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1.0 Health and safety policy document and arrangements
Introduction

The legal framework and the specific requirements relating to health and safety policies are contained

in Section 23 of the Health and Safety at Work etc. Actwhi ch states that #Ait sha
employer to prepare and as often as may be appropriate revise a written statement of their general

policy with respect to health and safety at work of their employees and the organisation and

arrangements for the time being in force for carrying out that policy, and to bring the statement and

any revision of it to the notice of all of their e

The general policy should demonstrate that a company accepts concern for health and safety is an
integral part of its organisation at all levels and that the highest management within the company
means to ensure that this concern will be translated into effective action. The Health and Safety
Executive believes that a practical test of the safety policy is that a manager or supervisor can
recognise that they will be supported by the company if they reasonably choose the safety of their
subordinates before the demands of the business. The test is particularly important in devolved
organisations where activities are a long way from head office where local supervision must
frequently make decisions crucial to safety.

The law requires that the ultimate responsibility for health and safety in each workplace lies with the
highest management, but in practice duties have to be delegated. It is this delegation that forms the
organisation within a company and must be capable of demonstrating the following:

a) the logical delegation of duties;

b) the identification of key personnel;

c) the definition of the roles of line and functional management;

d) arrangements for adequate support and advice;

e) the nomination of persons with authority and competence to monitor safety performance.

Section 2 of the Act provides a useful check list of the arrangements that must be implemented, so
far as is reasonably practicable, if the general policy and organisation are to be effective. These are
the provision and maintenance of a safe place of work, and safe access thereto; arrangements for the
use, handling and storage of substances; the provision of information, instruction, training and
supervision; consultation with the workforce and most of all, because it takes into account all these
other factors, the provision and maintenance of safe systems of work.

Sections 3 and 4 of the Act place similar duties, so far as is reasonably practicable, on employers, the
self-employed and persons in control of premises to have effective systems and protective measures
in place for persons other than their employees.

This health and safety policy document contains the general policy, organisation and
arrangements and consists of this volume and is structured to assist management meet the
requirements of relevant legislation.

Additional information and guidance may be required when new processes or activities are

introduced, or as a result of risk assessments undertaken by the company. In such circumstances
the company should contact Outsource Safety Ltd for advice and support.
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Management monitoring procedures

Organisations need to measure what they are doing to implement their health and safety policy, to
assess how effectively they are controlling risks, and how well they are developing a positive health
and safety culture. A low accident rate, even over a period of years, is no guarantee that risks are
being effectively controlled and will not lead to injuries, ill health or loss in the future. This is
particularly true in organisations where there is a low probability of accidents but where major
hazards are present. Here the historical record can be an unreliable or even deceptive indicator of
safety performance.

Like planning, monitoring health and safety performance against pre-determined plans and standards

should be a line management responsibility. Moni t ori ng al so reinforces mar
to health and safety objectives in general and helps in developing a positive health and safety culture

by rewarding positive work done to control risk. Two types of system are required:

a) active systems which monitor the design, development, installation and operation of
management arrangements, workplace precautions, controls, etc.; and

b) reactive systems which monitor accidents, ill health, incidents and other evidence of deficient
health and safety performance.

The information provides a basis for decisions about improvements in risk control and the health and
safety management system.

Organisations may need to decide how to allocate responsibilities for monitoring at different levels of
the management chain and what level of detail is appropriate. The various forms and levels of active
monitoring include:

a) routine procedures to monitor specific objectives, e.g. quarterly or monthly reports or returns;

b) periodic examination of documents to check that systems relating to the promotion of the
health and safety culture are complied with;

c) assessment and recording of training needs and delivery of suitable training;
d) the systematic inspection of premises, plant and equipment by supervisors, maintenance
employees, management, safety representatives or other employees to ensure the continued

effective operation of workplace precautions;

e) environmental monitoring and health surveillance to check on the effectiveness of health
control measures and to detect early signs of harm to health;

f) systematic direct observation of work and behaviour by supervisors to assess compliance with
risk control systems and associated procedures and rules;

g) the operation of audit systems;

h) consideration of regular reports on health and safety performance by the board of directors.
The degree of active monitoring should be proportional to the hazard profile and should concentrate
on areas where it is likely to produce the greatest benefit and lead to the greatest control of risk. Key

risk control systems and related workplace precautions should, therefore, be monitored in more detalil
and more often than low risk situations.
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Reactive systems are instigated after an event and include identifying and reporting:
a) injuries and cases of ill health (including monitoring of sickness absence records);
b) other losses, such as damage to property;
c) incidents, including those with the potential to cause injury, ill health or loss;
d) hazards;
e) weakness or omissions in performance standards.

Each of the above provides opportunities for an organisation to learn from mistakes, and improve the
health and safety management system and risk control.

This health and safety policy document has been structured to assist the company to manage and
monitor health and safety within its area of responsibility and in line with our Quality Management
System.

Additional information, guidance or procedures may be required when new processes or activities are
introduced, or as a result of risk assessments undertaken by the company. In such circumstances
the company should contact Outsource Safety Ltd for advice and support.

Please note: that it is your responsibility to read any guidance supplied and become familiar with it.
Where necessary you may have to implement all or some of the measures contained therein.

Please note: Risk assessments may be prepared in a generic sense by Outsource Safety Ltd
however ownership remains with your company and as such should be signed and dated by a
competent person undertaking the risk assessment and should be reviewed accordingly to enable
these generic assessments to be site and task specific. Further guidance on risk assessment can be
obtained through our helpline or with specific training and support through your retained consultant,
contact us for more information.

Please ensure that your policy statement(s) is / are signed and dated and that a copy is displayed
prominently in the workplace.

This policy has been drawn up to comply with the r
Safety Management o published by the HSE. However
encouraged to apply for OHSAS 18001 which is for all organisations large or small and covers all

sectors. The standard is designed to clarify an organisation's impact on health and safety issues, as

well as help to reduce the risk of accidents and any breach in legal requirements. Outsource Safety

Ltd. can help you put such a system in place please telephone for details.

Issue of electronic copies of safety policies

Subscription to Safety~net entitles the subscriber to receive their safety policy in hard and electronic
copy. We reserve the right to limit the issue of electronic copies to pdf format only.

Certain legal prescriptions impose duties on us as a company and on the Consultants we employ to
write policy that accurately reflect the demands of legislation and to this end we have to protect
ourselves from unauthorised alteration of the contents.

If you require amendments, alterations or changes to your policy please contact your Consultant to
discuss the matter.
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1.1 Amendments record sheet

Project ID: 16786

Date Reason for amendment Description of amendment Section Accepted by
01.09.2016 Extra clarification Responsibility for ownership of risk assessments 1.0
01.09.2016 Requires health surveillance Control of exposure to respirable crystalline dust 4.12.6
01.09.2016 New Fire Authority Policy Investigating fire alarms 4.15.2
01.09.2016 Request for Word documents COSHH risk assessments 5.0
01.09.2016 Request for Word documents Method statements and risk assessments 6.0
01.09.2016 Request for Word documents Office based risk assessments 7.0
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2.0 Policy Statements
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JBS Mechanical Ltd

2.1 Safety Policy Statement

The Directors of JBS Mechanical Ltd regards the promotion of health and safety measures as a

mutual objective for management and employees at all levels. The company has a commitment to a
programme of continuous improvement and will set objectives to achieve this. It is therefore this
companyo6s policy to do al | abiddlyany peginenté&egstaton oobl y pr ac
prevent personal injury and ill health, damage to property and to protect everyone from foreseeable

work hazards including the public, in so far as they come into contact with the company or its

products.

In particular, the company has a responsibility:

a) to provide and maintain safe and healthy working conditions taking account of any Statutory
requirements;

b) to provide training and instruction to enable employees to perform their work safely and
efficiently;

c) to make available all necessary safety devices and protective equipment including fire and
emergency equipment and to maintain and supervise its use;

d) to maintain a constant and continuing interest in health and safety matters applicable to the
company0 s activities and f oexample s saedehavpie.ment t o s e

Employees have a duty to co-operate and support the operation of this policy:

a) by working safely and efficiently;

b) by using the protective equipment, and by meeting statutory obligations;

c) by reporting to their supervisors incidents that have led or may lead to injury or damage;

d) by adhering to company procedures for securing a safe workplace;

e) by assisting in the investigation of accidents with the object of introducing measures to
prevent a recurrence. The company health and safety policy will be kept constantly under
review and will be modified and updated as circumstances and experience dictates.

Within the company, Mr Jordan Smith has a particular responsibility for health and safety issues and
identifying training needs. In addition, an outside consultancy, Outsource Safety Ltd, are employed
for more specialist advice. Problems in the implementation of the policy should be addressed in the
first instance to Mr Smith.

The routine monitoring and review of health and safety issues will be undertaken by site management
in combination with the consultancy, where needed, during projects which warrant this service.
Where applicable, management will hold consultation with employees on matters which affect their

health and safety, via notice boards, toolbox talks and direct communication.

This statement is to be displayed in a prominent position. A full copy of this policy is available in the
office for reference by personnel.

SIGNEA ... Date: ..o

Mr Jordan Smith (Director)
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JBS Mechanical Ltd

2.2 Environmental Policy Statement

The management and all who work at JBS Mechanical Ltd are committed to the care of the
environment and the prevention of pollution.

The organisation ensures that all its activities are carried out in conformance with the relevant
environmental legislation and the Codes of Practice issuedby our Cl i ent dcliesa&over nnm
Trade Associations.
The organisation seeks to minimise waste, promote recycling, reduce energy consumption, reduce
harmful emissions and, where possible, to work with suppliers who themselves have sound
environmental policies.
An essential feature of the environmental management system is a commitment to improving
environmental performance. This is achieved by setting annual environmental improvement
objectives and targets which are regularly monitored and reviewed. The objectives and targets are
publicised throughout the organisation and all staff are committed to their achievement.
The success of the Environmental Policy depends on the managers, supervisors and employees at
all levels within the company. The employees will be made aware of what is expected of them by the
company and what is required of them by law.
Environmental objectives:

a) ensure the programme is delivered in compliance with the environmental requirements;

b) promote improvements in the environmental management system;

c) implement the waste hierarchy across the programme;

d) seek ways to minimising environmental impacts.
Responsibilities
All employees have a responsibility to accept their personal involvement in the practical allocation of
this policy, but specific responsibility falls upon line managers, supervisors, and employees
professionally involved in administration and training.
Supervisors are responsible for the day to day environmental issues and for the implementation of all
necessary measures to ensure compliance with all statutes and other matters relating to the
environment. They shall identify, during the progress of the works, any matters that breach the
Statutes. They are also responsible for any sub-contractors employed by the company, to ensure
they comply with environmentally friendly practices.

Access will be given to any specialist environmental consultants and any specialist named by a client.

,,,,,,,,,,,,,,,,,,,,,

Sighed: éééééeéééeeeééeceé eeééée.

Mr Jordan Smith (Director)
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2.3 Advice and consultancy

{

OUTSOURCE
SAFETY

JBS Mechanical Ltd have appointed Outsource Safety Ltd to act as consultants on health and safety
i ssues affecting the company&6s b ustothesr Sadety-netaher t ak i r
demand risk management subscription service.

Outsource Safety Ltd provide the company with advice, guidance and information on all aspects of
safety through telephone, fax and email support and act as advisors on existing and forthcoming
legislation. In addition the company receives monthly updates by email detailing developments within
safety and explanations of good practice covering a wide range of subjects.

As a company, Outsource Safety Ltd has had many years of experience in industrial and construction
issues and can rely on the practical experience, technical expertise and professional qualifications of
the consultants themselves.

All clients are entitled to unlimited telephone support throughout the contract period. Verification may
be sought by telephoning the number given below.

Signed

4

Roger M Hart BSc MSc CMIOSH CSHP
For and on behalf of Outsource Safety Ltd
Telephone: 01453 800100
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01452 541681
www.jbsmechanical.co.uk
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3.0 Arrangements, responsibilities and duties
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3.1 Health and safety arrangements

Sections 3 and 4 of this policy document form the health and safety arrangements of JBS Mechanical
Ltd. Individual and where applicable collective duties, roles and responsibilities are identified.

These arrangements have been written to ensure that, where reasonably practicable, JBS
Mechanical Ltd complies with current legislation and best practice.

Health and safety arrangements are under constant review and are amended as required to reflect
the promotion of a positive safety culture.
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3.2 Explanation of terms

We, the company and us

All references to the above terms mean JBS Mechanical Ltd as a corporate body.

Duty, accountability and responsibility

Duty

Duty in this context is a statutory imposition on a corporate body, stakeholder and individuals to
ensure legal compliance with the relevant legal prescriptions (i.e. Acts of Parliament and Statutory
Instruments).

Accountability

The most senior person within the organisation (the duty holder) is accountable in law for the acts
and / or omissions of those persons employed by them.

Responsibility

Persons within an organisation may be given responsibility for ensuring that procedures for certain
tasks are complied with. Accountability still rests with the duty holder; e.g. an employee has a
responsibility to follow procedures to ensure their own safety. Any managers or supervisors
appointed to oversee that the procedures are complied with has a responsibility for the employee.
The employer has a responsibility to ensure that managers or supervisors and employees comply
with the procedures laid down.

Competent and appointed persons
Competent persons

A competent person is someone who has had sufficient instruction, training and experience in
matters of health and safety and is able to assist the Directors on the day to day management of the
safety programme. The competent person is usually a senior manager or in their absence someone
of equivalent seniority, or in the case of specialist knowledge, someone brought in from outside the
company with the necessary skills.

A competent person will also be identified as having had sufficient instruction and training and is
gualified and experienced in certain subjects or activities such as a certified fork lift truck driver,
machine operator or tradesperson.

Appointed persons

Appointed persons are those persons nominated to do a certain task e.g. in the absence of a first

aider they will assist the casualty and arrange for medical help by contacting the emergency services
as soon as possible if the incident warrants it.
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3.3 Management Structure

(Purposely left blank)
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3.4

Responsibilities of Directors

The Directors of JBS Mechanical Ltd has the following responsibilities to ensure that:

a)

b)

f)

9)
h)

)

k)

0)

p)

aq)

the company statement for health and safety is signed each year by the most senior person
within the organisation and is prominently displayed, and that the health and safety
management system is regularly reviewed;

to ensure that the health and safety performance of the company is regularly reviewed at
Board level and that senior management is informed of the results of that review;

wherever the Director is not directly responsible for health and safety, another Director of the
company is appointed to carry out that role;

all risk assessments are carried out and are reviewed on an annual basis, and in the case of
new operations, ensure that all proper safety precautions have been taken prior to work
starting;

there is a system in place for the effective planning, organisation, control, monitoring and
review of the preventive and protective measures;

all levels of management have a positive approach to safety and that health and safety
arrangements are being applied effectively;

funds and facilities are available to implement the company safety policy;

all work is planned and carried out with regard to statutory provisions and good working
practice;

all risks are eliminated or reduced as far as is reasonably practicable within the company
including accidents at work, health hazards, loss or damage to company property and risks to
the public caused through company activities;

all liabilities are covered by insurance and advise on the acceptability of risks whether insured
or not;

all employees under their control are fully aware of any hazards involved, and are trained and
competent to undertake the work assigned to them without risk to themselves or others;

external contractors or sub-contractors employed by the company are fully aware of the
necessary safety precautions required for the protection of company employees, themselves,
visitors and members of the public;

the workplace is maintained to the statutory standards of health, safety and welfare;
they provide and distribute Statutory Notices, forms, books, etc. relevant to the Act, and
arrange for the distribution of safety information and educational leaflets among the

employees as necessary;

a system exists, and is carried out, for the recording and reporting and investigation of
injuries, diseases and dangerous occurrences (RIDDOR);

a system exists to discipline employees who contravene the relevant statutory provisions or
the requirements of the safety policy;

employees will be consulted concerning any measure at the workplace which may
substantially affect their health and safety.
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3.5 Responsibilities of managers and supervisors

Managers and supervisors as appointed by JBS Mechanical Ltd will have the following
responsibilities. They will ensure that:

a) the company statement for health and safety is displayed in a prominent area and that
employees are familiar with the requirements of the health and safety policy and procedures;

b) each employee under their control is aware of their responsibilities as regards health and
safety and will consult with these employees on issues affecting their safety as they arise;

c) appropriate safety induction training will be given to new employees and thereafter
appropriate training and periodic retraining for employees within their control and keeping
records of that training;

d) provide suitable and adequate information, instruction and supervision to employees;
e) the workplace is arranged and maintained to aid the safety of both employees and visitors;

f) risk assessments are undertaken and that they are recorded and the results are disseminated
to the relevant employees;

g) all equipment provided is safe for use, inspected and maintained in accordance with best
practice, and that only competent employees use such equipment;

h) all necessary safety devices and protective equipment including fire and emergency
equipment is available and maintained and to supervise its use;

i) all maintenance and other work activities under their control are planned and carried out with
regard to statutory provisions and good working practice;

j) fire-fighting equipment is maintained, fire exits are kept clear and fire drill practices are
organised and recorded at least annually;

k) adequate first aiders or appointed persons are available to deal with injuries resulting from
workplace accidents, and that welfare provisions are maintained and sufficient first aid kits are
available;

[) any external contractors selected to carry out work on behalf of the company are fully aware
of and are able to satisfy their responsibilities regarding health, safety and welfare and are
aware of restrictions affecting their operations;

m) the uptake of safe actions through making personal interventions in circumstances where the
principles of the policy are not being followed;

n) the accident procedure for recording, reporting and investigation of injuries, diseases and
dangerous occurrences is complied with and to inform Directors of the conclusions from such
activities;

0) adequate supplies of all necessary protective clothing or equipment is available and issued as

required and, as far as is reasonably practicable, that such equipment is worn at all times, and
that when issued to employees, a record is kept in the Protective Clothing Issue Register.
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3.6

f)

9)
h)

)

Responsibilities of employees
All employees of the company are expected to abide by the following rules:

they will have read and ensure that they understand the company safety policy insofar as it
relates to them and their safety;

they will take reasonable care of their own health and safety and that of others who may be
affected by their acts or omissions;

they will not interfere with anything provided to safeguard their health and safety;
they will wear personal protective clothing and equipment as identified by risk assessments;

they are required to be fully co-operative with any reasonable request from their manager or
their supervisor regarding health and safety matters;

they are responsible for the correct use and storage of their tools and equipment. They must
also ensure that they are not used in a way which could endanger themselves or others, and
report any defects immediately;

they will not use plant or equipment for purposes for which they are not designed to be used,

they will not attempt to use, repair or maintain any equipment or machinery for which they
have not received full instructions or training;

they will wherever possible attempt to reduce hazards by their own actions, e.g. remove trip
hazards, and warn others of possible dangers;

they will report the abuse of any facilities to a manager.
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4.1

Visitors policy

The objective of this policy is to comply with the current requirements of the Health and Safety at
Work etc. Act and the Management of Health and Safety at Work Regulations.

As Principal Contractor we also have a duty of care towards all visitors, including contractors, and
have regard for their health and safety whilst on our site, particularly as they may be unfamiliar with
the layout, activities and hazard controls that are in place.

It is our policy to:

a)

b)

C)

d)

f)

9)

ensure, as far as is reasonably practicable, the health, safety and welfare of all visitors and
contractors to our sites;

control access of visitors, including contractors, to ensure the health, safety and security of all
employees;

ensure that all visitors and contractors are aware of our rules and procedures;
accompany visitors wherever possible around the site or, if they are unaccompanied, e.g.
contractors, warn them of any danger areas or foreseeable risks; and ensure they are aware

of the nearest fire alarm call points, fire exits and assembly points as appropriate;

accompany and / or account for visitors and contractors at the fire assembly point in the event
of an evacuation of the site;

record all injuries to visitors and contractors in the accident book and carry out a thorough
investigation of the accident. If the injury is reportable under RIDDOR ensure that the
accident is reported; and

inform visitors and contractors of our smoking policy and other policies that may affect them.
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4.2 Procedure for the induction of new employees

The objective of this policy is to comply with the current requirements of the Management of Health
and Safety at Work Regulations.

Once an employee has been recruited by JBS Mechanical Ltd they will undergo health and safety
induction training as soon as is practical. Following this, job specific induction training will
commence. The inductor shall be nominated by management.

Induction requirements

The inductor shall:

a) explain to the employee their role within the company and introduce them to the person to
whom they will be directly responsible and their work colleagues;

b) ensure that the employee has read and understands the company safety policy and will also
make the employeeawar e of their specific respledtssandi | i t |
safety legislation;

¢) introduce the employee to the workplace or facility, paying particular emphasis to the hazards
presented from machinery, equipment and substances;

d) ensure that the employee is aware of emergency procedures for evacuation and the location
of fire exits and fire-fighting equipment;

e) familiarise the employee with the procedures for emergency first aid and the location of
welfare facilities, first aid supplies, first aiders, and the accident book;

f) discuss any actions which are prohibited such as operation of plant machinery without licence
or authorisation;

g) shall identify any training requirements and use the training record sheet to plan any required
training courses;

h) question the new employee on the points above to ensure that they have understood the
purpose of the induction process and be satisfied that they are aware of the hazards within
their work area(s);

i) record the induction date on the training record matrix.
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4.3 Policy on risk assessment

The objective of this policy is to comply with the current requirements of the Management of Health
and Safety Regulations, COSHH, Display Screen Equipment, the Provision and Use of Work
Equipment, Noise at Work, Control of Lead and other Regulations as applicable.

JBS Mechanical Ltd will ensure, so far as is reasonably practicable, a workplace which is safe and
without risk to the health of its employees. The company will ensure that there are competent people
who have been trained to complete risk assessments, and that those people carry out suitable and
sufficient assessments of the tasks and procedures within the organisation and that they are recorded
and brought to the attention of the employees.

Where possible, risks will be identified, and countermeasures implemented, to highlight, reduce and
control those risks, and where possible use engineering measures to eliminate them altogether.
Where this is not possible then personal protective equipment will be supplied as a last resort.

Risk assessments will be reviewed on an annual basis or as necessary should there be a change to
the process to which it applies or there is reason to suspect that it is no longer valid.

The company will not appoint an engineer to work on a construction site unless that person has, or is
in the process of obtaining, the necessary skills, knowledge, training and experience to carry out the
tasks allocated to that person in a manner that secures the health and safety of any person working
on the construction site.

JBS Mechanical Ltd / Safety Policy / revl 22 Policy expires 08.2017



© Outsource Safety Ltd Project ID: 16786

4.4 Young people

The objective of this policy is to comply with the current requirements of the Management of Health
and Safety at Work Regulations.

JBS MechanicalLtdr ecogni ses that a 6Young persond is defir
have left compulsory education but not yet reached 18 years of age and may include young persons

on training schemes, work placement, school programmes, and apprenticeships etc.

Special attention will be given to the following:

a) design and implementation of safe systems at work;

b) the important values of safe places of work, including the working environment e.g.
adequate lighting;

c) safe use of equipment;

d) safe handling, storage and transport of materials;

e) proper use of protective clothing and equipment as supplied and made available.
All new employees will be issued with a company safety policy and instructed on their and the
companyd s responsi biliti es actcalsThis wil irvalve cossultatienawdtiothea b | y ¢
young personé6és parents or guardians.
It is intended that all such training should not solely be confined to the companyd s and t he empl
statutory obligations but demonstrate the benefits of accident prevention techniques for all

concerned.

In the event of new legislation being introduced that affects any of the companyb s oper ati ons,
persons involved with those operations will be fully instructed on the implications of such legislation.

Prior to the introduction of new equipment for use during the companydé s oper ati ons, the
have received adequate training and instruction to deem that person to be competent.

No person under the age of 18 years of age shall operate any type of power driven machinery, unless
for the purpose of training and is under the direct supervision of a competent person.
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4.5 Purchasing / hiring plant and equipment

The objective of this policy is to comply with the current requirements of the Provision and Use of
Work Equipment Regulations.

When hiring goods the following conditions will be specified:

a) ensure that the purchaser / hirer / selector are familiar with the requirements of the company
health and safety policy;

b) ensure that the equipment or materials purchased or hired satisfy the requirements of any
relevant British Standard or Statutory provision and the supplier will compile a written
statement to assure the company that this is the case;

¢) all hired machinery will come complete with a checklist and evidence of the equipment's last
Thorough Examination and Test (where applicable) when the machine is delivered;

d) all plant and machinery will be inspected by the operator at the start of each working day and
the conclusions entered in forms held by the site manager;

e) in accordance with the Lifting Operations and Lifting Equipment Regulations, equipment used

for lifting purposes will be marked with its safe working load (this includes items such as
elevating access platforms or other equipment used for lifting people).
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4.6 Work equipment

The objective of this policy is to comply with the current requirements of the Provision and Use of
Work Equipment Regulations, and the Lifting Operations and Lifting Equipment Regulations.

All work equipment used by this company, whether owned, hired or leased, will be safe for use,
suitable for the task, and maintained | mMmoensueor danoc
that all items of work equipment used by our staff on our premises and on Contractorsosites are of

the required standard and are in safe working condition, they must be supplied directly by the

company or hired in as required.

Although all equipment brought into use must be marked with the CE Mark we are aware that this
may not necessarily mean that the item is compliant with UK law; we will therefore closely inspect all
equipment prior to use and identify any areas that may require the addition of guards, safety devices,
signage etc.

Work equipment means any machinery, appliance, apparatus or tool.

The appointed person is responsible for ensuring that all work equipment is maintained and that any
machinery that has a log will be kept up to date. Management will ensure that all personnel who use
work equipment will be provided with:

a) adequate health and safety information;

b) suitable personal protective equipment and, as appropriate;
c) training; and

d) written instructions for its safe use.

All guards that are fitted or supplied with work equipment will be used and maintained. In order to
monitor the condition of work equipment the appointed person will regularly undertake spot checks.

All employees will report all defects to management who will then decide whether the defect is
sufficient to warrant:

a) the cessation of use immediately;
b) routine maintenance; or
c) a more significant repair.

Lifting equipment (fork lift trucks, cranes, hoists) and lifting accessories (slings / chains) will be
thoroughly examined by a competent person every 12 and 6 months respectively and a certificate of
Thorough Examination and Test obtained. These will be kept on file and available for inspection.

Local exhaust vent il atThooough Exantindtiorsadnd Twst at leastteery 4 ven a
months by a competent person (e.g. a ventilation engineer, or an engineer from our Insurance
company).

Pressure systems either installed or mobile will have a written scheme for the periodic examination
and maintenance by a competent person of all protective devices, pipework and pressure vessels
and all parts of the system that may give rise to danger. In addition to this written information on the
design, construction, examination, operation and maintenance of the system will be available from
the supplier. This will include the design standard used, any certificates of conformity, the design
pressures, and the maximum and minimum design temperatures. A competent person will carry out
a Thorough Examination and test every 12 months on the system.

Given the increasing concern for the effects of vibration and noise on users and neighbours we will
give due consideration to these aspects when new equipment is being obtained.
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4.7 Procedure for employees or contractors transferred to the site

All contractors and employees engaged in activities on behalf of JBS Mechanical Ltd will undergo an
induction to the site to which they are transferred.

The competent person will:

a) explain to the employee their role on the project and introduce them to the person to whom
they will be directly responsible;

b) ensure that the employee is aware of the site safety requirements and procedures. Using the
site copy of the policy, they will also be made aware of their specific responsibilities regarding
health and safety;

¢) introduce the employee to the site, identifying all hazards which may be present;

d) familiarise the employee with the procedures for emergency first aid and the location of
welfare facilities, first aid boxes, first aiders, the accident book and any fire-fighting equipment;

e) discuss any actions which are prohibited on site (smoking, operation of plant or equipment
before training, etc.);

f) identify any training requirements and inform management;

g) ensure the employee is aware that the operation of any plant, machinery or equipment is
forbidden without training;

h) issue special (site or process specific) personal protective equipment and obtain a signature
for receipt of the issue;

i) ensure that the employee is familiar with its proper use, maintenance and storage
requirements.

If the person is under 18 years of age

Explain to the young person that they are forbidden to use any plant, machinery or other equipment
unless under the direct supervision of a competent person for training purposes.

Note: Contractor® site welfare facilities, fire risks and first aid are provided by the Main Contractor.
Site specific facilities are available from JBS Mechanical Ltdd Broject Manager.
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4.8 General provisions, welfare facilities and emergency procedures
Provision of welfare facilities on site

The objective of this policy is to comply with the current requirements of Schedule 2 of the CDM
Regulations.

Adequate welfare facilities will be arranged for the use of employees and contractors, and although
very short duration works of less than one or two days may not require these provisions, an
assessment will take place based on work activities and location. Vehicle drivers can rely upon the
welfare facilities available on their routes and arrangements will be made with Clients to provide
welfare at their sites so far as is reasonably practicable. Site welfare facilities require a method of
heating food and a means of heating drinking water and:

a) adequate washing facilities - A basin or similar facility where workers can wash their hands,
arms (up to their elbows), and face or alternative arrangements for where this is not
reasonably practicable such as dry soap and barrier cream;

b) adequate toilet facilities on site or in easy reach given the transport available;

¢) accommodation for sheltering during bad weather, storing clothes and taking meals.
Employees could use a suitable vehicle if it is clean and of reasonable dimensions;

d) a supply of wholesome drinking water.

Note: Contractors may be allowed use of the welfare facilities provided by the company on the
understanding that applications for shared welfare must be agreed prior to the contract.

Provision for emergencies
Situations presenting serious or imminent danger

In the event of any situation that presents serious or imminent danger, the following procedure has
been established:

a) all personnel must stop work immediately and proceed to a place of safety;
b) work must not be resumed if a serious or imminent danger remains;

c) all personnel that are assigned a specific task in the event of an emergency are informed of
their responsibilities.

Note: A telephone will be available at each site where work is taking place. Arrangements will be
made to cover lone workers. When contractors are employed as lone workers general
clarification of arrangements will be sought from the contract company.

External contacts

Where arrangements are in place with external contacts for provision of first aid, emergency care and
/ or rescue work, all personnel are made aware of these arrangements.

Safe access / egress
Consideration will always be given to minimising the potential for slips, trips and falls at the site.
Members of the public and footpaths will be considered in order to control potential risks. Access

must always be kept clear for the emergency services and the siting of equipment will be sympathetic
to this.

JBS Mechanical Ltd / Safety Policy / revl 27 Policy expires 08.2017



© Outsource Safety Ltd Project ID: 16786
Fire risks

Fire extinguishing equipment will be provided on each site as identified by a fire risk assessment and
/ or the Construction Phase Plan.

Emergency preparedness and response

A formal process is in place to identify all potential emergencies that could occur on any particular
site. This process forms part of the risk assessment process. In addition, procedures will be
implemented and maintained to ensure that in the event of an actual emergency situation appropriate
action can and will be taken. All policies and procedures implemented will always take into account
the needs of relevant interested parties, such as clients, emergency services, neighbours, etc.

All relevant personnel will receive adequate training in emergency preparedness and response. In
addition, where necessary, the company will fully cooperate with client training and exercises.

The procedures and policies for emergency preparedness and response will be reviewed periodically
and revised as and when necessary. Where necessary, the company will fully cooperate with
assisting in any client reviews of procedures.

There is also a HSE guidance note for work at transient construction sites. (Construction Information
Sheet No.CIS59).
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4.9 First aid policy

The objective of this policy is to comply with the current requirements of the First Aid at Work
Regulations (as amended).

The aim of this policy is to provide information and training on first aid to employees to ensure that
Statutory requirements are met, operational needs are addressed and first aid support is available to
all employees.

The company will ensure that all employees are aware of the procedures to be followed in the event
of illness or injury at work and that adequate supplies of first aid equipment and facilities appropriate
to the degree of risk are maintained.

A first aider is an employee who has been trained to competently administer first aid at work and
holds a current OFirst Aid at Wor ko6 pang.rti ficate ar

Their responsibilities as a first aider are to:

a) preserve life until medical help arrives;
b) limit the effects of the injury or illness;

c) evacuate the casualty safely;

d) promote recovery;

e) get the casualty medical help if required.

All arrangements for first aid will be brought to the attention of all employees. In the event of an
incident requiring first aid, procedures will be in place to ensure immediate notification and release of
a first aider.

Containers for first aid equipment can be boxes, bags or cupboards and will be made of material able
to protect the contents from damp and dust. Containers will be marked with a white cross on a green
background. The contents of the first aid containers are covered by the First Aid Regulations and the
type of dressings etc. will be determined by risk assessment. The contents of the container will be
regularly checked and replenished by first aid personnel. Those who work off site or travel on behalf
of the company will be given a travelling first aid kit.

All first aiders will attend a training course and hold a current certificate for First Aid at Work from the
training organisation. The training organisation will be made aware of any special hazards on site so
that relevant first aid training is received. Initial training is normally of 3 days duration with a practical
and written test at the end. The First Aid at Work certificate is valid for 3 years with a 2 day
re-qualification period required before the third year expires. It will be noted that if the certificate
expiratory date is over one month, then a full 3 day course is required to receive a valid certificate.

New guidance suggests that first aiders and emergency first aiders will undertake annual refresher
training over half a day during any 3 year period to keep their skills up to date.

First aid training records and lists of first aiders will be kept in a readily accessible format for audit and
inspection purposes.

All first aid staff will only give treatments for which they have been trained. Staff who regularly treat
cuts and come into contact with blood or other bodily fluids will ensure that they follow safe handling
procedures to protect themselves against blood borne viruses such as Hepatitis B and HIV.
Immunisation against Hepatitis B can be obtained from your Doctor after consultation with the
Director.

All accidents at work must be recorded in the accident book. The first aider will make records of all
treatment given at the time of the incident.
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4.10 Display screen equipment policy

The objective of this policy is to comply with the current requirements of the Health and Safety
(Display Screen Equipment) Regulations.

The aim of this policy is to protect our employees by reducing the risks associated with display screen
work, such as the development of upper limb disorders, temporary eyestrain, headaches, fatigue and
stress.
JBS Mechanical Ltd will:
a) undertake scheduled risk assessments to identify any hazards from the prolonged use of
display screen equipment (2-3 hours each day). The results of these assessments will be
evaluated and recorded;

b) undertake any reasonable corrective action necessary to reduce any risks identified in the
assessment;

c) ensure that any new workstations meet the requirements laid down in the Regulations and
general standards of good practice;

d) allow users to periodically and informally interrupt their working pattern;

e) provide display screenequi pmeng 0 Aawrs errequest with appestapri at
at the discretion of the Director;

f) provide every user with appropriate special corrective appliances (spectacles) when a
gualified Optician states clearly that such provision is necessary solely for the work activity;

g) provide adequate training on the health and safety aspects of the workstation where required;

h) provide adequate information on health and safety matters and on the assessment process
and other steps that they have taken in complying with these Regulations.
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4.11 Workplace inspections / audits

The objective of this policy is to comply with the current requirements of the Management of Health
and Safety Regulations.

The company will undertake such inspections as necessary to ensure the health and safety of all
employees.

During these inspections, employees will be consulted, and any concerns or suggestions that may
improve safety in the workplace will be taken into consideration.

A full audit of offices and workplaces will be undertaken at least annually and will be carried out by
either a health and safety consultant or a competent person designated by the Director.

Site inspections will be conducted regularly. Records of all inspections and audits will be kept.

The findings of all audit reports will be reported to Management.
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4.12 Health Surveillance

The objective of this policy is to comply with the current requirements of the Management of Health
and Safety at Work, COSHH, the Health and Safety (Display Screen Equipment), the Noise at Work
and other relevant regulations.

The purpose of health surveillance is to detect any effects to health as early as possible and thereby
minimise or prevent its continuation. Where an employee needs to take time off or is declared
medically unfit for a work related illness or condition then management will investigate the root cause
of the illness or condition as it would any other accident or incident.

The company shall ensure where applicable, that all employees are subject to the appropriate health
surveillance, having regard to their health and safety, which is required by the assessments
undertaken by the companyds activities.

Health surveillance will be introduced where the assessment confirms that the following criterion is to
be met:

a) there is an identifiable disease or risk of an adverse condition;

b) there is reasonable potential that a disease or condition may be contracted under the
prevailing work conditions;

c) suitable techniques exist to detect the disease or condition;
d) surveillance will provide further protection for the employee involved.

Relevant employees will undergo periodic examination by a qualified medical practitioner e.g. six
monthly or annually, to enable the early detection of evidence of an occupational disease and for
subsequent treatment to be undertaken.

Regular review of the implementation of the procedures will be undertaken and thereby:
a) check the effectiveness of the control measures;
b) provide information on the accuracy of the risk assessment;
c) provide measures identifying and protecting individuals at risk.

Where appropriate the company will provide health surveillance in order to ensure the health and
safety of all its employees. This will include those who work with visual display screens and the
company wi || provide display screen e uangeyesight
tests at the discretion of the Director, and will provide every user with appropriate special corrective
appliances (spectacles) when a qualified Optician states clearly that such provision is necessary
solely for the work activity.

Where workers are routinely exposed to levels of noise above 85 dB(A) then audiometric testing will
be offered to those employees.

Where required as a result of a risk assessment under COSHH regulations, health surveillance may
include specimens being taken and sent for analysis, such as blood or urine samples. Other health
surveillance may include lung function tests for occupational asthma and physical (visual) inspections
for chromatic ulcers or contact dermatitis.

The company will ensure that an appropriate Health Questionnaire is issued annually to all

employees and the results of which will be discussed with the employee concerned with a view to
arranging appropriate treatment.
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4.12.1 Managing on-site health risks

Managing Construction Health Risks

Managing health risks is no different to managing safety risks. This diagram outlines the basic

principles that you need to know.

Assess

You cannot properly control construction health
hazards without first having clear plans:

Plan i your overall strategy;

Identify T the health hazards linked to your
work;

Assess i the significance of these hazards;
Involve T workers in managing health risks.

Who does what Remember:A Manage ri sk no

The law places duties
on all those involved
in construction work:
Control

Clients; Clear plans are no good if you do not act on them:
Designers; ;
o A Preventi risks before work starts;
Brelgfg;?\zlrs A Control i remaining risk
' A Traini workers:
Principal
Contractors;

Contractors and

Small Builders; th can be

Remember: i I-H d a |

Workers.

Remember:

You may already have the right controls in place
but are they all working?

Supervise T workers;

Maintain T controls;

Monitor T to ensure controls are effective;
Acti to put any problems right.

Remember:A Cont r ol he

t

For more information http://www.hse.gov.uk/construction/healthrisks/managing-essentials/essentials.pdf
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4.12.2 Working with substances likely to cause dermatitis

The objective of this policy is to comply with the current requirements of the COSHH Regulations.
Employees who are likely to come into contact with substances that cause dermatitis will be given
regular skin checks by a suitably trained competent person and encouraged to self-inspect for signs

of the condition. The company will undertake risk assessments taking into account the following:

a) the nature of the substances they work with and risk created by exposure to those
substances;

b) the precautions they need to take;

c) any control measures necessary, what they are for and how to use them;

d) how to use the personal protective clothing (PPE) provided,;

e) results of any exposure monitoring / health surveillance.
In addition to providing health surveillance, the company will endeavour to reduce exposure to
substances that lead to dermatitis by engineering controls and by identifying places where the
substances are used most, and in those areas determine:

a) what the employees are actually doing;

b) what measures are currently in place;

c) if leakage or spillage could occur, either through breakdown, or operator error.
Employees will be advised of the risks identified and the controls that are in place. Any problems
found must be referred to an occupational health qualified doctor or nurse. Skin inspections are to be

carried out by a trained appointed competent person. Records of health surveillance will be kept for
40 years.
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4.12.3 Working with known respiratory sensitisers
The objective of this policy is to comply with the current requirements of the COSHH Regulations.

The company is aware that certain of the chemicals in use at the present time are known respiratory
sensitisers. A respiratory sensitiser is a substance which when breathed in can trigger an irreversible
allergic reaction in the respiratory system. Sensitisation can happen after several months or even
years of breathing in the sensitiser. Continued exposure can result in permanent damage to the
lungs with increasingly severe symptoms. People with rhinitis may go on to develop asthma. Asthma
attacks are likely to become worse and can be triggered by other things such as tobacco smoke,
general air pollution or even cold air. These attacks often continue for years after exposure to the
sensitiser has stopped.

Substances responsible for most cases of occupational asthma are:

Example substance groups Common activities

Isocyanates Spray painting (2 pack paints), adhesives, foam manufacture,
etc.

Solvents Application of solvent based paints, working with solvent as a
cleaner / degreaser, acetone in fibreglass moulds / repairs

Dusts Wood working, sanding, housekeeping.
Dust may also be produced when handling other materials

Fume (welding, brazing, Soldering, electronic assembly

soldering, etc.)

Resins Use of epoxy resin in glues and paints, styrene resins in
manufacture

Substances used within the business

Solvents and resins in the manufacture of moulds, fumes from welding and soldering, cement

and wood dusts.

The company will undertake risk assessments taking into account the following:

a) the nature of the substances they work with and risk created by the exposure to those
substances;

b) the precautions they need to take;
c) any control measures necessary, what they are for and how to use them;
d) how to use the personal protective clothing (PPE) provided;
e) any health surveillance that is required.
In addition to providing health surveillance, the company will endeavour to reduce exposure to

substances that lead to asthma by engineering controls and by identifying places where the
substances are used most, and in those areas determine:

a) if the substances can be eliminated altogether or substituted for a less harmful one;
b) if exposure can be eliminated or contained:;

¢) that adequate training has been given on the risks to health, the symptoms to be aware of, the
importance of reporting them at an early stage, and the correct use of the control measures.

Should an employee suspect that they have become sensitised the company will immediately remove
them from working with the sensitiser and advise them to consult their doctor giving information on
the work they do and the substances they may have been breathing in. The company will then
review our COSHH risk assessment and existing control measures and make any necessary
changes. Records of health surveillance will be kept for 40 years.
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4.12.4 Control of vibration

The objective of this policy is to comply with the current requirements of the Control of Vibration at
Work Regulations.

Responsibilities of management

The company will reduce the risk wherever this is reasonably practicable by:
a) exploring the possibility of the job if can be done without using high-vibration tools;
b) ensuring that new tools have vibration controls built in;
¢) maoadifying existing tools to reduce vibration levels or the grip force needed;
d) arranging the work to give breaks from the vibration (e.g. job rotation);
e) training in the correct use of tools and in recognising the early symptoms of injury;
f) arranging advice and routine health checks for users of high-vibration tools;

g) ensuring that employees remain warm in the cold (for example by providing heating or
suitable clothing and gloves.

Assessing the risk
Many processes and common tools such as jack hammers, pedestal grinders, power hammers, chain
saws, and riveting and chipping hammers produce high levels of vibration which can cause
permanent damage to hands and arms. The risk of permanent damage depends on a number of
factors:

a) how high the vibration levels are;

b) how long the equipment is used for;

¢) how awkward it is for the operator to use the equipment;

d) how tightly the operator grips the equipment;

e) how cold and wet the operator gets when using the equipment.

Employees may be at risk if they feel tingling or numbness in their fingers during or immediately after
using a vibrating tool or machine. Employees are required to report such symptoms to management.

The company will keep a record of all employees using vibrating equipment regularly. This will
include the type of equipment and the time spent using it.

Employees will be given information and training on health risks posed by vibrating tools and the
action the company is taking to control those risks.

Health surveillance of all employees who are at risk will be undertaken and a record kept.
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4.12.5 Control of noise at work

The objective of this policy is to comply with the current requirements of the Noise at Work
Regulations.

For each operation likely to result in high noise levels being emitted JBS Mechanical Ltd will decide if
a noise assessment is needed.

If people have difficulty speaking to each other over approximately 1 metre then we will make a noise
risk assessment. (This will take account of others who may be affected as well as our own
employees).

The assessment will be made by a competent person. An initial, estimated assessment will be made
either by using Manufacturerds dat a oTheoompaeymwilr el i &
endeavour to reduce noise as far as reasonably practicable by applying engineering measures at

source.

Ear defenders or ear plugs will be worn by employees exposed at or above the first peak action level.
The company shall ensure that ear protection is freely available and that employees know that unless
the protection is worn there is a risk of damaging their hearing.

The company shall inform employees about the level of their personal Lep,d exposure. If our noise
assessment shows that personal exposure is at or above any of the action levels we will inform our
employees there is a noise hazard and shall tell them what we want them to do to minimise their risk
of hearing damage.

Hearing protection zones will be marked wherever employees are likely to be exposed to the second
action level or above.

It is the duty of every employee to wear the ear protection (ear defenders or ear plugs) provided
whenever they are exposed to the peak action level, as well as when entering an hearing protection
zone. Employees will use any other equipment provided e.g. machines fitted with silencers.
Employees are required to take care of any equipment provided.

The company will ensure that if a risk assessment indicates that there is a risk to the health of their
employees who are, or are liable to be, exposed to noise, then we will ensure that such employees
are placed under suitable health surveillance, which shall include audiometric testing of their hearing.

A record of the results of such audiometric testing will be kept for each of our employees.
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4.12.6 Control of exposure to respirable crystalline silica dust

The objective of this policy is to comply with the current requirements of the COSHH Regulations.
Silica dust exposure is estimated to result in 500 or more deaths each year. Silica usually refers to
crystalline silica the most common type of which is quartz. Silica will be present in significant
guantities in natural stone and also man-made products such as concrete and mortar. Exposure will
occur during cutting, drilling or abrasive processes.

Employees who are likely to be regularly exposed to respirable crystalline silica dust will be placed
under respiratory health surveillance using the annual health questionnaire forms. The company will
undertake risk assessments taking into account the following:

a) the nature of the substances they work with and risk created by exposure to those
substances;

b) the precautions they need to control exposure to respirable crystalline silica dust; as a
minimum this means that a face mask with an FFP3 filter must be worn at all times, even
when water suppression is in use;

c) any additional control measures necessary, what they are for, and how to use them;

d) how to use the personal and respiratory protective equipment provided;

e) the results of any exposure monitoring / health surveillance that has been undertaken.

In addition to providing health surveillance, the company will endeavour to reduce exposure by
engineering controls and by identifying places where exposure occurs most, and in those areas
determine:

a) what the employees are actually doing within the workplace;

b) what measures are currently in place;

¢) if unprotected exposure could occur, either through a breakdown of controls or operator error.

Employees will be advised of the risks identified and the controls that must be in place. Records of
health surveillance will be kept for 40 years.
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4.12.7 New and expectant mothers

The objective of this policy is to comply with the current requirements of the Management of Health
and Safety at Work and the Workplace Health, Safety and Welfare Regulations.

The management of JBS Mechanical Ltd take the health and safety of all its employees very
seriously. This includes all women of childbearing age. Once we have been informed in writing that
the employee is expecting a child, the company will do all that is reasonably practicable to ensure the
safety of both the mother and the child. A new or expectant mother is a woman who is pregnant, has
given birth within the last six months or is breastfeeding.

The company will carry out general risk assessments on all its employees bearing in mind female
employees of childbearing age, and including new and expectant mothers, and assess the risks that
may arise from any process, working conditions or physical, biological or chemical agents.

If a significant health and safety risk is identified for a new or expectant mother, which goes beyond
the normal level of risk found outside the workplace, we will take the following actions:

a) temporarily adjust her working conditions and / or working hours; or if that is not possible

b) offer her suitable alternative work (at the same rate of pay) if available; or if that is not
possible

¢) suspend her from work on paid leave for as long as necessary to protect her health and
safety, and that of her child.

Where appropriate, suitable alternative work will be offered (on the same terms and conditions)
before any suspension from work is considered. The company will periodically check and, if
necessary, update the general risk assessments if we suspect that they are no longer valid, or there
has been significant change to anything they relate to.

As part of that process, we will regularly monitor and review the assessments in the workplace, taking
into account possible risks that may occur at different stages of pregnancy from any of our processes.
The dexterity, agility, co-ordination, speed of movement and reach will also be monitored as they may
be impaired because of an increase in size as the pregnancy progresses.

There may be further risks to consider if the employee is still breastfeeding on their return to work.

The companywi | | consider any other risks that could ca
safety, for as long as she wishes to continue to breastfeed. We may also seek professional advice

from an occupational health specialist.

The company will provide somewhere for pregnant and breastfeeding employees to rest. Where
necessary, this will include somewhere for them to sit down and privacy should they wish to express
milk. In such circumstances the company will provide a healthy and safe environment for employees
to express and store milk.
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4.13 Monitoring and review of the company safety policy

The objective of this policy is to comply with the current requirements of the Health and Safety at
Work etc. Act.

At twelve monthly intervals, or other intervals as arranged, a meeting will be held between the
Directors and their retained safety consultant to discuss the accident statistics, the performance of
the company in accident prevention, compliance with its policy, and establish areas where
improvements in company procedures could be made. At the meeting a review of and where
necessary, a revision of the company policy for health and safety will be made. In addition:

a) all employees will be expected to bring to the notice of their immediate supervisor any areas
where the company policy on health, safety and welfare appears to be inadequate. The
suggestions will be passed to the Directors;

b) a competent person delegated by the Directors will inspect the premises at regular intervals
and will report on any hazards, defects or breaches of Regulations observed during the visit;

c) areport of the inspection will be retained by the company so that it can be established where
the appropriate procedures in company policy have not been complied with or are deficient
and action taken to ensure similar problems do not recur;

d) where information is required to be passed on to employees, contractors or sub-contractors,
meetings will be arranged. Information may also be posted on notice boards where this is
deemed to be adequate;

e) any concerns raised by employees, contractors or sub-contractors, will be passed on to the
competent person who will take appropriate action to explore and react to the issues raised,;

f) where operating standards of employees, contractors or sub-contractors are considered to
have fallen below the required standard, further training or supervision will be given, until the
necessary standard is achieved;

g) where work practices by employees, contractors or sub-contractors concerning health, safety
and welfare are considered to have fallen below the required standard, but are not of a
serious nature, a toolbox talk will be given and a record will be kept;

h) the competent person will assess all employees, contractors or sub-contractors on the
requirement for health and safety training. They will also ensure that employees undertaking
any tasks that require a certificate of competence / licence are in possession of such a
certificate before being allowed to operate.

) the review meeting wildl be doc uisagedto @ldelevantt h A mi
parties.
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4.14 Company premises asbestos management policy

The objective of this policy is to comply with the current requirements of the Control of Asbestos
Regulations.

JBS Mechanical Ltd recognises that breathing in air containing asbestos fibres can lead to asbestos
related diseases. These are mainly cancers of the chest and lungs. It is the policy of this company
therefore to take all reasonable steps to locate materials within the workplace that are likely to contain
asbestos. Once they have been located, provided they are in good condition and not likely to cause
any problems or get damaged in any way, they will be identified with a sticker and listed on the
asbestos register.

Initially, a competent person will prepare and implement a management plan to control the risks
posed by these materials. Where possible they will be removed by a licenced asbestos contractor. |If
this removal is not possible for whatever reason, then the competent person will ensure that the
written record of the location of the asbestos materials is brought to the attention of all employees,
contractors and tradespersons who may enter the site and explain the locations and dangers of
damaging it in any way.

The competent person will, at six monthly intervals, monitor the condition of these materials. Should
the asbestos be inadvertently disturbed or damaged in any way, the work will immediately be
stopped, the area vacated and sealed off and urgent advice sought from Outsource Safety Ltd on the
most appropriate course of action to take.

All engineers are to consult the asbestos register in any premises in which refurbishments are to be
carried out.
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4.14.1 Action to be taken on discovering asbestos
(or asbestos containing materials)

The objective of this policy is to comply with the current requirements of the Control of Asbestos
Regulations.

It is the policy of JBS Mechanical Ltd that none of its employees are put into a position where

potential dangers from asbestos or asbestos cont ai
future wellbeing. With this in mind, any employees finding asbestos whilst doing a job of work in a
Clientds pr e nimnsediaelyand seport the naafier to the Client and / or the main

contractor.

Asbestos survey reports will be obtained prior to any work being carried out where stripping out or
demolition is involved. Information will be given to all employees carrying out the work.

Clients are duty bound in law to make known the presence of asbestos within their property and
inform the company in writing before work is due to commence. Failure to inform the company will
result in the work being suspended until the area is made safe and the asbestos removed.

Asbestos awareness training will be given to site managers, supervisors and employees in how to
recognise ashestos or asbestos containing materials and where they are most likely to be found.
Records of such training will be kept in the personnel file of individual employees. In certain
circumstances, work may be allowed to continue where it is deemed safe to proceed and there is no
danger of asbestos fibres being released into the atmosphere. Employees at JBS Mechanical Ltd are
not licensed to remove asbestos or asbestos containing materials and should not be expected to do
So.

Specific instructions will be detailed in all Construction Phase Health and Safety Plans for specific
sites in the event that asbestos containing materials are found.

If materials are found and are suspected of being asbestos or containing asbestos materials:
a) employees must stop work immediately and inform their supervisor;

b) the supervisor will evacuate the area and prevent access by others. Warning signs will be
displayed and verbal information given to all employees on site;

¢) the supervisor will contact the Contract Manager who will be responsible for ensuring that the
Client and / or the Principal Design Consultant is informed;

d) all access to the area will be prevented until a survey has been carried out by a licensed
asbestos contractor and the material has been identified;

e) if the material does contain asbestos, access to the area will be prevented until removal has
been completed and a certificate to confirm that the area is safe to work in has been issued.

If asbestos material has been accidentally disturbed, the area will be sealed off after the work has
been stopped.

Accidental disturbance of asbestos containing materials where employees are suspected of being

exposed to levels above the Workplace Exposure Limit is classed as a dangerous occurrence, and
must be reported to the Health and Safety Executive to comply with the Reporting of Incidents and
Dangerous Occurrences Regulations (RIDDOR).

An investigation to determine the level of exposure will be carried out by competent persons and a
report issued. Records will be kept for a period of 40 years.
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4.15

Policy for managing fire risk

The objective of this policy is to comply with the current requirements of the Regulatory Reform (Fire
Safety) Order.

A competent person delegated by the Directors will undertake the day to day implementation of these
procedures. In addition, an appropriate number of competent persons are to be appointed as Fire
Safety Marshals under the direction of the Directors.

a)
b)
c)
d)

e)

f)

9)
h)
i)
)

Note:

fire precautions will be periodically checked;
all escape routes and exit doors will be kept clear;
items of any description will not be left or stored in stair enclosures or corridors;

fire alarm call points, sounders and smoke detectors will be inspected and maintained
annually;

emergency lighting will be inspected and maintained every 12 months;

fire action notices stating the action to be taken in the event of fire will be displayed
throughout the site;

all fire-fighting appliances will be inspected / tested annually by a competent person;
appropriate training in fire safety will be given to all employees;
additional training will be provided for Fire Marshals;

fire evacuation practices will be undertaken at least once, preferably twice per year without
prior notice.

Co nt r asitd fierisk management policy is the responsibility of the Main Contractor,
engineers are to adhere to these policies.

Fire alarm systems will be checked according to the following regime:

Daily i check each exit is clear and unobstructed.
Weekly 1 check location of fire extinguishers. Check battery operated smoke detectors.

Monthly i carry out an announced alarm test by operating a call point and check that
sounders were heard clearly in all areas (duration 1 minute minimum).

Six-monthly T carry out an unannounced practice fire drill to include evacuation, by operating
a call point (record duration until building is empty and all known personnel are accounted
for).

Annually i carry out a full test of the system, including all of the above points, plus an
engineering check of every detector and call point for direct operation in situ and a load test of
the stand-by battery. Check activation of battery operated smoke alarms with smoke
(extinguished candle).

In all cases, other than a daily exit check, test results will be logged together with any deficiencies
and actions taken.
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Emergency lighting tests will be carried out as follows:

Regularly 1 Indicators of central power supply will be visually inspected for functionality.

Note: This is a visual inspection of indicators to identify that the system is in a ready
condition and does not require a test of operation.

Monthly i Switch each luminaire and each internally illuminated exit sigh to emergency mode
so it draws power from the battery. This simulates a failure of the supply of the
normal lighting and continues for a period sufficient to ensure that each lamp is
illuminated. At the end of this test period, the supply to the normal lighting will be
restored and any indicator lamp or device checked to ensure that it is showing that
the normal supply has been restored.

Note. The period of simulated failure should be of one hour duration whilst minimising
damage to the system components e.g. lamps. During this period, all luminaires and
signs will be checked to ensure that they are present, clean and functioning correctly.

Annually i each luminaire and internally illuminated sign shall be tested as per monthly test
but for three hours; the supply of the normal lighting shall be restored and any
indicator lamp or device checked to ensure that it is showing that normal supply
has been restored. The charging arrangements will be checked for proper
function.

In all cases, records of tests and comments with actions and follow up reports will be kept.

Fire risk assessments will be conducted and recorded annually by a competent person under the
direction of the Directors.
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4.15.1 Action to be taken on discovering afire
During office hours:

a) close the door leading to the fire to contain it;

b) sound the alarm by the nearest point and / or dial 999;

c) leave the area by the quickest unaffected route;

d) do not stop to collect your personal belongings;

e) ensure that others in your proximity have also heard the alarm;

f) leave the building and assemble as detailed in your fire action notice;

g) if you have a visitor it is your responsibility to ensure they are aware of the fire and where to
assemble.

If smoke is building up in the room get down and crawl - the toxic smoke will kill you far more quickly
than fire. If any person cannot be accounted for Fire Officers will have to search the building until
they are accounted for - putting themselves at great risk - always know where your visitors are.

Fire extinguishers are provided throughout the premises. They are there to assist you if you come
across a small fire which is easily extinguishable or if your only route of exit has become blocked by
the fire itself.

Never allow the fire to come between you and the nearest point of exit, if this looks likely to occur or if
the fire continues to grow despite your efforts leave immediately.

Whil st working on a Clientds premises or on site:

Whilst wor king on site or atvaaationlplaneml bedfalowpdrbgathi ses t he
personnel.

Disabled visitors and visitors with limited mobility

Should there be disabled visitors, and visitors with limited mobility on our premises and the fire alarm
sounds, the person responsible for that visitor is responsible for their safe evacuation.

Disabled visitors and those with limited mobility should be assisted in proceeding to the nearest
suitable exit from the building in the most appropriate manner.

Should the host need assistance in this task the fire marshal is to assist in the evacuation.
Where fire marshals are not appointed, selected staff will be chosen to assist with evacuation.

All fire marshals and employees appointed to assist in emergency evacuation will be given
appropriate training.
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4.15.2 Investigating fire alarms

Most fire authorities will no longer respond to AFA activations anytime unless a 999 call is received
confirming that there is a fire or physical signs of a fire.

Some premises will not be affected by this change and will still receive an emergency response.
These include:

1 domestic dwellings (with smoke alarms or an automatic fire alarm);

1 residential care and nursing homes;

1 houses of multiple occupation;

1 hotels and B & B& (from 20:00 to 08:00);

1 hospitals;

1 prisons;

1 recognised Heritage buildings (with prior agreement from GFRS);

1 local and national infrastructure sites;

1 schools (during periods of closure).
When you investigate, use your senses and, if at any time you find signs of a fire, retreat from the
building and make sure the fire and rescue service is called on 999. Ensure your building is being
evacuated in accordance with your alarm procedure, before doing anything else.
Investigation procedure (Authorised people only):

1. where possible, investigate in pairs;

2. have another member of staff at the alarm panel and remain in contact (mobile phone or short
range radio);

3. gather any information from staff, or the alarm panel, to indicate where your search should be
T use the fire zone / detector plan to work through the building using protected routes and
always know your nearest exit;

4. when investigating, look for smoke, listen for unusual crackling noises, is it unusually hot?;

5. before opening any doors, feel the door with the back of your hand, as high up the door as
you can reach for signs of heat. If it is hot do not open the door;

6. Remember you are looking for signs of a fire, not a fire itself.

As soon as you suspect or find a fire, get out of the building and call the fire and rescue
service on 999.

Potential causes of false alarms:
a) cooking fumes - such as burnt toast;

b) steam - from shower rooms or industrial processes;
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c) smoking materials 1 such as cigarettes and matches;
d) aerosol sprays;
e) hot work 1 from cutting and welding;

f) dust build up i due to poor housekeeping or by not taking preventative measures before
starting dusty work such as drilling;

g) incense and candles;

h) humidity and temperature change;

) accident al damage to a O0Break Glass6 point;
j) testing or maintenance 1 without telling your alarm centre or incorrect testing procedure;

k) changes to the use, or practices within the building.
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4.16 Policy for working at height

The objective of this policy is to comply with the current requirements of the Work at Height
Regulations.

JBS Mechanical Ltd understands that falls from height are the biggest cause of fatal accidents at
work and the second biggest cause of major injuries. The Work at Height Regulations adopts a risk
based approach so that compliance is proportionate to the risk involved.

The overriding principle is to prevent any person falling a distance liable to cause personal injury;
above or below ground level.

The prescribed hierarchy for safe work at height is as follows and shall be adopted by JBS
Mechanical Ltd:

a) avoid the risk by not working at height;

b) prevent falls - where it is not reasonably practicable to avoid work at height, by assessing the
risks and taking measures to allow the work to be done whilst preventing people or objects
falling. This might include ensuring the work is carried out safely from an existing place of
work or choosing the right work equipment to prevent falls;

c) mitigate the consequences of a fall - where the risk of people or objects falling still remains
you should take steps to minimise the distance and consequences of such falls. This also
involves the selection and use of work equipment and preventing those not involved with the
work entering the hazardous area.

Work at height flowchart

Assess the risks to help you decide how to work safely

A

Is there a risk of a person falling a distance liable to cause personal
injury?

G ves <~ No
Is it reasonably practicable to

safely carry out the work
other than at height?

Q Yes ‘ No End

Perform the task in a
safe manner from the
ground

Perform the task in a safe
manner

End

End
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At all stages we as a company will give collective protective measures (e.g. guard rails, nets, airbags,
etc.), precedence over personal (e.g. safety harnesses) protective measures.

The company will:
a) assess the risk to determine a safe way to work;
b) follow the above hierarchy;

¢) plan and organise the work taking account of emergency measures, possible weather and
environmental conditions;

d) make sure that those working at height are competent to do so, understand the risks and the
risk assessments;

€) use appropriate work equipment;

f) manage risks from working round or on fragile surfaces;

g) carry out inspections on equipment to be used and the work area itself.
Key steps to be adopted by JBS Mechanical Ltd are:

a) plan the work;

b) involve those who will be doing the work and check their understanding;

c) choose the most appropriate equipment;

d) supervise proportionately to the task and associated risk;

e) plan for emergencies and rescue;

f) consider the effects of weather;

g) consider access to the workplace.

Mobile Elevating Work Platforms (MEWPSs) will not be used as a means of access to or from another
structure or surface.

Ladders
Ladders will only be used, either for access and egress or as a place from which to work, where a risk
assessment shows that the use of other equipment is not justified because of the low risk and the

short duration of the job or unalterable features of the worksite.

If ladders are to be used to work from, and not just for access or egress, the company will make sure
that:

a) a secure handhold and secure support are available at all times;
b) the work can be reached without stretching;

c) the ladder can be secured to prevent slipping.
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Competence

All employees working at height will be assessed and be competent or if being trained, supervised by
a competent person.

Fragile surfaces

The company will manage the risks posed by fragile surfaces i.e. surfaces where there is a risk of a
person or object falling through. These surfaces may be either close to or part of the structure on
which work is to be done and will include vertical or inclined surfaces. This will be done as part of the
risk assessment process.

Falling objects

The company will prevent objects falling by using toe boards or solid barriers, or attaching them to
people or fixed structures. All guards used (including brick guards) will be robust and, where
required, usually incorporate a mid-rail.

Waste chutes used to dispose of materials from height will be properly erected and managed so that
the debris does not hit anyone either as it goes down the structure or when it hits the skip or pile at
the bottom.

Inspection

Equipment for work at height will be subject to regular inspection to ensure that it is safe to use. The
purpose of the inspection is to identify whether the equipment is fit for purpose and can be used
safely and that any deterioration is detected and remedied before it results in unacceptable risks.

Marking the equipment may be required to ensure that it is obvious when the next inspection is due.
Formal inspection, as required by the Regulations, will not be a substitute for any pre-use checks or
routine maintenance. Inspection does not normally include the checks that are a part of the
maintenance activity although certain aspects may be common.

Inspection does not include a pre-use check that an operator will make before using work equipment
for work at height. Also, while inspections need to be recorded, such checks are in the interests of
best practice of JBS Mechanical Ltd and records of all such checks will be maintained.

Maintenance

The company understands and accepts that inspection and thorough examination are not a substitute
for properly maintaining equipment. The information gained from the maintenance process,
inspection and more technical thorough examinations is designed to be complementary.

Record keeping
JBS Mechanical Ltd will keep records of all such inspections for five years.
Temporary work platforms

The company will ensure that any temporary work platforms are erected, used and maintained in a
safe condition and of sufficient strength and rigidity for workers to be able to work safely. Platforms
will be of sufficient size and width so as to carry out the work safely and will not be used to store
building materials on where it would give rise to the platform becoming unstable and in danger of
collapse. Guard rails will be so placed that there is no danger of employees / contractors or materials
falling from height. Where working platforms are not deemed to be ready for use they will be
signposted as such and the use of them is prohibited until they have been completed. Such
platforms will only be assembled, dismantled or altered under the supervision of a competent person.
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4.17 Policy for the driving of company vehicles

The objective of this policy is to comply with the current requirements of the Provision and Use of
Work Equipment Regulations.

Introduction

This section provides a core set of instructions and advice for all JBS Mechanical Ltd employees that
drive or oper at evehiclbsetrailers @ agunipne.t i on o s

It applies to any vehicle, trailer or equipment, which is owned by, or on hire to, JBS Mechanical Ltd.
The instructions are to assist in the safe, legal and efficient operation ofthe o r g a n i stransgordo n 6 s
and should be followed at all times. Any clarification should be referred to the appropriate line

manager.

Failure to comply with these instructions may result in legal / disciplinary action being taken and / or
the withdrawal of permission to drive company vehicles.

Persons affected

The instructions are issued for the guidance and compliance of all drivers and other employees in the
orga n i s a enmployméns who drive company vehicles from time to time.

Vehicles

The term vehicle is not only applicable to vehicles owned by JBS Mechanical Ltd, but also includes
those under short term hire, contract hire, and others under the control of JBS Mechanical Ltd.

Drivers responsibilities

Drivers should ensure that only vehicles of the authorised categories are driven as indicated on their
EC driving licence.

Any driver who holds a licence from abroad should seek clarification of the categories and entitlement
through their relevant manager, prior to driving the organisation® vehicles.

Drivers should note that driving vehicles for which they are unauthorised may result in them being
uninsured and the insurance policy being invalid.

Drivers will co-operate with managers at all times to ensure that health and safety and road traffic
regulations are adhered to.

Driving licences and driving assessments.

Validity T Drivers should ensure that their EC driving licence is valid at all times and is made available
for inspection by the organisation when required.

Details T Any change in details, including convictions, change of address, renewals and expiry dates
should be reported to their appropriate line manager.

Disqualification I Any authorised driver who is disqualified from driving must report the matter
immediately to their line manager.
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Changes in health

Those who are required to drive as part of their job should have been medically approved as advised
by their manager or personnel section.

Drivers must notify their line manager and the Driver and Vehicle Agency, (DVLA) Swansea, should
they experience any changes in health that is liable to affect their driving ability and entitlement.

Eyesight standards

It is a criminal offence for any person to drive a motor vehicle if they cannot read a standard number
plate in good daylight from 20.5m (67 feet), using glasses if necessary. If the person needs glasses
or contact lenses to do this, then they must wear them whilst driving.

It is also their responsibility to inform their line manager if they are experiencing eyesight difficulties.
Long term illness

Some medical conditions may affect entitlement to hold a driving licence for certain categories of
vehicles. Itist h e d resporeibililyso seek advice from their GP and inform their line manager of

the condition.

Driving under the influence of alcohol and illegal substances i See also legal and illegal
substances and alcohol policy.

All drivers are warned of the dangers of driving when under the influence of alcohol or illegal
substances.

The consumption of alcohol is prohibited during working hours and when engaged in driving activities.
Alcohol previously consumed (e.g. the night before) may still be present several hours later. Drivers
who are prescribed medicines by their doctor should seek advice whether they are likely to impair
their ability to drive or operate machinery. Drivers should always inform their line manager if a doctor
advises that they should refrain from driving whilst taking the prescribed medicine.

Drivers are reminded that driving or attempting to drive a motor vehicle on the road or other public
place, when unfit through alcohol or drugs or whilst their alcohol level is greater than that prescribed
by law, is guilty of an offence under the Road Traffic Act.

Smoking in vehicles

Itis illegal to smoke in a work vehicle that is used by more than one person or one that is likely to be
shared by another person. Therefore smoking in any company owned or hired vehicle is not only
prohibited, but is illegal.

Preparation before driving

1. Before commencing daily driving, the driver must check that their vehicle is roadworthy and
suitable for the work intended.

The following checks should be included:

a) check engine oil and coolant levels. (Note: topping up any of these items more frequently
than once per week suggests a fault and it should be reported to the relevant manager);

b) check auxiliary fluid levels (applies to specialist vehicles);
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c) check that tyres are correctly inflated and carry no apparent defects or damage and that
the tread depth is within the specified legal limit;

d) itisillegal to use a tyre that:
i. does not have a depth of at least 1mm in the grooves of the tread pattern throughout
a continuous band measuring at least three-quarters of the breadth of the tread and
around the entire outer circumference (and a visible tread pattern on the remaining
quarter);

ii. does not have a groove depth of at least 1mm in the tread pattern where the original
pattern did not extend beyond three quarters of the breath of the tread;

iii. is not suitably inflated for the use to which the vehicle or trailer is put;

iv. has a cut in excess of 25mm or 10 per cent of the section width of the tyre,
whichever is the greater, deep enough to reach the ply or cord,;

v. has a lump, bulge or tear caused by separation or partial fracture of its structure;
vi. has any portion of the ply or cord exposed.

2. ensure that all windows, but particularly the windscreen and rear windows are clean and that
the rear view mirrors are clean and correctly adjusted.

3. check the condition and operation of lights, windscreen wash / wipe, horn and warning
devices.

4. check that there is sufficient fuel to complete your driving tasks forthedayor any out
work.

5. immediately after moving off, check that your brakes are effective.
Defect reporting
Operators of vehicles are required to maintain their vehicles in a fit and roadworthy condition. One of
the key elements is the driver daily checks, which has to be carried out prior to the vehicle being used

and at the end of duty.

Maintenance

a) vehicles and plant only to be repaired and serviced by approved garages;
b) no unauthorised repairs or modifications to be carried out;

c) drivers must observe service intervals and submit vehicles for service when requested or if
noted that service interval mileage limit has been reached,;

d) itis unsafe to exceed service intervals;

e) drivers are to ensure that vehicles are kept in a clean and tidy manner in order to project
the image of the organisation to the public.
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Accidents

There is no legal definition on what constitutes an accident. The law is, however, very clear about
what must happen when accidents occur.

Most accidents are caused by lack of concentration, by failure to read the road ahead or to drive
defensively.

All drivers are bound by the various Road Traffic Acts and must comply within the general scope of
the Health and Safety at Work etc. Act.

The driver is duty bound by law to STOP where an accident on the road involving motor vehicles
occurs and there is:

a) personal injury;

b) damage to property;

c) injury to, or death of, certain domestic animals (horses, cattle, pigs, goats, dogs);
d) damage to property adjacent to the road;

Failure to stop and report accidents is an offence, which carries an obligatory endorsement of the
dr i ver 0s hbetween B-tOgenalty points. The driver may also be disqualified.

Drivers who are involved in a road traffic accident must take the following action.
1. Remain calm at all times.
2. Stop for long enough for the following to be carried out:
a) obtain from the other driver / drivers / persons involved, the following information:

b) name, address and telephone number of the other driver / drivers / persons involved
(including property);

c) name, address and telephone number ofotherdr i ver 6 s empl oyer i f
d) name and address of driver6 s i nsur er s;
e) details of other vehicles involved i.e. make, model, colour, and registration number;
f) name, addresses and telephone numbers of any witnesses;
g) name and number of Police Officer if present;
h) brief details of damage caused to or by any vehicles.
3. Give the driver(s) or any persons reasonably requiring them, the following particulars:
a) your name and address (business address is sufficient);
b) the name, address and telephone number of our organisation;
¢) the name of ourcompanyd s i nsur er s;

d) the registration number of the vehicle.
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4. If injury is caused, however slight, the Police should be called. (It is a legal requirement that
accidents involving injury must be reported to the police as soon as possible and no longer
than 24 hours after the event).

5. On no account admit liability or responsibility for the accident. This is in your own interest as
well as the organisations.

Remember, if subsequently proved to have violated any Road Traffic Regulations the driver may
have damages awarded against them, which may not be covered by the organisation® insurance.

6. Prepare a simple sketch of the scene of the accident before leaving and if possible take
photos, showing the position of the vehicles and / or persons involved and giving as much
information as possible e.g. stopping distances.

7. Complete the organisation& Road Traffic Accident report form (obtainable from HR or the
competent person) within 24 hours of the accident or the next working day, whilst details are
still fresh in your mind. Hand the completed form in to HR or the competent person.

8. Report all accidents to your line manager within 24 hours.

9. Should drivers be requested to produce vehicle documents and evidence of insurance to
Police, these can be obtained via the office and should be returned immediately afterwards.

Recovery after an accident or a mechanical breakdown

1. Drivers of JBS Mechanical Ltd vehicles should take the following action if their vehicle is
involved in a traffic accident or break down.

a) if a vehicle is damaged, making it impossible or unsafe to drive, the driver should contact
the following:

i.  during normal working hours the manager or supervisor;

ii.  outof hours contact the recovery company.

b) the following information will be required to enable assistance to be arranged:

i. the vehicle registration number and type;

ii. the vehicle location;

iii.  details of damage or condition as accurately as possible;

iv.  details of load, passengers and destination;

V. any other information that is considered relevant;

vi.  injuries to passengers / crew / or other persons.

c) if the driver is unhurt they will remain with the vehicle until recovery is complete unless
they are instructed otherwise.

d) should it be necessary for the driver to leave the vehicle they should ensure that the
vehicle and the load are made safe and secure as circumstances permit.

2. Should any driver of a broken down vehicle who has requested assistance as set out above,
subsequently succeed in restarting the vehicle, they should inform the recovery company and
their manager / supervisor before leaving the breakdown location.
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Personal earphones / headphones

The wearing of personal audio system e.g. MP3 player earphones / headphones whilst driving is
forbidden.

Protective clothing

All employees are to wear the appropriate issued clothing whilst carrying out their duties in line with
health and safety regulations.

Passengers

Drivers are forbidden to carry any unauthorised passengers in our company vehicles. Authorised
passengers are those persons employed directly by the company and any other person, agreed prior
to the journey being undertaken.

Code of Practice - Load security

The law requires the driver to ensure that the load is arranged and secured so that there is no
likelihood or danger, injury or nuisance either to other road users or the public. This includes not only
part of the load falling from a vehicle but also loose commaodities such as paper or sand being blown
from the vehicle. The load should be stable before being secured. The centre of gravity should be
kept as low as possible.

While loading, every effort must be made to obtain an even distribution of weight over the loading
platform. Heavy items should be carried along the centre of the vehicle, and in front of lighter items.
If the load is stacked heavy items should be placed at the bottom. Particular care should be taken to
avoid overloading i this can happen even though the gross weight limit of the vehicle is not
exceeded. If the load is made up of separate items it should be secured so that no single part can
move independently. Ropes and other lashings should be checked before use and should be
suitable for the job. Lashings should be attached to the proper anchor points.

Whenever the driver stops during a journey they will check that their load is secure, remembering that
rain can affect the tension and strength of some ropes and webbing straps.

Seatbelts

Seatbelts must be worn in any vehicle where a belt is fitted. However there are exemptions from the
law, which are as follows:

a) driving a vehicle when carrying out a reversing manoeuvre;

b) holding a valid medical exemption certificate;

¢) multi-drop operations.
When Goods vehicles exceeding 3.5 tonnes maximum gross weight are fitted with seatbelts drivers
and passengers have to wear them. Failure to comply with the law is an offence and carries a

substantial fine on summary conviction. Driving or riding in a vehicle without wearing a seatbelt is an
offence.
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Parking

I't is the drivero6s responsibility to ensure that

JBS Mechanical Ltd vehicles are not exempt from parking regulations and drivers should comply with
the rules and advice given in the Highway Code.

Drivers must not park where there are parking restrictions shown by yellow lines along the edge of
the carriageway. The periods when restrictions apply are indicated by signs either adjacent to the
kerb or on entry to a controlled parking zone. Use an authorised parking space if one is available.

Any fines or fixed penalty notices incurred through non-compliance are the sole responsibility of the
driver concerned.

Drivers should note that only in exceptional circumstances will exemptions be made i that is for
example, where statutory functions are being carried out. All vehicles should be parked with due
consideration to all road users to ensure that no damage occurs to pedestrians, other vehicles or

property.
Speeding

Under no circumstances are drivers of company vehicles exempt from obeying the speed limit and
road traffic regulations. At no point will a driver be expected to breach set limits in the undertaking of
their daily duties. Any resulting fines from breaking the speed limit will be the responsibility of the
driver.

Unattended vehicles

Under the Motor Vehicles (Construction and Use) Regulations the interpretation of the law regarding

l eaving motor vehicl es un #dleaveear chesd or pesmit to healdft, ofian 0 per s
road a motor vehicle which is not attended by a person licensed to drive it unless the engine is

stopped and any parking brake is applied. o

However, the regulations state the stopping of the engine shall not apply in respect of a vehicle that is
ibeing used to drive machinery forming part of or
other than driving the vehicle. 0

Our interpretation of this is that drivers should always be close to the vehicle when the engine is left
running.
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4.17.1 Mobile phone policy

We as a company understand that it is a specific offence to use a hand-held phone, or similar device,
when driving. The penalty is £100 plus 3 Penalty Points or up to £1,000 on conviction in court (This
is increased to £2,500 for drivers of vans, goods vehicles, buses or coaches). Drivers still risk
prosecution for failure to have proper control if they use hands-free phones when driving. This
includes making or receiving calls, pictures, text-messaging or accessing the Internet. Drivers must
pull over to a safe location.

The company drivers briefing:

a)

b)

e)

it is illegal to use a hand-held mobile phone or similar device when driving;

keep your mobile phone or other device switched off when driving and use your voicemail, a
message service or call diversion so that messages can be left for you when your phone is
switched off;

only use your mobile phone after you have stopped in a safe place. Never stop on the hard
shoulder of a motorway except in an emergency;

avoid taking calls on a hands-free phone. But if you must, say you are driving and end the
conversation quickly. Otherwise you will put yourself and other road users at risk;

on a motorway it is best to use a roadside emergency telephone, as the emergency services
will be able to locate you easily.

We as employers shall:

a)

b)

N.B.

not ask our staff to make or receive calls when they are driving;

if it is essential for our staff to be contacted when they are driving, we will ensure that
employees use voice mail, a message service or call diversion and to stop regularly to check
messages and return calls.

fiHands freed is the term us dingatevicedsech asra mabie
phone, Personal Digital Assistant (PDA) or notebook (that is normally handheld), without
holding or touching the handset. Some of these devices are fitted with a small speakerphone,
which amplifies the voice of the caller and so makes it possible to conduct a conversation on
the phone without holding it to the user's ear.

t

he

iHanfdrseed contr ol i s made e adesigned for aperatiom byivbice p h on

commands, which enables voice dialling and other menu selections to be made by the use of
the voice alone.
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4.17.2 Arrangements for site transport safety

The objective of this policy is to comply with the current requirements of the Workplace (Health,
Safety and Welfare) Regulations.

Traffic routes

We shall ensure that traffic routes in and on our premises are organised so that pedestrians and
vehicles can circulate safely. Workplace traffic routes will also be suitable for pedestrians and
vehicles using them. Where vehicles and pedestrians share a traffic route, they will be safely
segregated.

Safe traffic routes will:

a) be wide enough for the safe movement of the largest vehicle permitted to use them (including
visiting vehicles);

b) take vehicle height into account. e.g. when the body of a tipper vehicle is raised, potentially
dangerous obstructions, such as overhead electric cables, or pipes containing hazardous
chemicals will be protected using goal posts, height gauge posts or barriers;

c) be planned to give the safest routes between points;

d) avoid routes that pass close to unprotected fuel or chemical tanks, pipelines, unprotected road
edges, unfenced edges of elevated weighbridges, loading bays or excavations, or anything
that is likely to collapse or be left in a dangerous state if hit by a vehicle;

e) be constructed of suitable material for the location, the type of traffic, the size of the route, and
the ground or foundation it is laid on; and they will have firm and even surfaces, and be
properly drained;

f) avoid steep slopes. If steep slopes are unavoidable, they will be properly signposted,;

g) avoid sharp or blind bends;

h) be maintained to provide a good grip for vehicles and pedestrians.

Speed

We shall use fixed features (traffic calming features) to prevent drivers from travelling too quickly.
Traffic calming measures will be made clearly visible.

We shall impose a maximum speed limit on site after a risk assessment has been conducted.
Pedestrians

We shall ensure that pedestrians and vehicles are segregated and shall give consideration to the use
of protective barriers, clearly marked pedestrian and vehicle routes, and raised kerbs.

Where pedestrian and vehicle routes cross, well-marked and signposted crossing points will be
provided. Dropped kerbs where the walkway is raised above the driving surface shall be installed
where practical as will barriers, rails or deterrent paving to direct pedestrians to designated crossing
points.
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Signs, signals and markings

The company will place signs so that people have time to see them, and take appropriate action
before they reach the hazard. All signs will be clearly understandable, easily noticeable, clean and
well-maintained so that they are visible at all times.

Where overhead clearance is limited, we shall consider the use of warning signs. Reflective (and
preferably illuminated) signs will be used when they have to be visible in darkness.

Traffic routes will, so far as is reasonably practicable, be kept free from obstruction and from anything
that may make a person slip or fall. We shall ensure that the area is kept clean and free from
obstructions. Spilled loads, or anything that falls from a vehicle, used packaging etc. and anything
else that creates a hazard by falling or tripping over will be dealt with as soon as possible.
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4.18 Policy for the management of risk from manual handling activities

The objective of this policy is to comply with the current requirements of the Manual Handling
Regulations.

Exposure to manual handling risks

The company accepts that practically all employees will manually handle items as part of their job
and shall assess the competence of the employees involved, give training in proper manual handling
techniques to greatly reduce and indeed prevent damage through good practice 1 effectively lifting,
using the legs rather than the back.

The company has produced risk assessments of common tasks and will continue to risk assess
manual handling operations and reduce risks so far as is reasonably practicable. Suggestions to
reduce risk and better manage manual handling are welcomed.

The competent person will ensure that materials are handled as far as possible by mechanical
means. Where the use of mechanical means is impracticable, sufficient labour will be available to
handle any heavy or awkward loads and instructions will be issued on the handling of these loads.
All supervisors will be given training in the correct methods of handling and lifting loads.
Supervisors will instruct any employees in the correct handling and lifting of loads as required.

The competent person will ensure that safety footwear is worn at all times during manual handling
operations.

A young person will not be allowed to lift, without assistance, a load which is likely to cause injury.
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4.19 Electrical equipment

The objective of this policy is to comply with the current requirements of the Electricity at Work, the
17" Edition Wiring Regulations and the Provision and Use of Work Equipment Regulations.

All electrical equipment will be supplied, installed, maintained or used according to the relevant
Standards.

Temporary electricity supply and distribution will be planned according to the relevant standards. All
temporary supplies are to be installed by competent electricians and tested according to the IEE 17
Edition.

The company will ensure that all power tools provided for use comply with the relevant British
Standards. No power tools or electrical equipment of greater voltage than 110 volts (CTE) shall be
used unless special arrangements are made and discussed.
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4.19.1 Safe systems of work for isolation activities

Work control systems

Permit-to-work

Permit to work (PTW) systems are used within safe systems of work to authorise work of a hazardous

or non-routine nature on a plant. Control of isolations is normally part of a PTW system.

Comprehensive guidance has been published by HSE in Guidance On Permit To Work Systems.

Controlling work by procedures

For defined categories of | ess hazardous work of &
procedures / work instructions may be acceptable. For t hi s purpose, we interp
caution and its meaning is carefully and unambiguously defined and recorded in procedures.

Procedural control of isolation activity is likely to be appropriate only for fown isolationso .

Documentation

Sources of information

Company standards, procedures and reference information is accessible to all relevant employees

(including short-term contractors) involved in planning and conducting the work. Accurate reference

information is necessary for planning and conducting isolations. This includes:

a) piping and instrumentation diagrams (P&IDs);

b) process system schematics i unlike a P&ID these provide an overall view of the plant;
C) piping general arrangements and / or piping isometrics;

d) cause and effect diagrams; and

e) loop diagrams.

Af | i baf standard isolations schemes for frequently used isolations may be developed and
maintained. These schemes should be reviewed on every occasion that they are used.

Paper 4 dravairigs, procedures, isolation certificates, work packs, etc.

For all but the simplest plant, isolations are to be checked against the current P&ID and marked on a
suitable copy of the P&ID. If the current P&ID does not match the installation, the isolation
requirements will be reassessed and confirmed on a corrected P&ID, and the schematic will be
formally revised and reissued at the earliest opportunity.

Employees will use appropriate documentation, for example isolation certificates, to manage
isolations safely. Isolation certificates support a safe isolation procedure by documenting the status
of specified isolations, and are used as part of a PTW system, for example where the isolation work
required is not detailed on the PTW itself. Certificates and permits are to be cross-referenced.

We may elect to show more than one isolation on a certificate but may elect to use a separate
certificate for different isolation disciplines (e.g. mechanical, process, electrical, and inhibition of
control and safety systems). Isolation certificates may allow for more than one person performing
isolations within the same discipline. If separate isolation certificates are issued to cover different
disciplines, they will be cross-referenced and closely co-ordinated.
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This is particularly important where sequencing is safety-critical. Competent persons in the relevant
disciplines will cross-check the certificates to ensure that all isolation requirements and standards are
met. Records of work documents (risk assessment records, method statements, permits, isolation
certificates, etc.) will be maintained for a specified time after completion and then archived, to enable
effective monitoring, audit and review of the isolations systems.

Controlling interactions with other work / systems

Effective communication at all levels and between all parties is required, particularly at shift
handovers. On most plants, handover will be part of the PTW system and / or shift handover
logbooks.

Controls will ensure that isolation devices are not removed until the plant is in a safe condition.
Robust co-ordination and control of isolation devices is required when separate work groups rely
upon a common isolation, especially where employees are working remotely from any of the isolation
points. This will be administered via the permit to work system and controlled by multi-tagging and
multi-securing arrangements.

In areas with multiple responsibility, adequate control, security, monitoring and communication to
maintain the integrity of isolation devices will be controlled by the competent person. This will be
relevant:

a) where the isolation envelope involves long sections of pipeline and the isolation points are
remote from the actual work area and normally controlled by other parties; and

b) within a plant, where responsibility for a piece of equipment and for the location of that
equipment lie with different departments / sections.

Controlling changes
Reasons for change to the planned isolation scheme include:

a) changes imposed by the condition of the plant (e.g. where a valve is stuck open, the specified
depressurisation and purging cannot be achieved, or the testing of an isolation scheme gives
an unsatisfactory result);

b) changes to the scope of intrusive work as the work proceeds. The adequacy of the original
isolation scheme must then be reconfirmed as part of the reassessment of the new work
scope. This may require suspension of the work and controlling permits until the
reassessment is done and the revised isolation scheme installed. The work control permit
should then be revalidated or a new permit issued;

c) inability to complete a job (e.g. due to an increase in the scope of work once it is underway, or
the non-availability of spares). The adequacy of the isolation scheme over a longer duration
should then be reviewed. Where appropriate, long-term standard isolations should be
installed or, if safe to do so, the plant reinstated and the intrusive work reprogrammed; or

d) achange in the system pressure, e.g. where isolation has been applied under shutdown
(depressurised) conditions and plant reinstatement is proposed which will increase the system
pressure to levels greater than the isolation envelope can withstand.

Any change to isolation arrangements should be reviewed, re-assessed and authorised. The

modified scheme should be captured in the work control documents (e.g. isolation certificates and
P&IDs) to ensure full reinstatement at the end of the job.

JBS Mechanical Ltd / Safety Policy / revl 64 Policy expires 08.2017



© Outsource Safety Ltd Project ID: 16786

4.19.2 Safe Isolation Flowchart

Satisfactory?

Is the circuit or equipment
in service?

Yes

Satisfactory?

Satisfactory?

Dead Yes

Live

No
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4.19.3 Isolation Guide

O GUIDE TO ISOLATION PROCEDURE

Notes (also see notes overleaf)
(1) This guide gives information on safe working procedures for the

isolation of the supply of electrical energy to electrical

equipment.
(2) The example illustrated shows the minimum steps required to

A0C0TOEAN L®®®®®®i_

g _&._ 4 isolate the final circuits supplied by a single-phase consumer
}Eﬂfﬂgfai | unit. The consumer unit includes an isolator and circuit-breakers.
& 1»5 = "»&n 3| (3) When circuits are protected by fuses enclosed in a distribution
board, remote isolation of the supply to the distribution board

may be required.
Step 1 (4) HSG85 Electricity at work safe working practices gives detailed

guidance on devising safe working practices for people who
carry out work on or near electrical equipment.

(5) Guidance on voltage detection instruments is given in HSE
Guidance Note GS 38 - Electrical test equipment for use by
electricians.

Check it is safe and acceptable (with the occupier/user)
to isolate. If the isolator is an off-load device, remove
the load. Open the means of isolation for the circuit(s) to
be isolated and secure the isolating device in the open
position with a lock or other suitable means.

Step 2 =
Prove the correct operation of a suitable voltage UEDRIEHTY: .I“ ElIl= LUUJUJﬂICEICQI'OUpCOfﬂ

detection instrument, see note (5), against a known 1 TH

é‘:'tagessw;cz' SUChhaS that '"‘:ls"ited' @mon | For further copies of this guide telephone 0870 0130382
8p8.0.a0c. 7 210 SN overio or e-mail customerservice@niceic.com © Pocket Guide 5 rev 2 03/08
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