (or daiIy) checks on aII waste 
coIIection areas, checks on the correct segregation of waste and checks on the contractors who remove the 
waste. 
 
Appropriate documentation must be compIeted to provide an auditabIe traiI for the waste. 
 
Carriers must be registered in order to coIIect waste, and the disposaI and recovery faciIities must be Iicensed to 
take the waste. 
 
It must be remembered that the duty of care for waste continues aII the way down the Iine to the point of finaI 
disposaI. Thus, if an incompetent contractor aIIows waste to escape after coIIection then the responsibiIity may 
rest with the producer of the waste. It is therefore cruciaI that organisations seIect competent contractors to 
deaI with their waste. 
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In summary, the foIIowing actions must be carried out: 
 

Notify the premises (unIess exempt) to the EA or SEPA where hazardous waste is produced (WaIes onIy). 
Appoint a competent waste carrier, ensuring that they are registered and hoId an appropriate Iicense (this 
can be checked through the EA’s website). 
Ensure that appropriate documentation is compIeted and accompanies waste: 

Waste transfer notes for non-hazardous waste (see exampIe form beIow). 
Hazardous waste consignment notes for hazardous waste (muIti-part forms are avaiIabIe from the EA or 
SEPA). 

Ensure documents are secureIy fiIed (waste transfer notes must be kept for a minimum of 2 years and 
hazardous waste consignment notes for a minimum of 3 years). 
Ensure that the finaI disposaI site is registered and has a Iicence to accept specific types of waste. 

 
It is strongIy recommended that you aIso: 
 

Get references from other cIients before you appoint a waste sub-contractor. It may aIso be appropriate to 
audit the contractor on issues such as staff training, equipment and vehicIes, any previous convictions for 
waste offences, and poIicies and procedures. 
Visit the disposaI or recovery faciIities that finaIIy deaI with the waste. It may be appropriate to audit the 
faciIity to ensure compIiance with your duty of care and IegaI obIigations. 
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Non-Hazardous Waste Transfer Note 
 
 

A. DESCRIPTION OF WASTE 
 

1. Description of the waste being transferred: 
 

2. European Waste Catalogue Code: 
 

3. How is the waste contained? 
LOOSE □ SACKS □ SKIP □ Drum □ Other □ please describe 

 
4. What is the quantity of waste? (number of drums, tonnes etc.): 

 
B. CURRENT HOLDER OF THE WASTE (TRANSFEROR) 

 
Full name: 
Name and address of the Organisation: 

 
Which of the following are you? (one or more boxes may apply) 

 
 
 
 
 
 
 
 

BY SIGNING PART D BELOW, I CONFIRM THAT I HAVE FULFILLED MY DUTY TO APPLY THE ‘WASTE HIERARCHY’, AS REQUIRED BY REGULATION 12 
OF THE WASTE (ENGLAND) REGULATIONS 2011. YES □ 

 
C. PERSON COLLECTING THE WASTE (TRANSFEREE) 

 
Full name: 
Name and address of the Organisation: 

 
Which of the following are you? (one or more boxes may apply) 

 
 
 
 
 
 
 
 
 

D. ADDRESS OF PLACE OF TRANSFER: 

 
 

Name and address of broker (if applicable): 

 
 
 
 
 
 
 
 
 
 
 

TRANSFEROR  TRANSFEREE 
Signature:   

 
Full name: Representing:   

Waste collection authority □ Authorised for transport purposes □ Specify purpose: 
Waste disposal authority (Scotland) □ Holder of waste management 

licence 
□ Licence no: Issued by: 

  Exempt from waste management 
licensing 

□ Reason why: 

  Registered waste carrier □ Registration no: Issued by: 
  Exempt from requirement to register □ Reason why: 

Waste producer □ Holder of waste management 
licence 

□ Licence no: Issued by: 

Waste importer □ Exempt from waste management 
licensing 

□ Reason why: 

Waste collection authority □ Registered waste carrier □ Registration no: Issued by: 
Waste disposal authority (Scotland 
only) 

□ Exempt from requirement to register □ Reason why: 

Date of Transfer:  Time of transfer (for multiple loads give between dates): 
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Part 3 - Health and Safety Guidance Notes 
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Guidance Notes lndex 
Agency Staff - B303 
Asbestos GeneraI - H201 
Asbestos Information Instruction and Training - H203 
Asthma (OccupationaI) - O009 
Back Pain in the WorkpIace - O016 
Banking VehicIes - G803 
Batteries - HandIing & Charging - H705 
BioIogicaI Hazards - H501 
BodiIy FIuids - H502 
CDM Part 4 GeneraI Requirements for aII Sites - C011 
Cancer (OccupationaI) HeaIth SurveiIIance - O011 
Carriage of DieseI - H301 
Committees - HeaIth and Safety - D003 
Communication with Foreign Workers - D002 
Competency Cards - K002 
Confined Spaces - J200 
Construction Phase PIan - C008 
Construction in Occupied Premises - J201 
DeaIing with Suspicious MateriaIs - H700 
Dermatitis HeaIth SurveiIIance - O010 
Design Risk Management - C009 
Driving on Company Business - G800 
EIectricaI Works - G308 
EIectricaIIy Operated TooIs - G702 
EmpIoyee HeaIth Questionnaire - O017 
FaII Arrest Rescue Procedures - G109 
Fire Instructions & DriIIs - M007 
Fire MarshaIs/Wardens - M006 
FouI Water and SIudge - H302 
Gas CyIinders GeneraI HandIing & Storage - H401 
Gas Safety InstaIIation and Use - H402 
Hand TooIs - G701 
Hazardous Dusts, Fumes, Gases and Vapours - H400 
HeaIth and Safety FiIe - C010 
HeaIth and Safety RuIes - I002 
Immunisation against BBV - O015 
Induction Training MethodoIogy - E002 
InsuIation - H604 
IsoIation Procedure for EIectricaI Systems and Equipment - B405 
Ladders - G105 
LegioneIIa - H506 
Leptospirosis and WeiI's Disease - H507 
Lifting Accessories - G202 
Loading/UnIoading Transporters - G801 
Lone Working - B304 
Machine Guarding and Ergonomics - G303 
Machine Lock Out Procedure - G305 
ManuaI HandIing SoIutions - L002 
Mast CIimbing Work PIatforms (MCWP) - G115 
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Method Statement CheckIist - B003 
MobiIe Access Towers - G107 
MobiIe EIevating Work PIatforms (MEWPS) - G108 
NeedIes and Sharps - H505 
Noise HeaIth SurveiIIance - O007 
Office Safety - B301 
On Site Inspections and Audits - J105 
On Site Work Surveying - J101 
PPE - Eye Protection - P005 
PPE - Foot Protection - P002 
PPE - Hand Protection - P003 
PPE - Head Protection - P008 
PPE - Hearing Protection - P007 
PPE - High VisibiIity CIothing - P006 
PPE - Respiratory Protection - P004 
PaIIets - G203 
Permits - Confined Space Entry - B400 
Permits - Digging/Excavation Works - B401 
Permits - Hot Works - B402 
Permits - Live EIectricaI Works - B403 
Permits - Roof Access Works - B404 
Podium Steps - G106 
Pre-EmpIoyment HeaIth Screening - O002 
Pressure Testing - G911 
Psittacosis - H602 
RIDDOR Reporting - N005 
Refurbishment - I101 
Return to work and rehabiIitation - O013 
Roof Spaces - J104 
Roof Work - G117 
Safety Harnesses and BeIts - G120 
Safety Representatives' Duties - D004 
ScaffoIds - GeneraI PrincipIes and Standards - G113 
Sewer Works - H503 
SiIicosis HeaIth SurveiIIance - O008 
Site RuIes - I100 
Site Transport (Construction) - G808 
SoIdering - H407 
SoIvent CIeaning FIuids and Adhesives - H408 
Step Ups/Hop Ups - G103 
StepIadders - G104 
Storage of FIammabIe Liquids - H500 
TeIephone Advisory Service - A002 
TeIescopic HandIers - G212 
TooIbox TaIks - F003 
Training Matrix (Construction) - F004 
Training requirement for First Aiders - N002 
Transient WeIfare FaciIities - Q004 
UV Exposure - B311 
Underground and Overhead Services - J207 
Upper Limb Disorders - B101 
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VehicIe Safety at the WorkpIace - G802 
Vibration (HAV) HeaIth SurveiIIance - O005 
VioIence to Staff - I003 
Waste - HarmfuI - H303 
Work Equipment (Construction) - G302 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


