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2. ORGANISATION OF THE HEALTH AND 
SAFETY  POLICY

 All levels  of management and employees have an active part to play in 
health and safety standards.  The Organisation Chart lists the 
relationship of the organisation functions  of the Company to work activity  
operatives.    

In particular the following persons have been given specific 
responsibilities to achieve the aims and objectives of the Policy.

2.1 Directors
 
1. Ensure the Policy is  effectively administered, and adequate resources 

are provided to comply with the requirements  of the Company Health and 
Safety Policy.  Arrange for a yearly review of the Policy document, 
altering as necessary.

2. Ensure that all aspects of the Policy documents are implemented, 
including disciplinary action against staff or employees who fail to comply 
with this Policy or Statutory requirements.

3. Ensure that all tenders  have allocated adequate resources  for welfare 
facilities, safe working methods and equipment to avoid injury or health 
problems.

4. Ensure an effective communication link is maintained with employees 
and sub-contractors, enabling them to bring to management’s attention 
any concerns they have about health and safety matters.  For use of 
mobile phones whilst on Company business refer to Section 3.14 
Company Vehicle/Drivers.

5. Implement appropriate training for employees and staff members 
including site induction, Tool Box Talk Training sessions, use of fire 
fighting equipment and ensure fire evacuation training is held on a 
regular basis.

6. Suggest improvements in safety arrangements where appropriate and 
not allow their own actions to be of a lower standard than required of 
employees or staff members

7. Ensure Sections 1 and 2 of the Company’s Policy is distributed to all 
employees, and where necessary to all Sub Contractors, with Sections 3 
and 4 being displayed at Head Office, a copy with the Contracts  Manager 
for perusal by employees when required.

       Health & Safety Policy                                              



 

Directors (Cont’d)

8. Make arrangements for a competent person  to be available to advise on 
health and safety matters relating to the Company’s activities.

9. Arrange for Assessments to be prepared relating to our work activities  in 
the Construction Industry, shop fit out and maintenance.  Where 
appropriate, parents or guardians of young persons to receive a copy of 
any Assessments for work activities  the young person is expected to be 
involved in.  Where Method Statements are prepared, they are to be 
made available to operatives engaged in the activity.

10. Ensure the Company makes the necessary arrangements  for the 
recording of employees’ hours, accidents and near misses, undertaking 
health assessments and the keeping of those records for the statutory 
required period.

11. Ensure resources are available for providing personal protection 
equipment, for suitable welfare facilities and first aid requirements to be 
provided and maintained.

12. Have in place an appropriate maintenance scheme for all plant and 
equipment, ensuring managers  are implementing this, and that the 
results of inspections or tests are readily available and are reviewed 
yearly.  Prior to hiring in Plant and equipment the hirer will be asked for 
information on its maintenance arrangements.

2.2 Director in Charge of Health and Safety Advisor

 Brian Nash has been nominated by the Directors as having overall 
responsibility for health, safety and welfare within the Company,  assisted 
by our in-house safety advisor and external consultant.  These 
responsibilities and specific duties require him to:-

 
1. Ensure that he is aware of revisions  to legislation, to continually improve 

his knowledge and to develop safety procedures, using the best available 
knowledge and good working practices.

2. Ensure that Company management, staff or employees are provided with 
information on any changes to legislation that affects them, enabling this 
to be incorporated into Company work activities.

       Health & Safety Policy                                              



 

Director in Charge of Health and Safety Cont’d)

3. Follow up reportable accidents and near-misses, prepare reports of the 
causes and put forward recommendations  for future avoidance.    
Arrange for yearly reviews of all accidents and monthly reviews of 
monitoring reports.

4. Make arrangements for a competent person to be available to advise 
Company management on health and safety matters, to ensure 
management is provided with information on changes to current and 
future legislation, and to recommend how these are to be incorporated 
into Company work activities.

5. Ensure our external Consultant is competent, with a sound knowledge of 
health and safety matters  relating to our activities within the construction 
industry.  The Consultant is not required to take responsibility for any 
aspect of the Company activities, only to advise as necessary.

6. Foster a positive health and safety culture to staff and operatives.

7. Make arrangements for parents or guardians of work experience trainees 
or young persons employed by the Company to be informed of the risks 
to the young person’s health.

8. Ensure new and expectant mothers are aware of the risks  to their health 
from the work activities of the workplace.

9. Arrange for the Company’s  Health and Safety Policy Sections 1 & 2 to be 
individually issued to each employee, ensuring also that a copy is 
displayed within the office.  Arrange for a copy of Section 3 and 4 to be in 
the possession of Contracts Manager(s) for employees’ perusal.

10. Ensure the Company makes the necessary arrangements  for the 
recording of employees’ hours, accidents and near misses, undertaking 
health surveillance and keeping those records for the statutory required 
period.

11. Where not provided by the Client or Principal Contractor, arrange for 
suitable welfare and first aid arrangements to be provided and 
maintained.  These include toilets, washing facilities and a suitable area 
for eating and rest.

12. To allow adequate time for and implement appropriate training and 
refresher training for employees including arranging site induction, Tool 
Box Talk training sessions and fire evacuation is held on a regular basis.
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Director in Charge of Health and Safety (Cont’d)

13. To provide guidance on asbestos surveys required to be undertaken 
before demolition, structural or major improvement works commence.

14. Ensure new employees receive appropriate health and safety induction 
regarding the risks associated with our work activities and are informed 
of the risks associated with construction, a record is to be kept of the 
induction and when.

15. Make arrangements to prevent any person carrying out work who is  seen 
to be under the influence of drink or drugs making them unfit to carry out 
their task safely.

16. Arrange for appropriate Risk Assessments to be prepared and issued to 
employees and others involved in a project prior to work activities 
commence, ensuring that these are revised as circumstances change.  
Site Specific Assessments are to take into consideration environmental 
and safety issues including other persons not employed by the Company.  
Contractors we engage on our behalf are to provide their own 
Assessments before work activities commence.

17. Arrange for the necessary protection equipment/systems to be available 
for the activities normally undertaken. 

18. Ensure visitors to areas under our control or members of the public who 
may be affected by the activities are not at risk arising out of those 
activities, by implementing suitable protection systems.

19. Arrange for the necessary support and resources to be available that 
enables management and employees to implement the Safety Policy 
requirements.

20. Ensure appropriate insurance cover embracing both statutory and 
Company needs is provided and maintained.

21. Arrange for appropriate procedures to be implemented whereby any 
person who has a concern regarding health and safety can report it.

22. Arrange for an appropriate maintenance system be implemented, the 
results of inspection/tests being recorded.
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2.3 Contracts Manager

Each Contracts Manager will be responsible to the Director in Charge of 
the Company’s Health and Safety, for all related matters at work places 
under their control.  

These specific duties will include:

1. Arrange for a copy of the Company Health and Safety Policy and other 
related health and safety information, Site Rules, Notification Form, 
insurance details, safety posters  and signs to be available at each place 
of work, ensuring employees  and contractors are aware a full copy of the 
Policy is available with them and the site supervisor for their perusal.

2. Arrange contractors  employed to carry out work on the Company’s behalf 
to be made aware of the hazards of the project and that any divergences 
of statutory provisions  with their work activities  are corrected 
immediately. To check before allowing Contractors to start work that they 
have read their own Company Statements and Risk Assessments.

3. Check that employees and sub-contractors  are adequately trained and 
competent to discharge the duties required of them, refer to Section 3.1 
Training and Site Induction and Section 3.21 Sub-Contractors 
Competence.  When training is not adequate, make the necessary 
arrangements for the training to be provided.

4. Make themselves aware of and understand legislation requirements, 
Codes of Practice and guidance notes relating to works  under their 
control.

5. Not allow any person to carry out an unsafe activity, ensuring that the 
appropriate corrective action is taken when the situation is observed and 
to set a personal example at all times.

6. Endeavor to establish an understanding with employees and sub-
contractors staff of the need for working in a safe and healthy manner, 
encouraging them to report any divergences noted.

7. Regularly inspect work places and places of work under their control to 
ensure that:- fire exits are clear, clean and unobstructed, suitable fire 
fighting equipment is available, suitable and adequate warning signs are 
displayed, equipment or plant has been regularly inspected or tested, 
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necessary guards  and appropriate control measures are fitted and in 
working order.  Prepare a report following such a visit.

8. Ensure Method Statements  are provided prior to activities commencing 
and revised as necessary when the circumstances change.

Contracts Manager (Cont’d)

9. Ensure appropriate assessments have been carried out on the likelihood 
of fire, hazardous substances or work processes prior to activities 
commencing taking into consideration foreseen circumstances.  Generic 
type Assessments will be issued, these being part of  a Site Specific 
Assessment.  For contractors engaged on our behalf the Contracts 
Manager is to check the controls of the Assessment etc are suitable for 
that project.

10. Ensure appropriate personal protective equipment is available and being 
used where necessary by employees and sub-contractors, for hazardous 
activities or products, and that a suitable storage box is available when 
the equipment is not being used.

11. Ensure a system of regular cleaning is  established for places of work 
under their control.

12. Discuss safety performance at site meetings and meetings with sub-
contractors.

13. Ensure suitable and sufficient welfare facilities are available for 
employees and visitors  in accordance with Schedule 2 of the CDM 
Regulations, these being kept clean and in working order.  Where these 
are shared facilities, ensure a Shared Welfare Certificate is implemented.

14. Arrange for provision of suitable equipment, plant or systems to control 
hazards associated with work activities.  To check that plant and 
equipment provided is  in good condition and suitable for the purpose 
required of it, with the appropriate guards etc. fitted.

15. Ensure information is available on buried services, or have been located 
and suitably marked before cutting operations commence.

16. Arrange for all overhead services to be protected in accordance with 
service authorities’ recommendations and statutory requirements, with 
appropriate warning signs being displayed in easily seen locations before 
works commences.
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17. Arrange deliveries and stacking to avoid double and manual handling 
whenever possible and ensure that off-loading and stacking is carried out 
in a safe manner.

Contracts Manager (Cont’d)

18. Ensure records are prepared for all accidents, incidents  and near-
misses, weekly scaffold and excavation inspections and where 
necessary all reportable accidents are notified to the appropriate 
authority.

19. Ensure that the Safety Plan and general contract planning considers  the 
requirements of the health, safety, and welfare of operatives, sub-
contractors, visitors, staff members of the client and other occupiers with 
suitable separation of construction vehicles  and pedestrians and what 
precautions / procedures are required for working at height.  Refer to 
Sections 4.1 and 42.

20. Ensure suitable safety data is obtained when purchasing materials and 
suitable operating and maintenance information is available at the 
completion of a project.

21. Ensure that site managers/agents/supervisors under their control, comply 
with the requirements  of the Company Health & Safety Policy, their own 
individual responsibility in this aspect, and clients’ own establishment 
rules and requirements.

22. Ensure safety notices and information is  available and displayed as 
necessary on site in a prominent location.

23. Ensure that reporting procedures for each site are agreed and in place 
before commencement of activities.

24. Ensure scaffolds and handrail barriers are inspected by a competent 
person at seven-day intervals  or every time they are altered or modified, 
with appropriate records of each inspection being issued to interested 
parties.

25. Where a workplace is considered to be a confined space, arrange for 
testing of atmosphere etc. and to ensure persons at risk are aware of the 
danger, of the precautions necessary and that arrangements are in place 
to prevent the danger.
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26. Prepare for places of work under their control a safety induction list, and 
where appropriate provide Tool Box Talk training sessions, ensuring a 
record of the training carried out is  kept with the trainee signing when 
received.

27. Arrange for appropriate Risk Assessments to be undertaken and issued 
to parents or guardians informing them of the risks associated with the 
young person’s activities.

Contracts Manager (Cont’d)

28. Before structural or major alteration projects commence, make 
arrangements for requesting a copy of the Refurbishment and Demolition 
Asbestos Survey.  Where a survey report or Asbestos Management Plan 
is  not available, make the necessary arrangements for a Survey to be 
carried out and the results included in any Method Statement and Site 
Specific Risk Assessments.  These Assessments etc. are to be issued to 
other interested parties of the project.  Ensure Asbestos Surveys and 
sampling are carried out by trained competent persons to HSG264 
Asbestos Survey requirements, taking appropriate precautions to prevent 
the spread of hazardous fibres.  

Where works are of a minor nature (maintenance or remedial) arrange 
for a walkabout survey (Management type) be undertaken with any 
suspect material to have a sample taken for analysis.

29. Ensure an effective communication link is maintained between 
management and employees / sub-contractors.  For use of mobile 
phones whilst on Company business refer to Section 3.14 Company 
Vehicle Drivers.

30. Refer to Arrangements Sections 3 & 4 of this  Policy for Company 
Procedure on controlling hazards associated with work operations.

 

2.4  Site Supervisors, Foreman or Persons in Charge
 The Supervisor is the Company’s representative for health and safety on 

site or in the workplace and is responsible for day to day organisation 
and control of all persons, and their activities within the confines of that 
place of work.  The main duties of the Supervisor are to:-

1. Understand the Company Health and Safety Policy.  Ensure  a copy is 
displayed in that place of work and that its requirements are brought to 
the attention of all employees and sub contractors staff prior to their work 
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commencing, permitting them to peruse the documents at a suitable 
time.

2. Ensure the work is  planned, following the requirements of Risk 
Assessments and Method Statements and that account is taken of the 
ever-changing or unforeseen conditions as the work proceeds.  To daily 
walk about the workplace checking that all systems are working and 
persons are not at risk.

Supervisors, Foreman or Persons in Charge (Cont’d)

3. Ensure that operatives under his control are made aware of being 
responsible for their own safety and the safety of others  and that they are 
not permitted to take unnecessary risks. Also to check that they are 
experienced in that type of work operation and are trained to use that 
type of equipment.

4. Co-operate with the company’s visiting Health and Safety Consultant, 
HSE Inspector, and Client’s safety representative, for any 
recommendations or instructions to be carried out immediately.

 
5. Ensure all accidents  and near-misses, including damage to plant or 

equipment, are reported to head office, and recorded in the accident 
book at the establishment and in the weekly/daily diary.

6. Ensure adequate fire control systems are in place, with a “Hot” permit 
system implemented by all persons on site, with all flammable products 
are stored and being used safely.

7. Ensure that C.O.S.H.H. and Risk Assessments are available prior to that 
type of work commencing and that the requirements of those 
Assessments are adhered to.

8. Maintain a clean and tidy site or place of work.

9. Set an example by wearing the appropriate protective clothing as 
required by statutory legislation and assessments.

10. Ensure drivers of mechanical plant are trained and authorised or are 
under the direct supervision of a competent person.

11. Check that contractors staff engaged in high risk activities are working in 
accordance with the agreed Health and Safety Plan, Method Statements 
and other statutory legislation.  The Supervisor to check that the 
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operatives have received and read their own company Assessments and 
Method Statements. The Contractor will not be permitted to start until 
they have.

12. Ensure site induction training is  given to all operatives  before 
commencing their works on site or in the workplace and that the trainee 
signs the record form.

13. Ensure no “horseplay” or dangerous  practical jokes and reprimand any 
person disregarding health and safety for themselves or others.

Supervisors, Foreman or Persons in Charge (Cont’d)

14. Ensure that adequate and suitable welfare facilities are provided for that 
place of work, and that these are kept in good order, clean and having 
suitable supplies.

15. Ensure that appropriate safety notices are prominently displayed, having 
available the Company Safety Policy, Insurance Certificate, Form F10, 
Health and Safety Plan and any associated Assessments, Method 
Statements or legislation documents.

16. Prevent, by advising them of the consequences of their actions, any 
person from carrying out work who is seen to be under the influence of 
alcohol or drugs and who is unfit to carry out their task of work safely.

17. Ensure materials are delivered, unloaded and moved with the minimum 
of manual handling, and avoidance of double handling.

 
18. Ensure an adequate supply of First Aid items is on site/workplace, within 

a clearly marked (white cross  on green background) box, and that this  is 
regularly checked and made to comply with the relevant regulations.

19. Arrange work operations to provide separation between pedestrians and 
construction machinery or vehicles, ensuring risks are kept to a 
minimum.

20. Ensure personal protective equipment provided is suitable for the 
purpose required, being readily available, suitable for the operative and is 
being used when required.  When not required, PPE is to be returned to 
a storage box and if damaged to be returned for repair or replacement 
with new item(s).
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21. Ensure that plant and equipment provided or brought on site is suitable 
for the work activity, having been maintained or tested as necessary, has 
the correct certification and is in good working order.  Remove from site 
defective equipment or plant, which would compromise safe working.

22 Ensure all necessary information for the Health and Safety File is 
collected from contractors and passed to the Contracts Manager for 
distribution to the CDM Co-ordinator.

23. Arrange for appropriate tests to be undertaken and safety measures 
implemented before allowing works to commence in a confined space.

Supervisors, Foreman or Persons in Charge (Cont’d)

24. Not allow persons who have not been trained in the correct signals to act 
as banksman or slinger in a lifting operation.

25. Encourage employees  and contractors  to forward suggestions for 
maintaining and improving safety at the place of work, and make 
themselves available to receive any comments regarding health and 
safety issues.  To ensure a response is provided or obtained from 
management within a short period.

26. Supervisors will be Appointed Persons to assess an accident or incident, 
to call for the emergency services and, where life threatening, carry out 
emergency first aid to the injured person.

27. Before removal of, or working with products  which may have an asbestos 
content, a sample is to be taken (by trained and competent persons) and 
sent for laboratory analysis.  We do not have that expertise or 
appropriate PPE to take the sample. Prior to any removal works an 
Assessment must be undertaken and be on site before work is permitted 
to proceed in the suspect area.  Any work with asbestos containing 
materials  need to be carried out under controlled conditions.  Refer to 
Section 3.10 of this Policy document.

28 Refer to Arrangement Sections 3 & 4 of this Policy for Company 
Procedures on controlling hazards associated with work operations. 
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2.5 Operatives and Sub Contractors

Employees and labour only sub contractors have duties under this Health 
and  Safety Policy. These duties require them to:-

1. Read and understand the company Health and Safety Policy and carry 
out their work in accordance with its requirements.

2. Co-operate with the supervisor’s instructions.

3. Develop a personal concern for health and safety for themselves  and 
others.  Warn other employees, particularly new persons to that place of 
work, of the known hazards.

4. Report to the supervisor any defects noted in plant, equipment, 
scaffolding or any item which has an obvious health risk.

5. Use the tools or equipment appropriate for the type of work undertaken.

Operatives and Sub Contractors (Cont’d)

6. Not use un-tested electrical equipment.

7. Refrain from “horseplay” or other dangerous activities.

8. Ensure that unnecessary risk to health and safety is avoided.

9. Wear safety helmets and appropriate personal protective equipment at 
all times including where necessary safety footwear.  Not abuse or 
misuse that which is provided. If damaged it is to be returned to the 
stores for disposal and replacement with other items.  Replace PPE in a 
storage box when not being used.

10. Refrain from abusing the welfare facilities provided, and keep in a clean 
condition.

11. Report any personal injury sustained at work, even if the injury does not 
prevent a person from working.

12. Suggest safe methods of working and ways of eliminating hazards, being 
aware they are able to express their view on health and safety matters  to 
their immediate Supervisor or the Site Supervisor.

13. Not use new types of equipment unless supervised or have undertaken a 
training course in the safe use of that equipment.
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14. Request assistance or information on any unfamiliar work before 
attempting to commence.

15. Not repair electrical equipment or plant unless trained and competent.  

16. Ensure all equipment provided is not abused or mistreated, is kept in 
good condition, and is  sharp, with all guards in place before using, and is 
returned to the appropriate storage place on completion of a work 
operation.

1. Not erect, alter or dismantle scaffolds unless  trained in that type of 
equipment.  Not use scaffolds until inspected and the result recorded 
each time the scaffold is altered or modified.

2. Not travel on dumpers or other self propelled vehicles unless these are 
designed to carry passengers and have the necessary restraint harness.

3. Keep all hoist/lift gates closed except when loading or unloading.

       Health & Safety Policy                                              



 

Operatives and Sub Contractors (Cont’d)

4. Equipment or machinery must not be left running or unattended, and 
guards must not be removed whilst the equipment is not isolated from 
the power source.

5. Not be under the influence of drugs or alcohol likely to cause drowsiness 
or otherwise impair their ability to carry out a work operation safely.

6. Carry out works in accordance with Health, Safety and Welfare Statute 
Legislation requirements  and not allow their work operation to create 
situations that cause hazards for themselves or others.

7. Not use make-shift equipment that is not designed for that purpose.

8. Keep clean the work activity area from rubbish, off cuts or materials 
stored for use.  Keep waste bins emptied.

9. Not remain on vehicles being loaded or unloaded with loose materials 
unless a safe location has been provided by the manufacturers.

10. Not manually lift items which are too large to see over, or which are too 
heavy.  Seek assistance and guidance before commencing the lift.

11. Not conceal fire fighting equipment, emergency warning signage, 
obstruct egress routes, or move safety equipment without prior 
agreement of the supervisor.

12. Not enter a confined space without being informed it is safe to do so and 
wearing the appropriate P.P.E.

13. Not act as a signaller or slinger unless trained in the correct safety 
signals.

31. Not use a mobile phone whilst driving a company business vehicle.  
Refer to Section 3.14  Company Vehicles / Drivers.

32. Refer to Arrangement sections  3 & 4 of this Policy for Company 
Procedures or controlling hazards associated with work operations.

33. Not to remove suspected asbestos containing materials.  Discuss with 
the Supervisor the way forward after referring to Section 3.10 of the 
document.

34. Once their condition is known, newly pregnant / expectant mothers are to 
inform their Manager in confidence.  They should also take note of the 
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Controls  introduced for their health and safety and adhere to them at 
time proceeds.

2.6 Office Staff

 In addition to that of an Operative, the main responsibilities include:-

1. To report to the Director in charge of safety or department head any 
defects  noted to equipment, plant, cables, plugs  or switches and any 
hazards which are likely to cause an accident eg. loose carpet or tiles to 
stairs, landing or passageways, fire doors not closing or  opening 
correctly or loose shelving.

2. To immediately report to the Director or department head any 
irresponsible actions that are likely to endanger the health and safety of 
yourself or others, eg. materials  or equipment that have been placed 
blocking emergency routes  or exits, or fire exit doors that have been 
locked shut.

3. Develop a personal concern for health and safety for themselves  and 
others. 

4. Ensure that visitors egress from the building when required by the fire 
alert system.

5. Use equipment correctly.

6. Not to reach up to high level shelving or storage without using steps or 
hop-ups.

7. Avoid obstructing your vision when carrying a load.  Arrange for 
assistance.

8. Not to repair electrical equipment unless trained and competent.

9. Not to reach into equipment to clear jammed paper without prior turn off 
from the electrical system.

10. Organise their work activities to ensure they have suitable rest periods 
from using display screen equipment.  Adjust blinds to avoid glare on 
screens, adjust text, seating, foot and arm rests to give a comfortable 
working position.
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2.7 Young Persons / Work Experience Trainees

The Company considers work experience trainees and young persons as 
Company employees and will provide the same health, safety and 
welfare protection and facilities  as other Company employees.  The 
same responsibilities as noted in Section 2. “Staff members and 
Employees” will be brought to the attention of the trainee/young person 
before being permitted to commence work in our premises under the 
direct supervision of a competent person.

All staff members and employees responsible for work experience 
trainees and young persons must note that trainees are with the 
Company for work experience – most of them have had none before.  
They are expected to take instruction and follow example, observe and 
absorb the practices of the Company’s undertakings.  Consideration 
must be given to their youth and inexperience.  Mistakes, carelessness 
and even a degree of irresponsibility is to be anticipated.

Therefore, the level and quality of the information, instruction, training 
and supervision given to the trainees must take these factors into 
account and therefore be in very simple terms and with the use of 
examples in training.
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