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1

Introduction

The purpose of this manual is to help both the company and it’s employees understand
clearly the health and safety management system. This will help to plan and undertake site
work cohesively, safely and to the relevant statutory standards to prevent accidents and
dangerous occurrences.

This manual is intended for use as a practical working document. The forms are designed for
implementation and are not just for reference only The company has appointed professional
independent health and safety advisors who should be contacted for guidance and assistance.
Their details are:

Bestsafe Ltd - Health & Safety Services, 1 Ferney Road, East Barnet,
Hertfordshire. EN4 8LA
Tel: 020 8361 0639

Email: info@bestsafe.co.uk

website: www.bestsafe.co.uk

External Professional Health & Safety Advisors and Consultants for the company

One fundamental aim of this document is to ensure that the company’s
employees/contractors are aware of their legal obligations and will be compelled to comply
as part of their contractual undertaking.

All significant activities, hazards and requirements are accompanied with simple practical
advice on safe working practices and conditions. This information will also provide a quick
source of reference for the company’s personnel when negotiating contracts and agreeing
upon safety procedures.

This manual will be made available to all the relevant staff of the company. Including site
supervisors and Directors.
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2

Company Health and Safety Policy

HEALTH AND SAFETY POLICY
COMPANY:

Capstone London Ltd

This document has been prepared by professional health & safety consultants:

Bestsafe Ltd -

Health & Safety Services,
1 Ferney Road,
East Barnet, Hertfordshire,
EN4 8LA
Tel: 020 8361 0639
Email: info@bestsafe.co.uk
website: www.bestsafe.co.uk
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Sect. 2 STATEMENT OF INTENT

(POLICY STATEMENT)

Capstone London Ltd will ensure so far as is reasonably practicable, the health, safety and
welfare of all it’s employees, contractors, customers and visitors. This document has been
prepared to define the way that this company intends to manage health and safety, and to
meet the requirements of the Health and Safety at Work etc Act 1974, the Management of
Health and Safety at Work Regulations 1999, the CDM (Construction, Design &
Management) Regulations 2007, and other associated legislation.
So far as is reasonably practicable, Capstone London Ltd will provide:





Safe premises and work places including access and egress from them.
Adequate information, instruction, training and supervision to enable the work to be
carried out safely.
Plant and equipment that is safe to use, handle and store; including article and substances.
Safe systems, working environment and procedures of work.

The company has appointed the Managing Director Mr Rory Watson to ensure highest
commitment and implementation of company health and safety policy. His duties are set out
in the policy document.
The company recognises the important contribution of all it’s employees and as such accepts
that it is the joint responsibility of management and all it’s employees to achieve proper
implementation of this policy. Individual duties are therefore set out clearly.
In acknowledgement of it’s responsibilities towards health, safety and welfare, the company
has appointed Bestsafe Ltd – Health & Safety Services as its competent safety consultant to
advise and assist.
This policy statement of the company will be displayed prominently on all its sites and
workplaces, and will be made available (on request) to any employee, it’s subcontractor, or
other persons in connection with its activities. The policy will be reviewed annually and
always updated within two years.

Signed:___________________________________
Mr Rory Watson
Owner / Managing Director
Corporate Person Responsible for Safety.
Copyright: Bestsafe Ltd – Health & Safety Services

Capstone

Date: _______________

rev: 1

April 2012

Page 6

Capstone Health & Safety Manual

ORGANISATION AND ARRANGEMENTS.
Sect. 2
2.1

ORGANISATION

General Comment

The Company’s organisation and arrangements have been set out systematically to explain
concisely how Capstone London Ltd will implement it’s Health and Safety policy.
Although, the company occasionally appoints subcontractors, the same degree of attention to
health and safety is ensured as its employees.
2.2 Organisational Chart

Capstone London Ltd– Safety Management Structure

MANAGING DIRECTOR
(Rory Watson)
(Overall responsibility for Health & Safety
BESTSAFE LIMITED.
(Health & Safety Consultants)
(Tel: 020 8361 0639)

Small Works Contracts Manager
( Tomasz Labedski)

OFFICE
(Toby Watson)
Company Secretary

Commercial / Production Manager
(Marvin Blunstone)

Site Foremen

Office Staff

Residential Building Works
Site Manager

Operatives & Subcontractors

Site Foremen

Operatives & Subcontractors
Copyright: Bestsafe Ltd – Health & Safety Services

Capstone

rev: 1

April 2012

Page 7

Capstone Health & Safety Manual

2.3

Responsibilities

2.31

The Managing Director, as the nominated corporate person will assume
responsibilities in the company as follows:

(a)
(b)

Initiate the firm’s policies for the prevention of injury, damage and wastage.
Know the requirements of the Health and Safety at Work Act 1974, other related
regulations, and ensure that they are observed across all its activities.
Liaise with the company’s Health and Safety consultants, Bestsafe Ltd, to
determine best practices, report any incidences and seek advice as necessary.
Make certain that in budgeting, at planning stages and at company board meetings,
allowance is made for equipment, material, manpower, adequate welfare facilities,
and other provisions as appropriate, in the interest of Health and Safety.
Ensure that staff reporting to him is competent and receive the necessary safety
training and information.
Ensure that all levels of staff receive appropriate training and induction.
Review the safety performance of the company at least once a year with the subordinates and/or the appointed competent safety consultant.
Institute proper reporting, investigation, and recording of accidents or injuries.
Ensure contact is maintained with relevant sources of outside safety advice at all
times via the appointed safety consultants and other sources.
Reprimand any member of the staff failing to meet the requirements of the policy.
Set a personal example of high standards and discipline.

(c)
(d)

(e)
(f)
(g)
(h)
(i)
(j)
(k)

2.32

The Commercial / Production Manager as the senior personnel overseeing projects
under his control will:

(a)

Take responsibility to ensure that the company’s health and safety is effectively
implemented on all projects including, planning, agreed safety procedures and
documentation.

(b)

Ensure that all staff on their sites are trained and competent to carry out their
roles competently; including subcontractors and any temporary personnel.

(c)

Know the requirements of the Health and Safety at Work Act 1974, the
Management of Health & Safety at Work Regulations 1999, and other relevant
Regulations, and ensure that they are complied with.

(d)

Ensure that his Site Managers are competent and receive the necessary safety
training, information and guidance to carry out their roles effectively.

(e)

Regularly visit the sites to monitor standards of health and safety, seek
improvements and report to Managing Director where additional resource is
considered necessary.
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(f)

Check to ensure that adequate provisions have been allowed for each new project
during tendering and that correct safety information is made available from
clients, planning supervisors or other third parties whose decisions may affect the
eventual site safety and health.

(g)

Seek clarification, ensure safety procedures are implemented and obtain advise
as necessary on health and safety issues from the company’s Health and Safety
consultants, Bestsafe Ltd.

(h)

Discipline any member of staff or subcontractors who fail to discharge
Satisfactorily the responsibilities allocated to them.

(i)

Ensure that necessary health and safety information is communicated including
safety bulletins.

(j)

Undertake measure to ensure that all subcontractors appointed, are first vetted for
their competency, debriefed from the outset for high standards of health and safety
expected of them and that their past performance will be used when awarding future
contracts.

(j)

Set a personal example of compliance with health and safety when visiting sites
by seeking at least one improvement from each visit.

2.33

The Site / Small Works Contracts Manager(s) is the nominated person in charge of
Health and Safety for sites under their control and will:

(a)

Ensure proper implementation of the policy on all sites and offices under his/her
control.
Make sure that all subordinates of these premises are clearly aware of, and understand
the policy.
Know the requirements of the Health and Safety at Work Act 1974, The Management
of Health & Safety at Work Regulations 1999, and other relevant Regulations, and
ensure that they are complied with.
Ensure that all levels of staff and operatives are adequately trained and inducted.
Periodically review the Safety Performance to maintain safe working practices, and
instruct staff to improve standards as necessary.
Reprimand any member of staff failing to discharge satisfactorily the responsibilities
allocated to him/her.
Always ensure that sites are properly secured with suitable hoarding/fencing, warning
signs displayed at entrances and unauthorised access is prevented.
Institute proper reporting, investigation and recording of accidents, injuries and
dangerous occurrences.
Liaise with the company’s Health and Safety consultants, Bestsafe Ltd, to
determine best practices, report any incidences and seek advice as necessary.
Ensure that members of staff are provided with all the necessary safety information,
registers, and facilities to discharge their responsibilities properly.
Retain correct records or update properly any site health and safety plans.

(b)
(c)

(d)
(e)
(f)
(g)
(h)
(i)
(j)
(k)
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(l)
(m)

(p)

Ensure that plant and equipment is inspected and records kept at the required interval.
Check & ensure that correct Risk Assessments, Safety Method Statements and any
other relevant safety documents are available, understood and implemented on sites
under their control.
Ensure that ‘inductions’, ‘tool box talks’ and ‘Permits to Works’ are undertaken and
suitable records are kept.
Make arrangements to ensure that the relevant Health and Safety Inspections of
equipment / tools are carried and records kept in the registers.
Set a personal example of high standard and discipline.

2.34

The Foreman will:

(a)

(o)
(p)

Know the requirements of the Health and Safety at Work Act 1974, and other
relevant Regulations, and ensure that they are complied with.
Ensure that the Line Manager’s instructions on Health & Safety are carried out
promptly and he/she is kept informed of progress or other pertinent matters.
Ensure safe working procedures are adhered to at all time within their routine control
areas.
Ensure adequate welfare facilities, first aid arrangements, and emergency
arrangements are adequate.
Ensure that at least one suitable fire extinguisher is available on site.
Maintain vigilance on projects to ensure the safety of staff against any hazards
created by them or others.
Make provisions for lighting, fire precautions/prevention, and storage of
material/plant.
Make arrangements for proper communication, co-ordination and supervision.
Ensure that any temporary works involving outside staff are managed.
Ensure that all accidents, dangerous occurrences, or near-miss incidents, are properly
recorded in site accident book, reported to the Line Manager, and
reporting/investigation complies with the RIDDO Regulations 1995.
Carry out regular inductions of staff using the training guides and keep signed
records.
Ensure that all staff under his control is adequately trained and aware of their Health
and Safety responsibilities.
Discipline any individuals for failing to comply with the Company’s Health and
Safety Policy/managing safety satisfactorily.
Encourage staff and peers to maintain a high level of personal achievement in setting
Health and Safety standards.
Ensure that site is kept tidy and good housekeeping is maintained.
Set a personal example of high standard and discipline.

2.35

All other employees (including office, stores, yard & subcontractors,) will;

(a)

Carry out work safely, paying attention to instructions received, correct use of
tools and wearing of personal protective equipment.

(n)
(o)

(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)
(j)

(k)
(l)
(m)
(n)
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(b)
(c)
(d)
(e)
(f)
(g)
(h)

Use provided safe working areas, access/egress and tools, avoiding deviations and
disregard for proper systems of work.
Report all accidents/ dangerous occurrences to appointed first aider, or other
nominated person.
Refrain from horseplay and abuse of welfare facilities.
Notify their line managers of any defects, dangerous situation or matter which could
represent an unforeseen hazard.
Make themselves familiar with the site first aid, fire fighting/emergency procedures.
Attend any site inductions, tool box talks, or other systems provided for on-going
training and communication.
Set a personal example of high standard and discipline.
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Sect. 3

3.1

ARRANGEMENTS

Risk Assessments

These will be undertaken for all significant tasks, to comply with ‘The Management of
Health and Safety at work Regulations 1999’. All assessments will be recorded and the
relevant persons will be made aware for their proper implementation. Following any
significant incident or investigation, the assessments will be reviewed.

3.2

Accident/Incident Reporting

The ‘Reporting of Injuries, Diseases and Dangerous Occurrence Regulations 1995’ will be
adhered to, ensuring that the necessary incidents are reported to the HSE within the
10 days specified period. In accordance with the company’s internal procedures, the relevant
accidents/incidents will be investigated and remedial actions will be implemented where
necessary. Any changes in procedures or systems of work will be implemented through the
appropriate channels of communications including advise from the company’s appointed
safety consultants.

3.3

Fire/Emergency Procedures

On every project, fire extinguishers and other fire fighting equipment as necessary will be
provided. Any emergency evacuation and third party emergency procedures will be made
known to all of the company’s employees, subcontractors and other personnel who may be
within its control. The company has ‘No Smoking’ policy across all it’s offices and projects.
A suitable fire alarm method will be deployed on all projects.

3.4

First Aid

On all projects, approved first aid kit and a suitably trained First Aider will be
provided/ensured, as named by ‘The Health and Safety (First Aid) Regulations 1981’.
It is the company policy to investigate all incidences requiring first aid treatment and record
such incidents in the accident book.

3.5

Plant/Equipment

The company is aware of ‘The Provision and Use of Work Equipment Regulations 1998’,
and will ensure that all work equipment provided, is suitable for work, checked, maintained
and generally safe. This includes any specialist equipment, portable electrical tools and
almost anything used to undertake the company’s operations.
Copyright: Bestsafe Ltd – Health & Safety Services
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3.6

Electricity

Not withstanding the nature of the company’s expertise and professional staff, it is
acknowledged that electrical risks may arise from many sources, including lighting and
electrically operated work equipment. To comply with ‘The Electricity At Work Regulations
1989’, and the associated guidelines, the company will use competent persons to carry out
any electrical work using low voltage tools and 110V. Regular PAT (Portable appliance
testing) regime will be deployed to ensure integrity of all 240/110 electrical tools. The use of
240V on sites is not allowed unless authorised by site management and used under accepted
safe procedures including including armour-cables and RCDs’.

3.7

Information

The Managers will furnish health and safety information to all his staff via the appropriate
channels including debriefings.
As appropriate, additional procedures and correspondences will be used to keep all the
relevant personnel of the company, up to date with changes in legislation, code of practices,
industry standards and product developments.

3.8

Control

The Managers will hold regular Health and Safety meetings, and communicate necessary
details to the Managing Director responsible for Safety. Minutes of such meetings will be
recorded and circulated to the appropriate personnel.

3.9

Training

All personnel working in, or who are responsible for activities where dangers exist, will be
provided with the necessary task-specific, or general awareness Health and Safety training to
recognised levels. No person untrained to recognised standards will be allowed to work
without supervision, nor permitted to carry out any tasks that could represent unacceptable
risks.
Regular updates and refresher training will also be provided following annual review as
considered appropriate by the Managing Director.

3.10

Inspections

Site Managers or their competent deputies will carry out regular Health and Safety
inspections of all activities, plant and workplaces under their control. Records of these will
be kept for inspection by the company’s Health and Safety Consultant, Director responsible
for Safety, Managers, statutory authorities and clients.
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3.11

Personal Protective Equipment (PPE)

The ‘Personal Protective Equipment Regulations 1992’ will be fully complied with by the
company.
Safety helmets, footwear and gloves will be readily made available for the appropriate tasks.
Additional protective equipment will be supplied and enforced depending on the
requirements. Compliance checks will be carried out to ensure that PPE is effectively used,
maintained and replaced.

3.12

Expert Health and Safety Advice and Support

In order to comply with ‘The Management of Health and Safety at Work Regulations 1999’,
the company has appointed Bestsafe Ltd, Health & Safety Services as it’s Consultants to
visit premises, provide training and generally advise as agreed.

3.13

Hazardous Substances

The company will use substances that are safe so far as is reasonably practicable. However,
all substances considered to be hazardous, will be used in accordance with The Control of
Substances Hazardous to Health Regulations (COSHH), using a system of assessments.
Where possible, non hazardous substances will be used so far as is reasonably practicable.

3.14

Employees Consultation

The company recognises its obligations under various consultation regulations and the
mutual benefit of feedback and employee morale.
Employees of the company will be encouraged to participate and consult on new initiatives
or significant changes affecting Health and Safety. This will be ensured via Health and
Safety meetings and/or regular informal briefings.

3.15

Manual Handling

Compliance with the ‘Manual Handling Operations Regulations 1992’ will be achieved by,
first selecting material and equipment which is safe to handle wherever possible, secondly,
by utilising available mechanical aids and training/information. Assessments of all
significant items are separately carried out and made known all the relevant personnel. No
personnel will be expected to lift, pull or push anything beyond their physical capabilities.

3.16

Protection of Public and Visitors

All visitors and customers to the company’s projects will be generally afforded the same
levels of health and safety importance as the staff. Where abnormal presence of personnel
not employed by the company is required, including members of the public, they will be
afforded the necessary protection through proper planning and controls.
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3.17

Health and Hygiene

Dust, noise, biological/physical agents and other environmental risks, will be managed in
accordance with the appropriate legislation, including the ‘Noise at Work Regulations 2005’
and the various codes of practices applicable to the company’s activities. The company will
check for any particular operatives with pre-disposed health conditions such as diabetes and
ensure that the first aider is aware of them.

3.18

Lifting Plant/Equipment

The company recognises the importance of proper selection and use of lifting equipment and
plant, to comply with the ‘Lifting Operations and Lifting Equipment Regulations 1998’. Any
such equipment and tackle will be checked for valid tests / thorough examination certificates
prior to use by competent personnel. No equipment will be used unless it has a valid
corresponding SWL (safe working load) marked on it.

3.19

Contractors & Subcontractors

Prior to commencing work on premises, all new contractors employed or under the control of
the company, will have been given the necessary Health and Safety information, sent the
vetting form and have their competence evaluated /approved. The company will ensure that
the agreed procedures are implemented on projects and carefully monitored.

3.20

Safe Access

Not withstanding the nature of the company’s primary objective of working in a hazard-free
environment, all working platforms be it mobile towers or scaffolding where there is a risk of
falling, will be protected with guard rails, toe boards and intermediate ground rails, to restrict
gap to a maximum opening of 470mm. Stairs and ladder-points will be kept clear to ensure
safe access/egress. The company will use Scaffold Schedule and Project Execution Plans as
necessary.

3.21

Refurbishment

The company is aware of additional risks involved in such operations requiring precautions
against fire, emergency procedures, asbestos, hidden services, lighting, housekeeping and
those associated with restricted/confined areas. Prior to starting the projects, pre-start health
and safety checklist will be completed to plan such operations.
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3.22

Permit to Work (PTW)

High-risk areas requiring a high degree of control, such as work near live electrical
conductors, railway-lines and near water, will be undertaken using a proper system of work
including “Hot Work Permits”.

3.23

Buried Hazardous Services

All available practical methods will be used to avoid incidents involving buried hazardous
services. Ex-Statutory authorities drawings, Designer information and ‘cable locating tools’
will be fully utilised where necessary to avoid inadvertent contact. Under no circumstances,
operatives will be permitted to work adjacent to unprotected/isolated services.

3.24

Safety Signs

Only recognised Safety signs will be used, which comply with the ‘Health and Safety (Safety
Signs and Signals) Regulations 1996’. In accordance with the client’s requirement, the
necessary warning signs will be used to highlight hazards and maintain control. Suitable
safety warning signage will be displayed on every site entrance.

3.25

Violence at Work/Security

The company is aware of such growing risks, and will agree the necessary security issues on
each project as required. The Managers will exercise disciplinary or contractual sanctions as
appropriate for each incident.

3.26

Mobile Phones

The company is aware of risks associated with the use of mobile phones at work. Mobiles are
strictly forbidden in high risk situations including when operating plant, driving unauthorised
company vehicles, machinery or during actual work on scaffolds. Their use during work
periods will be kept to minimum and employees will be encouraged to use during breaks and
preferably using text messages where absolutely essential.

3.27

Lighting

Prior to any work being carried out, checks will be made for adequate lighting to ensure that
operatives can safely walk and carry material; particularly on staircases and other designated
walkways considered essential. Temporary 110v lights will be made available in such
locations.
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3.28

Young Persons

Any person under 18 years of age engaged with the company’s activities, will be given
proper considerations during their appointment and training by the Managers. Assessments
will be carried out to identify loads, tasks and others factors to avoid exposure to significant
risks.

3.29

Design

Occasionally, the company may be involved with some aspect of design. In all these
situations, competent persons will be employed to design to the required British, company’s
own Quality Manual and other recognised standards. Where specialist systems are designed
by third party, the company will obtain ‘designers risk assessments’.

3.30

Construction, Design & Management

On most residential projects, the company is appointed as the main contractor, however
occasionally the company may be required to act as Principal Contractor under the CDM
(Construction, Design & Management) Regulations 2007. In such situations, the company
prepare ‘Health and Safety Plan’ and ensure all aspects of co-ordination including resources.
As a subcontractor, the company co-operates in furnishing information, takes note of all
requirements and safety rules necessary to implement the Health and Safety Plan on each of
the project.

3.31

Falling from heights

The company acknowledges the requirements of the “Work at Height Regulations 2005”, and
will prevent falls by planning, organising and assessing risks to ensure that only competent
personnel is allowed to work at heights where necessary. Any equipment provided be it
ladders or other proprietary systems, it will be properly used, maintained and inspected.
As a general rule, no personnel will be allowed to work at height where the risk of falling is
present with out the use of proprietary protective platforms be it scaffolds, mobile towers or
MEWPS.

3.32

Occupational Stress

In the modern workplaces, where many socio-logical, internal and external factors could give
rise to stress at work, the company is aware of such issues and will take serious steps to
protect it’s employees.

3.33

Welfare provisions

The management of the company fully recognise the value of proper and timely availability
of welfare facilities on each of its project including hot running water for washing. The use
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of temporary facilities will be kept to absolute minimum and where reasonably practicable,
mains connected services will be made available.

3.34

Underpinning / Structural Repairs / Basements

The company recognises special risk in underpinning and structural repairs. Each project will
be closely assessed and Professional Engineers will design suitable measures to ensure that
excavations or structures are safely created for repair works in accordance with ASUC
(Association of Underpinning Contractors) guidelines.
Basements represent specialist hazards including restricted access, structural supports,
ventilation, working in confined spaces and handling of heavy steel. The company will
undertake additional safety measures to plan such operations.

3.35

LPG / Gas Safety

The explosion / fire risk associated with the misuse of gases stored in pressurised canisters /
bottles is well understood by the company. At all of its premises, the company shall
endeavour to keep these to minimum. Where required, LPG /gas bottles will be stored in a
sound ventilated area, bottles kept upright/secured against suitable fixed structure or
proprietary mobile trolleys. All unused bottles shall be kept in a secured cage with the
appropriate warning signage.

Where gas plumbing work is required to be carried out, the company will only employ
approved GAS SAFE registered personnel, and ensure that the necessary certification /
checks are carried out.

3.36

Piling

The company acknowledges the unique risks posed by the piling operations. Steps will be
taken to ensure that ground conditions and any buried services are determined to avoid
inadvertent contact with any piling operations. Any moving parts on the piling rigs will be
guarded and only competent operators allowed to operate.

3.37

Lone Working

The potential risks to lone workers in offices or on projects is always managed by careful
planning and evaluation of each situation. Where possible, lone work is avoided and team
work is preferable. In rare situations where is lone work is necessary and unavoidable, the
Managers will ensure that suitable arrangements are in place before allowing the individuals
to commence work. To mention few examples, this could include, security-reporting at
agreed intervals or remote bleeper systems.
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3.38

Hand Arm Vibration

It is the policy of the company to adhere fully to the Control of Vibration at Work
Regulations 2005. Whilst recognising the transition period allowed under the regulation until
2010 to ensure that every equipment or process conforms, the company endeavours to work
within the requirements with immediate effect.
The company understands that the daily exposures from mechanical vibration to which
workers can be exposed during a working day; normalised to an 8-hour period must be kept
to minimum and within the limits specified in the regulations.
The effects of vibration on different parts of the body are well understood by the company,
and it will ensure that the lower limits for whole-body compared to hand-arm are correctly
assessed and monitored.

3.39

Noise

It is recognised that prolong exposure to high noise levels as prescribed in the Noise at Work
Regulations 2005 , can cause hearing loss to personnel, and be general nuisance to the
surrounding environment. The company will always minimise the noise levels wherever
reasonably practicable and ensure that the appropriate actions are taken including suitable ear
protection and noise barriers. As a general rules, any tasks involving noise levels of 80dba or
more, will be carried out using suitable ear protection.

3.40

Asbestos

The company is aware of the risk from asbestos exposure at work from inadvertently
disturbing unknown material that may present in buildings. In accordance with the
requirements of the Control of Asbestos at Work Regulations 2006, asbestos reports will be
ascertained where asbestos is suspected, and if required, removal will be carried out by
licensed contractors.
When the demolition of domestic garages is to be carried out, asbestos corrugated roof sheets
and any other associated elements are always removed by asbestos licensed contractors. The
operatives are made aware asbestos from training courses, tool box talks, information sheets
etc to highlight any suspect asbestos if discovered during normal activities. In these
situations, the area will be quarantined, surveys carried and the appropriate actions will be
taken.

3.41

The Corporate Manslaughter & Corporate Homicide Act 2007

The company is aware of the importance of corporate governance and impact of senior
management’s decision on the company’s operations and consequently health and safety. As
such, the company’s health and safety management systems have been reviewed to ensure
clarity of decisions, records keeping and close monitoring.
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Following a serious accident or a fatality, the company’s appointed safety advisor will be
contacted immediately to investigate the incident and generally represent the management in
relations to enquiries by the Police, HSE, Insurers and other affiliated authorities.

3.42

Drugs & Alcohol

The company does not allow any personnel to be under the influence of illegal drugs or
alcohol whilst at work. All employees are closely monitored by their supervisors to detect
any obvious signs of drugs/alcohol related behaviour. Where individuals are clearly found to
be under the influence, they will be requested to leave the site immediately and the
appropriate disciplinary measures will be taken.

3.43

Non-English Speaking Personnel

In an ever dynamic employment market, the company recognises the value of highly skilled
workforce from other non-English speaking countries. Employees and/or contractors who are
employed in this category shall be given high priority to ensure that they are not
disadvantaged over their health and safety. Careful selection, induction, suitably translated
safety documents and competent local supervision will be used to protect such personnel.

3.44

Roadside Safety & Unloading

It is recognised that occasionally, plant and equipment will be off-loaded from vehicles
directly from roadside where hazards from other moving vehicles may be present or to
passing pedestrians near the work areas. In all such situations, the Contract Managers will
plan, segregate and use the appropriate control measures to manage the risks.

3.45

Public / Children Safety

The company recognises that due to the nature of it’s activities of carrying out work on
residential areas, the importance of ensuring safety of public/children is constantly appraised
on each project. Suitable physical measures will be taken to prevent access to children.

3.46

Offices

The company recognises the safety in offices that use electrical equipment, store files at
height on shelves and the importance of fire/emergency procedures.
All workstations will be assessed for DSE Regulations 1992 compliance and employees
made familiar with the fire / first-aid arrangements. All electrical equipment will be PAT
tested annually and records kept.
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3.47

Health & Safety (Offences) Act 2008

The company Directors and management are aware of this act and how they could be
personally liable for unlimited fines and imprisonment for up to 2 years even for even
relatively lesser incidents. Moreover, the management understand that minimum fines
threshold has been raised in the courts. All reasonably practicable measures will be taken to
protect personnel including those that may be harmed by the actions of fellow workers. The
measures will include suitable safety management plan for pro-active accident prevention.

------------------------- END -------------------------------

General Note:

This document should not be read in isolation. It is supported with
comprehensive safety management systems including safe working
procedures and guidance for employees/contractors.
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3

Risk Assessments

CONTENTS PAGE

RA No.

TITLE

1
2
3
4
5
6
7
8
9
10
11
12
13
14

Trestle / Ladders
Screeding
Electrical equipment (offices)
Falling Objects
Installing roof trusses
Oxy-Acetylene welding
Vehicles (un/loading)
Skillsaws
Excavations
Flammable Material use
Joist & Staircase installation
Portable Electrical equipment
Scaffold
Demolition of domestic garage / small
outbuilding
Falling from heights
FLT
Mobile Crane activities
Underpinning
Crack repair at height
Piling

15
16
17
18
19
20
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RISK ASSESSMENT

Serial No. 1

HAZARD:
Use of ladders, trestles and bandstands leading to collapse, trip or fall.
LOCATION/SITUATION OF HAZARD:
Ladders to scaffolds & internally.
Trestles & bandstands inside the buildings
LIKELY INJURIES / LOSS:
Falls causing potentially serious injuries including fractures & concussion
PERSONS/GROUPS AT RISKS:
All operatives (including subcontractors) and trainee
RISK ASSESSMENT RATING:

(Risk Factor = Probability x Severity)

RISK FACTOR = : 5
Risk Levels:

LOW: 1-4

MEDIUM: 5-7

HIGH: 8-10

CONTROL MEASURES TO REDUCE RISK TO ACCEPTABLE LEVEL:
•
•
•
•
•
•
•
•

Check that ladders/trestles are in good order before use.
Use on firm, level base & away from unprotected leading-edges
Ensure that work platforms are at least 3 boards wide (600mm)
Adequate board support on bandstands and safe access is provided.
Ladders angle to be correct; ideally 75deg, adequate overhang of 5 rungs, tied and
rungs not slippery.
Do not work off ladders for prolonged periods or carry heavy objects.
For short uses, get ladders to be footed by a colleague.
Do not overload trestles with material.

Assessment undertaken by:________________________

Date: ____________

Approved/Agreed by: _____________________________

Date: ____________

(Company Representative)
Bestsafe Ltd, Health & Safety Consultants, 0208 361 0639,
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4

Safety Method Statements
PILING ‘SAFETY METHOD STATEMENT’ (SMS)

Name of Site Supervisor:………………………………………………………………………

1

Client:

2

Location /
Project

3 Description
Of Work:

Piling (including pre-augered driven & rotary) as per site contract / order / specification.

4 Estimated
Duration
Of Work:

5 Duties of
Supervisor:

6 Equipment
to be used
& controls:

To oversee the piling operations safely, competently & within the agreed safety measures. He will ensure that
operatives are given sufficient instructions, supervision, training & information to carry out their tasks safely.

Piling rig, welding equipment, various hand tools, casing/tubes, piles & other ancillary equipment.
All equipment will be tested, examined & carry the necessary statutory inspection records.
Prior to piling rig being taken onto site, checks will be made for soft/uneven ground & sufficient piling mat
will be ensured. Also, any buried services will have been identified & demarcated / protected on ground.
Competently trained person shall only use the equipment including welding where the risk of ‘arc-eye’ shall
be controlled using shields/eye protection.
Site foreman to liaise closely with the Manager to ensure safe co-ordination of work activities.
Due diligence will be afforded to other sub-contractors likely to be affected by underpinning activities.
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7 Chemical to
Main hazards/agents are:

be used &
precautions
against
health risks:

8 Safe Access
will be by:

Concrete / lime-burns.

Ear defenders, dust masks, gloves and other PPE shall be provided as necessary.
Also, work clothes will be removed at the end of each working day.

A minimum of 2-0m safety barrier will be ensured around the work area.
Prior to starting work, operatives are to carry out daily checks to ensure that the equipment is in good
condition and in a safe working order.
Operatives shall keep clear of drilling head at all times whilst in use.
Roads, footpaths & other egress routes will be checked daily to ensure they are free of debris, mud etc. If
found to be unsatisfactory, The Foreman will be notified for remedial actions.

9 Work area
will be segregated or
cordoned by:

As necessary work areas will be secured using agreed methods signage, fixed barrier, banksman etc
Overhead & nearby structures shall be delineated with suitable buffer zones ie warning tapes.
All work areas shall be properly secured at the end of each working day to prevent unauthorised access ie
children.

10 Personal
Protective
Equipment
to be worn:

Helmets, toetectors, gloves, hearing protection & high visibility are fairly standard requirements, however,
these will be assessed for each project.
Safety helmets and safety boots to be worn at all times.
Dust masks and goggles to be worn as / when necessary ie when using dust-creating rotary equipment.
Site foreman to ensure operatives wear the appropriate PPE & discipline if required.

11 Material./
chemicals
will be safely
used &
stored by:

All material will be safely stored, removed at the end of each work period & away from any designated
walkways. The company places high value on housekeeping standards.
Surplus materials to be returned to storage areas and waste / debris to be swept up and removed at the end
of each working period, or more frequently as necessary, to ensure walkways and working platforms
remain clear.
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12 Other site
specific
measures to
be taken for
significant
risks
will be:

Lifting injuries:

Heavy equipment or material ie tubes shall only be lifted using
mechanical means.

Trip wires:

Emergency trip wires will be kept under tension & operational.

Holes:

All holes created by piling will be backfilled / covered over night to
prevent children / pets falling into them.

Noise/vibration:

After the first few piles, checks will be made to ensure that no adverse
affect is taking place on any nearby structures.

(For more detailed measures, please refer to section 13 below & refer to company’s manual)

13 Reference
documents to
used with
SMS.

This SMS should be read in conjunction with other company’s safety documents as follows:
1

2
3
4
5

H & S Policy.
Risk Assessments.
Safe systems of work (ie Inductions, Tool box talks, Training, Ext. safety Consultant’s
visit / inspections etc).
Company’s QA procedures.
Relevant drawings.

This Safety Method Statement is prepared, checked and will made available to all the
relevant personnel via a debriefing / induction.

The SMS has been prepared & approved by:

Signature:------------------------------------

Name(in block letters)--------------------------------------------
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5

COSHH Assessments
CONTENTS

1

Epoxy Resin

2

Cement

3

Silicon Sealant

4

Solvents & Paints

5

Mineral wool

6

MDF

7

Treated Timber

8

Intumescent Mastic

9

Evo-Stik Foam Filler

10

Paslode Fuel cell
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COSHH ASSESSMENT
Epoxy resin-based products

PRODUCT:

COMPOSITION /
INGREDIENTS:

(supplier: various, eg SBD, Weber)

Usually in liquid forms with powder fillers /hardeners mixture used to initiate

APPLICATIONS/USES:

For crack-repairs related used in the building / construction industry.

Highly flammable, local vapour build-up could explode & may cause skin

HAZARDS:

RISK (‘R’ number):

Usually R10,20,36-38,43

(Hardeners: R21/22, 43)

Both Resins & hardeners – Liquid form, fillers- fine powder,
KEY CHEMICAL/ PYSICAL
PROPERTIES:
--------------------------------------------------------------------------------------------------------------------------SAFETY CONTROL MEASURES TO USE PRODUCT TO ACCEPTABLE CRITERIA

Handling/storage

Fire fighting

First Aid

Irritant, sensitising,
flammable.

All types of fire
extinguishers
acceptable
EXCEPT
WATER.

Eyes – Wash with water &
medical advice

Keep away from
ignition sources, store
under cover, good
ventilation & treat as
diluted petrol.

others

Empty containers &
spilt material should
be disposed in
accordance with local
requirements.

Use in well ventilated
areas & avoid vapour
Formation.
Wear gloves, goggles,
Work clothing & dust
Mask when mixing
Powder.

Health & Safety Training RecordPrevent
/ Programme

___________________________________________


Oct 2004





Within 2 years from: 20/11/11

Copyright: Bestsafe Ltd – Health & Safety Services






Jan 2005

Take precaution against
Static discharges.

20th Nov 2011

Date: __________________




July 2006



CDM Regs

No smoking / naked
Light nearby.
Coshh

Date:

Keep containers tightly
Closed.

Risk
assessment

Supervisors
safety

Safety of eyes

Ingestion- rinse mouth with
Training
Courses
Attend Waste
or
to-attend
water,
medical
advice, no
adhesives
fall
ed () within scope
()
date
induced vomiting.
of–The
Special waste
Regulations 1996 (&
amendments)

Assessment undertaken by: Mani Hussain, Safety Consultant, B Eng, CFIOSH
Approved/Agreed by:
A. Example
1 Representative)
(Company
Assessment
2 Review date:

contamination of soil
& drains. Use
absorbent material to
soak-up spills.

Abrasive
wheels

Safety
awareness

First aid

Name

No

Store in original
containers.

Inhalation – remove to fresh
air

Electrical
safety

Keep away from
oxidizing material.

Fire fighters
must wear full
breathing
apparatus

Manual
handling

6

Skin – Remove with suitable
cleaner (no solvents), wash
with water/soap.

Waste/disposal


Oct 2005

(unless informed by supplier over product / application changes)
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Health & Safety Training Record / Programme

1

A. Example


Oct 2011








Jan 2012




July 2012

2
3
4
5
6
7
8
9

10
11
12
13
14
15
16
17
18
19
20
21
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CDM Regs

to-attend
() – date

Risk
assessment

Abrasive
wheels


or

Supervisors
safety

Attend
ed ()

Safety of eyes

Courses

Manual
handling

Safety
awareness

First aid

Name

No

Training

Electrical
safety

6


Oct 2012
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7

Accident & Dangerous Occurrences records/analysis –
for last 3 years

Year

Accidents
Minor

Dangerous
Occurrences
HSE reportable

2011
2010
2009

Analysis – Incident rates(IR) & Frequency rates(FR)
TOTAL

TOTAL AVERAGE No.

TOTAL HOURS

INCIDENT

FREQUENCY

ACCIDENTS
(over 3 days)

D.O

WORKED

RATE

RATE

Year
EMPLOYEES

2011
2010
2009

Note: IR = Total No Accidents * 100,000 / Ave no of employees employed
FR = Total No Accidents * 1000,000 /Total hours worked in year
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SUMMARY - Accident Reporting & Investigation
Procedure
ACCIDENT REPORTING SEQUENCE
1

Accident requiring First –Aid / Ambulance must be investigated & accident
form/book completed by the Site Manager.

2

Where hospitalisation is required, casualty’s personal aspects are given priority
including notification of next of kin.

3

Site Manager must attend to the scene of accident immediately or at the latest within
24 hr of notification to determine facts and ensure the situation/practice is made safe
to prevent further incidents.

4

The Site Manager must contact company head office to notify their line manager, and
external appointed safety consultant.

5

A formal reporting is carried using the company’s ‘Accident Reporting Form’.

6

Investigation is carried to determine cause, contributory factors, statements,
photographs, RA / SMS’s, records etc.

7

Company Head office /line manager will notify insurance company for serious
incidents.

8

With the advise of the safety consultant, the site manager should notify (if required) n
HSE if necessary within 10 days using prescribed forms F2508.

9

Company H&S management, RA’s etc are reviewed for any improvements.

10

Relevant employees notified of incident & procedural changes via bulletin.

11

Key items discussed at induction, Tool Box Talks & meetings.

12

If required, key /recurring factors are identified as weaknesses and safety training
programmes are devised & systematically implemented.

ACCIDENT REPORT FORM (ARF)
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Accident site: ______________________________________________________________________

INJURY DETAILS
Surname

Forenames

Date of Accident

Time of Accident

Date of Birth

BACKGROUND DETAILS
Home Address

Normal Job

Job at Accident

Accident Location

Employee/
contractor

Nature of
Injury:____________________________________________________________________________

First Aid Treatment
Received:

______________________________________________________________
______________________________________________________________

Employees Account:

Signature & Date

INVESTIGATION CHECKLIST (Tick box below if true)
Site inspected?

Witness statement?

Correct PPE Worn?

Task authorised?

Task being carried to agreed safety
method?

INVESTIGATOR’S REPORT – VERFICATION, REASONS, CAUSES ETC
Investigator’s Name: _______________________________________ Job title: ___________________________
Explanation / comments

TYPE OF ACCIDENT
Minor
F2508
Near miss
Major
Fatal

CONCLUSION

GENERAL COMMENTS:

Unsafe act
Unsafe
Condition
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8

Contractors Vetting form (evaluation form)

Sub-contractor:
Trade / Activity:
Initial Site:
S U M M AR Y

Rec’d:

This form is used as a record of vetting for each contractor used by the company.:

Pass - organisation appears to have safety adequately managed with sufficient resources allocated.
Passed with verifications - Health and Safety arrangements appear to be partially addressed.
However, approval is given subject to the general comments given below.
Failed - Organisation does not appear to have a sufficient level of health & safety management.
Assessed by:

Signature:

Date of feed-back

…………………………………

ACCIDENT RECORD
Low - few accidents

Average

High - cause for concern

COMPANY’S EXPERIENCE IN THIS FIELD OF WORK
Highly experienced

Average

Inexperienced

SUMMARY OF REFERENCES OBTAINED
Good

Average

Bad

N/A

MEMBERSHIP OF APPROVED TRADE ASSOCIATIONS
Yes

No

N/A

Required standards:

INSURANCE DETAILS

Certificates available

Invalid certificates/not available

TRAINING
ARRANGEMENTS

Adequate

Not adequate.

Requirements:

HEALTH & SAFETY POLICY
Appears to be in place, implemented, and understood.
Questionable. May not have a Health & Safety policy or may not be properly implemented.

9

Tool Box Talks

- SCHEDULE
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SUBJECT

PROVIDER

DATE

TIME

VENUE

SIGNATURE

Driving fork-lift trucks
Accident reporting & first aid
Electricity
Fire
Safe work at heights
Housekeeping
Hazardous substances &
hygiene
Manual handling & storage
Plant & equipment
Personal protective equipment
Accident prevention &
investigation
Buried services
Protection of eyes
Excavations
Hand held tools
Public safety & security on sites
Road & street works
Safe access to scaffolding
Slinger /signaller
Stanley Knives
Health and Safety at Work Act
1974
General Safety Legislation
Mobile Scaffold Towers
Safe Stacking of Materials
LPG and Compressed Gases
Abrasive Wheels
Road and Street Works
Mobile Elevating Work
Platforms
Legal Duties of Employees
Method Statements and Risk
Assessments

SITE SAFETY TOOL BOX TALK
C H E C K L I S T

T O

B E

U S E D

B Y

T O O L

B O X

T A L K
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HAND HELD TOOLS
1)

Along with using hand held tools, maintaining them is all part of taking care of your own health and
safety.

2)

You must ensure that you use the correct tool for the job in hand. If you do not have the correct tool
DON’T IMPROVISE. To misuse a tool, or to use the wrong tool, is inviting accidents and injury.

3)

When using sharp tools such as chisels and Stanley knives etc., always ensure that hands are kept
behind the cutting edge and that all cutting is done away from the body.

4)

When using hammers make sure that they are the correct type and weight for the job. Always check
that hammer heads are secured to the shaft.

5)

Never use files without handles fitted, otherwise it could result in a serious hand injury being
sustained.

6)

Never strike or use a files as levers, it could cause them to shatter.

7)

When using spanners to tighten or loosen nuts, ensure they are the right size, type and properly fit over
the nut. This will prevent the spanner slipping and causing hand injuries.

8)

Never use screwdrivers, sharp ended tools or knives on work held in the hand.

9)

Chisels and punches with mushroomed heads must be ground down to prevent splinters of metal flying
of during use.

10)

Keep all cutting tools sharp. This will alleviate the need for the use of excessive force or pressure
required to use a blunt tool, and reduce the risk of it slipping and causing injury.

11)

Always return tools to your tool bag or box after use. Do not leave them lying around where they
could become a hazard to others.

12)

Ensure that all sharp tool edges are protected when in bags or boxes and when carried on tool belts.

13)

Never carry sharp, unprotected tools in pockets.

14)

Tools that are damaged or worn beyond repair should not be used.

15)

When working with hand tools always ensure that appropriate Personal Protective Equipment (PPE) is
worn for the job in hand, e.g. gloves, goggles, masks, etc...
REMEMBER, GOOD TOOLS
MEAN FASTER & SAFER WORK

10

Health / Safety Policy & PPE Issue Record Sheet

Note:

The full policy on PPE is outlined in the company Health & Safety Policy. All employees &
subcontractors of the company are issued or are expected to wear the correct PPE for a given task. The
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Ear
protection

Signature
recipients

Other:

High
visibility

Boots

Gloves

Overalls

Of
Note:

Helmet

H&S
Policy

11

PPE
Storage &
Review
Agreed ?

Issued

Name

Date Of
issue

Items

Eye
protection

task must have been assessed for the lowest possible risk & in accordance with the PPE Regulations
1992.

PAT (Portable Appliance Testing) Form
It is company policy that all 240/110v portable appliances & tools are tested every 3 months. Any items not displaying a valid PAT
test tag are liable to be removed from use.
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Site:

_________________________________________________________

Supervisor: ____________________________________________________
PERIOD FOR WHICH THIS LOG-SHEET RELATES: (CIRCLE AS APPROPRIATE)
January – March

April – June

July – September

October – December

Name, address & telephone number of person / organisation carrying out the PAT testing:

________________________________________________________________________
PAT TESTER’S SIGNATURE: _________________________ DATE: _______________

Item
No

12

TOOL / APPLIANCE

OWNED BY

(description, make, voltage etc)

PAT TEST /
TAG REF NO.

PASS /
FAIL

TEST
DATE

Fire Plan & Fire Assessment

(for use on maj or locations only)
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Site: ______________________________________________
Address: __________________________________________
__________________________________________

KEY DETAILS

Fire Safety Co-ordinator (FSC): ____________________________________
Deputy Fire Safety Co-ordinator:
(on larger sites only)

---------------------------------------------------------------------

Fire Marshall (1) : ___________________________________

Location: __________

Fire Marshall (2) : ___________________________________

Location: __________

(on larger sites only)

Assembly Point is at (1): ___________________________________________________
(2): ___________________________________________________

Means of raising alarm is via (select one only):

: Alarm
: Shout

: Rotary bell

: Pressurised Canister

: Other (specify):______________________________________
FIRE SAFETY CO-ORDINATOR &
DEPUTY FIRE SAFETY CO-ORDINATOR
DUTIES AND RESPONSIBILITIES
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1.

Be familiar with the whole content of this plan, any amendments, duties and
responsibilities.

2.

Ensure that sufficient numbers of fire marshals and deputy fire marshals are
appointed and that they have received sufficient training and instruction to enable
them to safely and effectively discharge their duties.

3.

Ensure that the relevant sections of this plan are brought to the attention of all site
personnel and that it forms part of the site induction.

4.

On larger sites, in the event of evacuation, wear high visibility vest with the words
“Fire Safety Co-ordinator” across the back.

5.

Ensure that all relevant checks and inspections are carried out at specified periods.

6.

Ensure that systems are in place to prevent rubbish accumulating.

7.

Ensure that all escape routes are Fire Brigade access routes are kept clear of
obstructions at all times.

8.

Ensure all necessary fire safety signage is displayed at appropriate locations.

9.

Establish and ensure that effective communications are maintained with the fire
brigade and fire marshals.

10.

Ensure fire issues are discussed and actions noted in any site meetings.

11.

Make sure arrangements are in place for annual inspections of fire extinguishers by
external competent contractor.

12.

Ensure that a “Hot Work Permit” is issued for hot working.

13.

Arrange and monitor fire evacuation drills at intervals not exceeding three months
and keep a documented record.

14.

Ensure adequate cover for absent personnel.

15.

Prohibit smoking in the buildings.
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FIRE MARSHALS AND DEPUTY FIRE MARSHALS
DUTIES AND RESPONSIBILITIES

1.

Be familiar with the whole content of this plan, any amendments, duties and
responsibilities.

2.

Where required on larger sites, wear high visibility vests with the words “Fire
Marshal” across the back.

3.

Maintain effective communication with the FSC, Project Office and Security
Guards at all times.

4.

Undertake inspections and tests of fire fighting equipment, etc as direct by the
FSC ensuring documented records are kept.

5.

Keep all escape routes and Fire Brigade access routes clear and free of
obstructions.

6.

Ensure sub contractors do not allow rubbish to accumulate in work areas.

7.

Issue “Hot Work Permits” as necessary and ensure proper compliance.

8.

If informed of a fire by site personnel, immediately inform the project office, who
will call the fire brigade.

9.

On hearing the alarm, ensure that area of responsibility is evacuated without
taking personal risks and report to the assembly point. At the assembly point, if
persons are reported missing immediately inform the FSC.

10.

Attended all site, fire safety meetings as directed by the FSC.

11.

Prohibit smoking in the buildings.

GUIDANCE NOTES:
The Fire Marshall is responsible for checking, sweeping and generally ensuring that the evacuation takes place as
intended. Each Marshall is usually given a designated part of the organisation i.e floor or a department and will also
prevent re-entry into the premises/site unless a clearance has been given.
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FIRE SAFETY CO-ORDINATORS CHECKLIST
Frequency of check- monthly, quarterly,

Site:

half-yearly (circle

one)

Checked by:

ITEMS
1)

Have all monthly inspection and tests been
carried out and records completed?

2)

Are there any outstanding areas requiring actions
following above inspections & tests?

3)

Are escape routes and fire brigade access
routes clear?

4)

Is there an adequate number of fire
extinguishers on site?

5)

Are extinguishers accessible?

6)

Are fire hydrants accessible?

7)

Are LPG cylinders that are not in use,
returned to the cage?

8)

Are LPG cylinders that are in use kept
upright and secured?

9)

Are flammable substances and LPG
cylinders properly stored?

YES

N/A

COMMENTS

10) Are “Hot Work Permits” being issued and
followed?
11) Are areas being checked after hot works and
permits being signed off?
12) Is any material (including waste material) stored
where it could easily be ignited?
13) Are heaters fixed to the wall and guarded?
14) Is fire safety signage displayed in prominent
positions and unobstructed?
15) Is there any fire safety signage missing?
16) Do all “Safety Notice Boards” display fire
safety information?
Additional comments:

Signature of FSC:
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FIRE ALARM
TEST RECORDS

D ATE

TE S T P O I N T
LO C ATI O N

C O M M E N TS
State condition & any action required / taken
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EMERGENCY LIGHTING (For larger / fixed sites only)
INSPECTION & TEST

D ATE

TE S T P O I N T
LO C ATI O N

C O M M E N TS
State condition & any action required / taken
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FIRE EXTINGUISHERS
INSPECTION RECORDS

D ATE

TE S T P O I N T
LO C ATI O N

C O M M E N TS
State whether serviceable / unserviceable, missing
etc., and action taken

Copyright: Bestsafe Ltd – Health & Safety Services

Capstone

rev: 1

April 2012

S I GN ATU R E

Page 44

Capstone Health & Safety Manual

13

SAFETY RULES

TO BE DISPLAYED ON SITE HEALTH & SAFETY NOTICE BOARDS

Occupations involved: ALL REQUIRED TO WORK ON SITE
Main Statutory Requirements: CDM REGULATIONS 2007
HEALTH & SAFETY AT WORK ACT 1974

Company Ref. Document: COMPANY HEALTH & SAFETY POLICY

1)

Individuals must report to their Site Supervisor upon arrival at site, and
advise when leaving.

2)

Saf ety helmets and saf ety f ootw ear to be worn at all times on site but
particularly in designated areas. Other PPE such as goggles to be worn as
required.

3)

Scaf f olding, plant or other equipment must not be tampered w ith,
altered, or modif ied. All adaptations must be undertaken by a
competent person.

4)

Report all injuries, hazards and defects to the Site Management.

5)

All site safety w arning signs must be complied with at all times.

6)

Do not operate Piling Rigs, fork-lift trucks, dumpers, or other plant and
equipment unless trained, competent and authorised.

7)

Familiarise yourself with the site Emergency Arrangements, e.g. First Aid,
fire, emergency telephone points etc.

8)

Maintain good housekeeping in your area of work by clearing up waste and
debris as work progresses.

9)

Keep access and exit points, roads and walkways f ree f rom obstruction.

10)

Welfare facilities are provided for your use and must be maintained in a clean
and hygienic condition.

11)

You must not bring your own /personal appliances eg radios to site unless
prior permission has been obtained & items are tested / safe for use.

12)

240v Electricity is not allowed on sites, any powered tools should be off 110v
transformer.

13)

Smoking is not permitted inside buildings & burning anywhere on site.
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14)

All equipment / tools / work-areas must be left in a secured/safe manner at all
times; particularly over night.

15)

You must never work alone on site & be in a gang of at least 2 personnel.

16)

Mobile phones are NOT allowed to be used on site; particularly where lack
of concentration could cause accidents.
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14 Induction
Address of project Site:

Name of Company personnel giving briefing:

ITEMS APPLICABLE & DISCUSSED SHOULD BE TICKED
1 Ensure that the employee/sub-contractor is aware that, when being considered for any future work, his
Health & Safety performance will be taken into consideration.
2 Personal Protective Equipment Requirements, i.e. safety helmets, footwear, respiratory masks,
gloves, ear protection etc...
3 Safe access route to site / work area.
4 Position of site compounds, parking areas and storage of plant and equipment.
5 Requirements to check test certificates of plant and lifting appliances, and operatives’
Certificates of Training Achievement (CTA).
6 Explain / verify the emergency help procedures, e.g. first aid, availability and access to a telephone,
access route to be kept clear for emergency services.
7 Emphasise the importance of adhering to warning signs, site rules, welfare & housekeeping standards.
8 Practices to adopt for safe disposal of waste generated on site, use of skips, site clearance material.
9 Ensure that sub-contractors are aware of the need to take extra precautions if working at heights,
roof edge protection, crawling boards, safety harnesses.
10 Explain any local site hazards, i.e. contamination, buried services, overhead electrical lines,
sub-stations, fragile roofs etc...
11 Check that the employee/sub-contractor has received the necessary safety documents
Ie Risk assessments & is aware of the significant risks.

12 Ensure that the employee/sub-contractor is aware of the SMS agreed measures and that a copy
of the SMS is available on site.
13 Health condition?
14 Others. specify
Name of Emp/Sub-contractor

Issuing person’s Name
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15

Manual Handling Assessments

CONTENTS

1

Large Plasterboards

2

Appliances, shower trays etc

3

Heavy building blocks

4

Glass panel-frames / doors

5

Sandbags & similar items

6

Pavement slabs, kerbs etc
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16

Underpinning & Structural Repairs Work

The company undertakes specialist underpinning and structural repairs work which can
represent unique health and safety risks to staff and others. Often these projects are on
small scale and on domestic premises where safe working conditions must be balanced
with the residents occupancy requirements.

In all situations, each project is assigned to a competent person to oversee from the outset.
Once the tender information is received, the premises are inspected or other relevant
assessments are made prior to submitting estimates of work. This allows to make correct
provisions for the necessary security, safety, health and welfare of all concerned
personnel.

Upon securing the works, adequate health and safety plan / file is compiled. This will
contain all the necessary details of how the project will be executed safely; including Risk
Assessments, Safety Method Statement(s), drawings and technical data.

Prior to work commencing on site, a pre-start health and safety checklist will be
completed to ensure that all possible measure are in place. This checklist is
comprehensive and includes inspection of the premises, access, storage, welfare, isolation
of services and consideration to the local environment.

During construction work, a competent supervisor will visit the site regularly for
monitoring and compliance with the all the agreed standards. Any material / equipment
stored on the roads shall be kept in accordance with the local authority permits and will
include suitable fencing, signage and lighting on skips. On significant projects, additional
external independent health and safety inspections will be carried by the company’s
appointed safety consultants. Suitable records shall be kept in the project files.
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17

Domestic Clients, Visitors & Member of Public
Safety

17.1 Domestic Clients
The company acknowledges the risks posed to sales staff operating in and out of the
construction areas. The sales office will invariably be established at the front end of the
site to minimise the exposure. Safe walkway(s) routes will be designated on each site and
all sales staff will be expected to wear safety helmets, high-vis vests and safety footwear.
Occasionally, the sales staff may need access to the core of the construction area, in these
situations, the Site Manager shall assess the risks and ensure that safe access is ensured.
It is not the company’s policy to allow sales staff to roam freely into construction zones
and especially during periods where the Site Manager is not normally on site such as on
Sundays.
Within the sales offices, fire extinguishers / first-aid box will be provided and due
considerations will be given to the security of female staff; especially when working
alone. Each office shall display all the statutory notices including emergency telephone
numbers, insurance certificates, the HASWA etc Act poster.

17.2 Visitors & Members of Public
Each visitor to the company’s site will be treated with respect and protected against site
hazards so far as is reasonably practicable. The site or office entrances will be positioned
in a such way to guide the visitors to quickest possible contact with the authorised
personnel.
The pedestrian gates, doors or other openings shall be clearly signposted and segregated
away from other activities; especially away from heavy construction vehicular routes.
Every visitor shall be given the necessary induction / debriefing, assessed for PPE
requirements and escorted on site.
Delivery lorries will be controlled to minimise the impact to nearby residents. Deliveries
will be planned to avoid congestion on local roads and at different times to local rush
periods such as children collection times at schools.
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18

Enforcing Authorities

Under the health and safety legislation, enforcing authorities have been empowered to
ensure that companies comply. The most likely to visit will be the Health and Safety
Executive (HSE), Environmental Health Officer (EHO), Environment Agency, Fire
Brigade and the Local Authorities. These individuals have legal powers to enter premises
at any time and take enforcement actions for non-compliances.

The inspectors can serve Improvement, Prohibition or other enforcement notices seeking
remedial actions within a specified timescale.

The company will always welcome visits from such authorities, fully co-operate and seek
guidance where considered necessary. Upon presentation of identity card or a business
card, the Site Manager will permit inspectors onto site, accompany them whilst inspecting
the site and will endeavour to meet all their reasonable requests. Where necessary, the
Site Manager will seek advice from the company’s own internal safety consultants to reconfirm any questionable directions given by the inspectors; particularly if the request
appears to be outside the remit of health and safety legislation.

The Site Manager will immediately notify his Director of the visit or any notices served
on the same day. When replying to written notices, advise will be taken from the Safety
Consultants and only after assessing full implications, replies will be made within the
specified time scale. Site Manager will keep full record of the visit, obtain receipts for
any equipment / articles taken and acquire copies of any official statements given ie
statement given after a serious incident.
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19

Procedures for key Subjects
Key Health and Safety Procedures
19.1

Abrasive Wheels

19.2

Leptospirosis (Weils disease)

19.3

Demolition

19.4

Electricity

19.5

Excavation & Digging

19.6

Falsework

19.7

Fire Control

19.8

First Aid Provisions

19.9

Flammable Liquids

19.10 Goods Hoists
19.11 Hazardous Substances
19.12 Hilti Guns / Cartridge Operated Tools
19.13 Lifting Plant / Equipment
19.14 LPG - Liquid Petroleum Gases
19.15 Noise at Work
19.16 Plant Operators - Licences / Certificates
19.17 PPE - Personal Protective Equipment
19.18 Removal of Asbestos Material
19.19 Reporting of Injuries, Diseases, & Dangerous Occurrences (RIDDOR)
19.20 Roof and Other Work at Heights
19.21 Safety of Children on Sites
19.22 Safety of Eyes
19.23 Scaffolding
19.24 Tower Scaffolds
19.25 Using Ladders
19.26 Waste Disposal & Environmental Management
19.27 Working in Confined Spaces
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19.1

ABRASIVE WHEELS

(a)

Operatives must be trained in mounting and using abrasive wheels.

(b)

Appointed operatives in writing, with training certificates.

(c)

Entries to specify the class of abrasive wheels permitted and certificate issued.

(d)

Proper selection of hard wheels for soft material, and vice versa is important.

(e)

Necessary to examine abrasive wheels before mounting into grinding machines for cracks and obvious
damage.

(f)

Use of washers, flanges, and wheel tapering to match the type and specification of wheels.

(g)

Spindles speeds must be marked / identified.

(h)

Pneumatically operated spindles to be fitted with speed restrictors / governors.

(i)

Maximum wheel speeds should be identified prominently on machine washers or wheel.

19.2

LEPTOSPIROSIS (WEILS DISEASE)

(a) Personnel working in areas where there might be rats risk contracting Leptospirosis disease.
(b) It is contracted by contact with rat urine near train tracks, basements and disused spaces like cellars.
(c) Infection enters body via damaged / cut skin or accidental ingestion through mouth.
(d) Leptospirosis is a form of jaundice and can be fatal or result in permanent disability if not treated.
(e) The symptoms are very similar to influenza and early diagnosis is essential.
(f)

Personnel should always apply plaster to even the minor cuts and wear suitable PPE.

(g) The food storage / consuming areas must be kept clear of crumbs and related spillages on sites.
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4.2
19.3 DEMOLITION

(a)

Prior to any demolition work, a detailed assessment is necessary of the structure to establish safe
systems of operations.


structural integrity on partial removal of beams / frames;



affect on adjoining buildings, environment, and infrastructure;



information on existing services and isolation;



potential fire, explosions, falls and scaffolding requirements;



notifications to statutory authorities.

(b)

Demolition work is a High Risk activity and work will not be allowed unless adequate safe systems of
work can be demonstrated through the use of a Safety Method Statement (SMS). Safety Method
Statement form is available to assist / guide to ensure that salient points are covered.

(c)

As a general rule, the detailed SMS should cover the following points:

scope of work being undertaken, including step by step details of any soft strip considered to be
very dangerous;



sequence of operation;



method of demolition / dismantling;



access / egress for operatives;



type and location of working platforms;



machinery to be used;



prevention of unauthorised access, fencing and signage;



precautions against personnel and material falls;



specific hazards, i.e. flammable / explosions, asbestos;



isolation and verification for dealing with services;



site transport / waste;



emergency, welfare, and first aid (fully qualified) provisions.

(d)

A supervisor must be appointed in writing who is trained and experienced to oversee the operation.
This will be required from sub-contractors before commencing work.

(e)

Work on fragile roofs should be avoided so far as is reasonably practical, and where necessary, safe
working platforms with edge protection and access / egress must be provided.

4.3
19.4 ELECTRICITY
(a)

Electrical incidents can electrocute / burn personnel and cause fire / explosions.

(b)

Hazards include defective, poorly designed, incorrectly connected, misused or inadequately maintained
electrical appliances, tools or wiring.

(c)

Only 110v supply to portable equipment, hand tools and temporary lighting is permitted on the
company’s sites. 240v supply may be used under exceptional conditions, providing the use of RCDs,
earthing, and minimal exposure of appliance / cables etc., can be demonstrated.

(d)

Electrical installations, repairs and maintenance must only be carried out by competent qualified
electricians who are authorised.
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(e)

Temporary electrical supply to all portacabins must be authorised / certificated as “safe” following each
connection or alteration before use, and thereafter every 3 months. The mains distribution boards shall
be in a secure, weather proof and robust condition. They shall be identified, accompanied with circuit
diagram, insulated and connections to the appropriate standards (BS 4343).

(f)

A certificate of inspection / test shall be required for all site accommodation requiring electricity.

(g)

Work near live overhead lines, 240v to 400Kv, must conform to the standards required by the local
electricity board. This will include the use of ground level barriers, defined roadways under the lines,
goalpost restrictions and the use of warning signs.

(h)

All electrical systems and appliances shall be efficiently earthed and where appropriate, supported with
suitable circuit breakers.

(i)

All known locations of live buried cables, obtained from drawings etc., should be marked by pegs or
suitably signposted on the ground surface as early as possible.

(j)

Once every three months all contractors are to provide the company’s Managers / Project Managers
with a log sheet confirming testing and inspection of all portable electrical appliances intended for use
within that period.
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19.5 EXCAVATION & DIGGING
(k)

Many people die every year from excavations which have been left unprotected or filled with water,
particularly children.

(l)

Many operatives often down rate the dangers of excavation collapse which could take place irrespective
of depth or ground conditions.

(m)

Factors to be Considered Before Commencing Excavation Work

(n)

(o)



underground services using plans, cable detectors etc.;



safe digging planned 0.5m away from buried cables / pipes;



assessment of soil and moisture conditions;



method and size of excavation;



method of stabilising the excavation sides.

Excavation Stabilising Methods Available


soil battered back;



sheet piling;



timber framing;



horizontal sheeting;



shoring with Hydraulic system.

Minimum Standards
Where excavations are not suitably battered back trench sheeting, timbering or other means of shoring
must be installed to prevent accidental collapse or fall of material.

(p)

Inspection / Supervision
Excavation work should only be carried out under an experienced competent person’s control. This
supervisor must inspect the excavation at the start of each shift, after any event that could have
affected the stability of the excavation, and after any accidental fall of rock, earth or other material.
This supervisor must complete an entry into the appropriate statutory record book every seven days.

(q)

Safe Access / Egress
Adequate and suitable entry / exit points must be made available into excavations, e.g. sloping one
end, secured ladders. Flooding and any crossing must be properly considered.

(r)

Fencing
Excavations deeper than 2m must be suitably covered or it’s edges protected using rigid guardrails or
barriers. Excavations exposing members of the Public, e.g. connecting roads, must be protected to a
height of 2.0m with adequate signs and lighting.

(s)

Excavating Equipment
Mechanical excavators are dangerous for a number of reasons including the following:

operated by unauthorised personnel;



vibrations from the equipment can shake the surrounding soil and make it unstable;



exhaust gases, which are heavier than air, can descend into excavations.
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(t)

Testing / Maintenance of Excavators Used For Lifting


excavators must not exceed the recommended SWL, which should be displayed;



have valid thorough examination certificate;



have valid test certificate at all times;



fitted automatic safe load indicator must be checked and maintained.

19.6

FALSEWORK

(u)

Falsework is necessary to support temporarily those permanent structures which are not selfsupporting during setting / partial completion.

(v)

Falsework is highly dangerous and susceptible to collapse if inadequate planning, design, erection,
inspection and maintenance have occurred.

(w)

Code of Practice for Falsework must be strictly adhered to at all times and built into the Safety Method
Statement.

(x)

Specific roles of individuals and organisational responsibilities for falsework should be clearly identified
and specific roles and responsibilities made known to minimise errors. This should include design
details, sequence of work, control for checking and load testing.

(y)

A Falsework Supervisor is normally appointed who should be competent to oversee and co-ordinate all
falsework activities, ensuring the following:

design briefs, instructions and responsibilities understood;



limitations, construction material / details and maintenance checks are carried out;



final checks, issuing formal permission to load and dismantling of falsework is correctly
undertaken.

(z)

Safe access and working platforms must be planned, provided and maintained on all levels.

(aa)

Material, equipment and slinging provisions must be planned prior to commencing work.

4.4
19.7

FIRE CONTROL

(a)

Fires on construction sites can begin from a number of sources and occur at approximately 250 per
month in the construction industry in the UK!

(b)

Common Causes of Fires on Sites


faulty / poorly positioned heating appliances and cookers;



clothing placed on hot elements for drying;



smoking;



poorly maintained / used canteen appliances;



children on site after hours;



malicious / intentional ignition;



burning of material on site;



leaking gas / fuel;



damaged / poorly maintained portable electrical equipment;



welding and site vehicles.
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(c)

Types Of Fire Extinguishers
To comply with the EC Directive, fire extinguishers are red with coloured labels as noted below to
denote types.
CONTENTS COLOUR EFFECTIVE ON SUBSTANCES
Flammable organic matter, e.g. wood, paper. NOT to be used on electrical fires.

Water

Red

Foam

Cream

Flammable liquids or solids.

CO2

Black

Suitable for electrical fires.

Dry powder

Blue

Multi-purpose - can be used for on fires from wood, paper, liquids or electrical
equipment.

(d)

Fire Prevention Measures


all flammable material securely stored away from ignition sources;



site huts and other accommodation to be kept adequately apart to limit spread of fire;



plant, material and equipment shall not be kept in between units;



maintain good level of housekeeping by regularly disposing of materials safely;



no open fires shall be used on site, particularly in / around compound area;



all gas welding and hot work to be undertaken away from flammable materials;



all hut / accommodation electrical or gas heating units to be serviced regularly and fitted with
suitable guards.

4.5
19.8

FIRST AID PROVISIONS

(a)

Adequate coverage of first aid is necessary on a construction site. During construction period, there
should be a fully qualified first aider available.

(b)

First aid training certificate must be from an organisation whose standards are approved by the Health
& Safety Executive, e.g. ST. John Ambulance.

(c)

First aid box should be conveniently situated with the appropriate signage displayed and contain only
the recommended items. Soap, water and disposable drying material should also be available nearby.

(d)

Where the company is undertaking the role of Principal Contractor welfare facilities including first aid
will normally be provided. However, where the company is not the Principal Contractor, contractors or
self-employed persons should either provide their own first aid coverage or make arrangements in
writing.

19.9

FLAMMABLE LIQUIDS

4.6
(a)

Highly Flammable Liquids (HFLs) are present on most construction sites in the form of adhesives,
solvents, finishing products, fuels and other materials.

(b)

Vapours from liquids/ spillage/open containers are also toxic/ heavier than air making dispersion
difficult.
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(c)

All HFLs should be stored in flame proof containers when not in use. Sufficient space of approximately
4m from ignition sources and other combustible materials should be maintained around the containers.

(d)

Containers should bear “Highly Flammable Liquid”, “No Smoking”, and “No Naked Flame” signs.

(e)

Spillages should be soaked up with dry sand. Regular contact with skin could cause or trigger
dermatitis conditions.

(f)

Use of HFLs in confined spaces should be avoided and if necessary, adequate ventilation must be
provided to avoid explosion, with prohibition on ignition and naked flames.
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4.7

19.10 GOODS HOISTS
(a)

Rack and pinion type hoists may be used for certain heights, e.g. superstructures.

(b)

These hoists get used by many trades who are usually not trained or authorised, and consequently
liable to misuse / overloading.

(c)

It is a requirement that those sub-contractors likely to use the hoists, should arrange through the
company and nominate personnel to attend training courses and obtain certificates prior to
commencing work. Such courses can be held on sites. In addition hoist hirers will provide short
certifiable induction training where appropriate.

(d)

Hoist operators must be over 18 years of age and hold a CITB Certificate of Training Achievement
(CTA).

(e)

Standard SWL, warning signs and additional large instructions signs are displayed on and around hoists
for operatives to observe, reinforcing the requirement to close gates and avoid overloading.

(f)

All hoists are subject to statutory weekly inspections and a suitable record of inspection sheets shall be
kept. However, in addition individual operatives are duty-bound to report any defects / misuse to Site
Managers.

(g)

Unauthorised use and personnel riding on hoists is strictly forbidden.

(h)

It is a requirement of the hoist hirers to provide:-

(i)



insurer’s certificate of thorough examination / test. Thorough examination / test must be repeated
every 6 months for passenger hoists, every 12 months for goods hoists, and following each
significant repair;



copy of the insurer’s engineer’s report of thorough examination;



copy of inspection / handing over sheet for the specific hoist following any alterations or relocation
of hoists on site.

Safety Measures On Each Hoist


good clear access to hoist loading areas;



hoist unit stable and securely positioned using ties;



landing gate, top and bottom access points to a height of 2m, installed with ease for users;



base enclosure of hoistway and motor unit to a height of 2 metres, using rigid material;



over-run and arrestor devices;



a dead man operating handle, i.e. positioned in such a way that only after closing gate it becomes
accessible;



safe working load and other warning signs.

4.8
19.11 HAZARDOUS SUBSTANCES
(a)

There are many chemicals used on a construction site which can seriously damage health.

(b)

Exposure can be from solvents, fumes e.g. welding, or splash burns, and will depend on the method
used to apply the substance, e.g. spray or brush.

(c)

Hazards can vary from explosive, flammable, toxic, to corrosive and irritant. Some chemicals can have
multiple health hazards.
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(d)

By law, a written assessment of the health risks (COSHH) are required from the employer, which should
identify substances, precautions and information to his employees and the main contractor before
commencing work.

(e)

Precautions can include material substitution, ventilation, controlled use, and PPE, e.g. gloves, goggles,
respirators etc.

(f)

The storage of chemicals should be in secure, well ventilated, dry, fire proof containers and controlled
by a competent person

(g)

According to hazard information shown on labels and packaging, each type of chemical should be
stored with the appropriate precautions, e.g. minimum quantities, away from ignition sources, away
from direct sunlight etc...

(h)

No burning of material is allowed on the company’s sites as it could be coated with toxic / poisonous
substances. With the written permission of the and the Local Authority, occasional small scale burning
may be allowed under contained and controlled conditions.

(i)

Personnel must be provided with suitable protective equipment and required to wear it.
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4.9
19.12 HILTI GUNS / CARTRIDGE OPERATED TOOLS
(a)

Cartridge operated fixing tools are notorious for causing serious injuries and deaths, particularly in the
construction industry.

(b)

There are two types of power ratings “high” or “low”. High power cartridge fixing tools are prohibited
from use on the company’s sites.

(c)

Each tool should be identified with the manufacturer’s name plate serial number and BS 4078 proof
marking.

(d)

Hazards include free accidental firing of pins, splinters, uncontrolled penetration of pins and misfires.

(e)

Operatives must be over 18 years of age, with good sight, appointed in writing and supervised by a
competent person.

(f)

Operatives must be trained in the use of tools, usually by the manufacturers, and are required to hold a
certificate which will be inspected.

(g)

Storage of cartridges should be in secure, fire and theft proof containers.

(h)

Penetrative powers of cartridges are usually colour coded:COLOUR

POWER

Brown

Extra Low

Green

Low

Yellow

Low – Medium, ( Brown & green to be considered first)

ALLOWED ON SITES

NOT ALLOWED

19.13

Blue

Medium

Red

Medium - High

White

High

Black

Extra High

LIFTING PLANT / EQUIPMENT

(a) Lifting operations on construction sites using a variety of cranes and lifting gear, can be vary hazardous
during slinging or movement of loads.
(b)

(c )

Typical Items Include


mobile, crawler or tower cranes;



chains, fibre / wire ropes, and hooks.

Typical Hazards


trapping under cranes or rotating parts;



arching live overhead power lines;



cranes overturning or collapsing;



material falling during lift.
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(d)

(e)

(f)

Operators of Cranes


must hold CITB accredited Certificate of Training Achievement (CTA);



competent, i.e. experienced and have knowledge;



aged 18 years or more;



good health.

Correct Selection of Cranes, Operations, & Loads


mobile cranes -



crawler cranes - suitable in off-road locations, better than wheeled vehicles;



tower cranes -



lift height, weight of load, and distances involved must be known before selecting a crane;



adequate safety measures must be agreed with the company’s Site Managers before using cranes.

suitable for short jobs, offer good mobility;

provide long reach, during long reach / heights crane should be firmly static;

Prior to using cranes, the following must be made available to the Site Manager:


crane certificate of test / thorough showing limitations;



record of 12 month thorough examination of crane;



record of weekly inspection of the crane, signed by a competent person;



evidence of correct setting and operation of safe load / radius indicator systems;



operatives CTA certificates of competency;



details of qualified banksman / slinger, distinctively dressed;

(i)

Wire ropes with loose or broken strands or reduction in diameter will not be allowed.

(j)

Fibre rope strengths and limitations must be known before use.

(k)

Hooks used for lifting must be fitted with a safety catch or suitably shaped to prevent slung material
from slipping / displacement.

(l)

As a general rule, loads suspended from cranes should not be carried over people working underneath.

(m)

All loads to be slung / banked by a trained and certificated slinger / banksman.

(n)

A Permit To Work must be obtained from the Site Manager prior to any lifting taking place by mobile
cranes.
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4.10
19.14 LPG - LIQUID PETROLEUM GASES

(a)

LPG or otherwise known as Propane or Butane, are used for several purposes on construction sites,
including space heating, hot-work and cooking.

(b)

These gases are heavier than air and will tend to accumulate at the lowest level if leaked.

(c)

The gases are highly explosive when mixed with air and exposed to heat, flame or over-heating of
cylinders. Frost and prolonged exposure to intense direct sunlight must be avoided.

(d)

During use LPG cylinders should always be kept upright and secured using suitable restraining
methods, e.g. chains / trolley.

(e)

When not in use, cylinders (empty or full) should always be stored in a well ventilated secure locked
container at ground level bearing “LPG - Highly Flammable”, “No Smoking / naked flames” signs.

(f)

Access and the immediate area around the gas containers should always be kept clear of flammable
material and ignition sources.
LPG cylinders should never be stored closer than 3m to oxygen cylinders, heaters, or other materials
which are toxic / corrosive.

(g)

(h)

Minimum quantity of cylinders should be kept and accumulation of empties to be prevented.

(i)

Employees or contractors unlawfully acquiring LPG cylinders, or those which have been modified or
repaired, may be liable for prosecution.

(j)

Dry powder type fire extinguisher must be conveniently available in the compound area or close by
cylinders in use.

(k)

Larger LPG bottles and burner units used for space heating or drying internal surfaces of the properties
should be secured and positioned to maintain good access, and where possible kept outside near
window / door openings. Adequate ventilation and fire risks must be considered.
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(l)

(m)

LPG based space heaters, cooking appliances etc., used in site huts and canteens should conform to
the following requirements:

as much as reasonably practicable, cylinders and regulators should be fixed outside the building
and protected against extreme weather conditions;



connection should be with flexible rigid piping, copper or iron, and exposed for early detection of
any leaking gases;



supply should be taken in at low pressures;



valves must be available both on the cylinder and the appliance;



adequate low and high vents must be provided in the site huts;



appropriate safety warning signs must be displayed outside on the doors of the huts using
appliances;



a responsible person should be nominated to undertake regular checks on the correct connections
and use of LPG cylinders.

Note colour coding of cylinders:BOC / Calor Propane

Red

Glogas

Yellow

Calor Butane

Blue (sometimes green)

Propo / Botto gas

Grey / Red top

4.11
19.15 NOISE AT WORK

(a)

Noise at work can cause distraction, fatigue, distress, loss of concentration, and can be a major reason
for accidents.

(b)

Persistent exposure to high levels of noise, e.g. pneumatic drills, compressors, piling etc., can cause
irreversible deafness over a period of time.

(c)

Noise on a construction site mainly arises from the use of machinery.

(d)

Legislation gives Local Authorities several options for insisting on a number of ways to control noise to
an acceptable standard, e.g:

specification of allowable machinery;



working hours permitted;



allowable noise levels;



working methods / special circumstances.

(e)

The required achievement during normal operating hours is 70dB(A) LeQ over a 12 hour period.

(f)

A good relationship with residents near the construction site is considered to be important to avoid any
complaints, particularly if they are informed and updated.

(g)

Ear protection, e.g. plugs, muffs etc., must be provided to personnel subjected to a noise level of
80dB(A) (new regulations in 2006)

Copyright: Bestsafe Ltd – Health & Safety Services

Capstone

rev: 1

April 2012

Page 65

Capstone Health & Safety Manual

(h)

Where noise level is over 80dB(A), the wearing of ear protection is much more critical and workers and
bystanders must use the provided ear protectors.

(i)

The safe allowable noise level varies with the exposure time, e.g. higher the noise level, shorter the
exposure time.

(j)

NOISE LEVEL
(dB(A)LeQ)

TIME

88

12 hours

89

10 hours

90

8 hours

93

4 hours

96

2 hours

99

1 hour

102

30 mins

105

15 mins

120

less than 1 min

Examples Of Noisy Construction Plant


Extremely noisy -

explosives, cartridge tools, concrete breakers, piling hammers;



Very noisy -

mobile equipment, e.g. dumpers, concrete mixers etc., compressed air tools,
hammers;



Noisy -

compressors, generators, hoists, cranes, powered hand tools.

4.12
19.16 PLANT OPERATORS - LICENCES / CERTIFICATES
(a)

The company requires the operators of plant and specialist equipment to be in possession of Certificate
of Training Achievement (CTA) which is administered by the Construction Industry Training Board
(CITB), or it’s equivalent.

(b)

Employees and contractor’s plant operatives working on the company’s sites will be required to show
CTA certificates to the Site Managers.

(c)

Full Driving Licences applicable to the class of motor vehicle used on public roads must be held. The
definition of Public roads includes those site roads used by the general public.

(d)

Operatives of the following plant / specialist equipment are required to hold a CITB CTA certificate or
equivalent:

cranes (truck mounted, wheeled, crawler, tower);



fork lift trucks - CITB CTA only;



dumper trucks;



excavators;



hoists - CITB CTA only;



piling rigs;



land compactors;



crushers / screeners;



demolition machines;



mobile elevating work platforms (MEWPs) / cherry pickers - CITB CTA only.
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4.13
19.17 PPE - PERSONAL PROTECTIVE EQUIPMENT
(a)

This covers all types of protective equipment including safety helmets, ear protection, eye protection,
respirators, dust masks, clothing, gloves, and safety footwear.

(b)

Properly selected PPE should always be the last resort and only after other means of controlling risks
have been considered, e.g. using less hazardous materials / substances.

(c)

By law employers are required to provide adequate PPE to their employees free of charge.

(d)

Properly selected, fitted and maintained PPE can prevent / minimise a large number of construction
accidents and diseases, including inhalation of dust, dermatitis (skin disease), and minor cuts and
abrasions.

(e)

It is the company’s policy that all personnel on site must as a minimum, wear safety helmets and safety
footwear. Trainers or soft shoes are not permitted unless in special circumstances, i.e. floor finishing
work.

(f)

It is the company’s policy that safety helmets are worn external to buildings in all circumstances until
all erected scaffolding is removed from site. Operatives found not to be wearing a safety helmet will be
warned once and, if found to have transgressed after having been warned, will be instantly and
permanently banned from the company’s sites.

(g)

During processes such as welding, grinding and drilling, the appropriate type of shields and eye goggles
must be worn.

(h)

The use of Respiratory Protective Equipment (RPE) for work involving hazardous dusts, mists, gases
and other particulate matter, special requirements will be necessary, e.g.:-

(i)



correct selection of equipment;



training on the correct use;



approval to HSE standards;



maintenance / records of communications;



limitations / emergency back-ups.

For the vast majority of activities on sites involving non-hazardous particles, e.g. nuisance only,
standard type of disposable face masks are considered to be adequate.
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4.14
19.18 REMOVAL OF ASBESTOS MATERIAL

(a)

Asbestos fibres are known to cause lung cancer and related diseases.

(b)

Samples of suspect materials, safely obtained and sealed must be taken for analysis by a company
recognised under National Accreditation of Measurement And Sampling (NAMAS) or United Kingdom
Accreditation Scheme (UKAS), before commencing work.

(c)

Until confirmed by analysis, all asbestos should be assumed as Crocidolite (Blue), i.e. very hazardous.

(d)

All personnel required to carry out asbestos removal work, e.g. pipe lagging, insulation etc., should be
approved under the Asbestos (Licensing) Regulations. Licences will be inspected prior to work.

(e)

Local HSE must be notified at least 14 days prior to the commencement of work covered by the
Licensing Regulations.

(f)

Strict safe systems of work, e.g. Safety Method Statement, cleaning and asbestos zones etc., will
require to be established and monitored.

(g)

High welfare and personal hygiene standards will need to be enforced, including decontamination units.

(h)

Safe handling and disposal procedures to comply with the Regulations. Uncontrolled supply or disposal
of asbestos is an offence.

(i)

No work should commence before the Safety Method Statement has been approved by the company’s
head office and a copy of the full site asbestos analysis report has been forwarded.
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4.15

19.19 REPORTING OF INJURIES, DISEASES, & DANGEROUS OCCURRENCES
(RIDDOR)
(a)

All accidents and Dangerous Occurrences on sites requiring first aid attention are required to be notified
to Site Management immediately.

(b)

When an operative is absent from work for 3 days or more due to an accident, HSE must be notified in
writing using Form F2508. A copy must also be available to the company’s Site Management.

(c)

Disease classified by a Doctor as being work related must be reported.

(d)

The company reserves the right to investigate accidents of serious nature and hold a Panel of Enquiry.

(e)

Major or fatal accidents must be reported to HSE immediately by telephone and followed by a written
report within 10 days.

(f)

The following are some examples of incidents notifiable to HSE. This list is not exhaustive:MAJOR INJURY

DANGEROUS OCCURRENCE

Fractures
(except fingers, thumbs and toes)

Collapse, overturning or failure of loading
bearing parts

Amputations

Explosions, collapse, or bursting of closed
vessels

Dislocation of shoulder, knee, hip or spine

Contact with overhead power lines

Loss of sight
(temporary or permanent)

Fire or explosion due to overloading / short
circuiting

Burns or penetrating injuries to the eye

Malfunction of breathing apparatus

Electric shock leading to unconsciousness or admission to
Hospital for 24 hrs or more

Partial or full collapse of scaffolding over 5
metres high, or near water

Any other unconsciousness

Collision of a train with any other vehicle
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4.16
19.20 ROOF AND OTHER WORK AT HEIGHTS

(a)

Fatal accident rate is high amongst workers on roofs and at other heights.

(b)

Major causes of accidents are falls through fragile roofs or from other edges at height.

(c)

Accidents can be prevented by proper planning using suitable equipment and only allowing experienced
knowledgeable personnel to work in high risk areas.

(d)

Safe systems of work in Safety Method Statements must involve both the operatives and management.

(e)

When undertaking roof work, the following matrix should be used to plan and provide safety
measures:-

TYPE

DETAILS

S A F E T Y R E QU I R E M E N T S

Flat

Pitch of 10º or less

Safe access / egress and maintenance. If no parapet similar
barrier required, guardrail toeboard set 2m from edge

Sloping

Pitch more than 10º

Catch barrier or suitable platform at eaves required. Alternatively
two boards (430mm) wide working platform with guardrail. On
higher gradients, securely fixed crawling ladders / boards should
be used by physically capable individuals

Steep

Pitch more than 50º

Special working platform to be approved by the Health & Safety
Department

Fragile

e.g. asbestos cement
sheets, plastic, glass,
brittle or damaged
surfaces

Avoid personnel working on fragile roofs if possible. Where
necessary, at least two crawling boards must be used. Walking
on other roof surfaces or “the line of bolts” is extremely
dangerous

Leading edge

Where guardrails on edges
are not present during work

Avoid leading edge work if possible. Position barriers and
re-erect guardrails as soon as the work ceases. Ensure
other safe systems of work are implemented against falls

Roof walkways

Those surfaces used as
access near fragile material

Valleys, channels, gutters, parapets etc., must be provided
with suitable guardrails / other protection

Ladders or crawling Access equipment
boards

(f)

Not damaged, strong, secured and supported

Work on roofs or at heights should not be undertaken during adverse weather conditions.
Particularly consideration should be given to high wind speeds and freezing conditions
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4.17
19.21 SAFETY OF CHILDREN ON SITES

(a)

High proportion of children die each year on construction sites due to falls into excavations, drowning,
falling material, and moving vehicles. On average 15-20 deaths a year.

(b)

Practical measures include erecting suitable perimeters, edge protection around excavations, vehicles
and plant safely immobilised and parked when left unattended, and material stacked securely to safe
heights.

(c)

Electrical and other power sources should be isolated, locked, and made safe when left unattended.

(d)

All ladders, hoists, and compound openings should be locked, secured and made safe to prevent
access, when left unattended.

4.18
19.22 SAFETY OF EYES

(a)

Eyes can be damaged from any foreign particles entering at high speeds or splashes from chemicals.

(b)

Employers have duties to inform their employees of the risks and provide them with eye protectors,
who in turn must use the provided equipment and report any missing or damaged shields / goggles.

(c)

As a general rule eye protection must be worn for all processes from which eyes can be damaged.
However, the following tasks are particularly serious:-

(d)



abrasive cutting / shot blasting;



cleaning using high pressure water jets / compressed air;



cartridge fixing;



authorised use of chainsaws;



demolition involving hazardous substances;



driving, hammering, chipping, or similar operations using portable tools.

Certain processes, e.g. welding, plasma arc, dry grinding, require approved eye protectors and / or
fixed shields. Eye protection equipment must be selected to suit the task and hazards in question.

4.19
19.23 SCAFFOLDING

(a)

Scaffolding is widely used on construction sites and accounts for nearly two thirds of all construction
accidents.

(b)

Collapse of scaffolding is not only notifiable to HSE, but often results in fatal or serious injuries.

(c)

Scaffolding may only be erected by competent scaffolders under experienced supervision.

(d)

Each operative erecting tubes or fitting scaffolds must possess a CITB accredited registration card,
which must be produced for inspection by the company’s Site Management before commencing work.
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(e)

The scaffolding company’s membership of the National Access & Scaffolding Confederation (NASC) is
recognised as an additional feature of it’s competence.

(f)

Adequate ledger and longitudinal bracing must be provided and secured by means of loadbearing
couplers. Ledger bracing must be made available on all scaffolds and should run from one lift to the
next.

(g)

Staggered structural ties must be used at intervals not exceeding 8.0m vertical or horizontally.

(h)

Guardrails and toe boards must always be provided on scaffolding above 2.0m in height. Minimum
toeboard height is 150mm. Guardrail height should be at least 910mm.

(i)

Where there is risk of loose material falling from scaffolding, rigid brickguards must always be used. A
maximum gap of 470mm must not be exceeded between any guardrail, toeboard, barrier or other
means of protection. An intermediate guardrail should be used where protection from brickguards
alone is considered inadequate.

(j)

During alteration / raising of scaffolding lifts, “Scaffolding Incomplete” signs must be used at all access
points to the scaffold to warn users.

(k)

Scaffold towers and associated structural points around hoists must be sufficiently strong with
minimum gaps kept on / around the top landing platforms.

(l)

Ladders must be of the correct type, length, secured and safe worthy.

(m)

Inspections of scaffolding must be by a competent person at least weekly and recorded in a suitable
register. In most cases this will be undertaken by the company’s personnel.

(n)

Inspections must always be carried after each spell of bad weather that could have affected the
stability of the scaffold structure.

(o)

Following each significant alteration or adaption of scaffolding, the scaffolding sub-contractor is
required to issue a Handing Over Certificate immediately to allow the company’s Site Manager to
release the scaffolding for use by other trades.

(p)

Unauthorised alterations of scaffolding are dangerous and are strictly forbidden. Any changes required,
e.g. by bricklayers, tilers, painters, should be channelled via the Site Manager.
DUTY
USE OF PLATFORM
INSPECTION & VERY LIGHT
WORK
e.g. painting, cleaning, access

DISTRIBUTED
LOAD ON
PLATFORM
* SEE NOTE

COMMONLY
MAX
MAX. No. USED WIDTH
BAY
PLAT38×225mm LENGTH
FORMS
BOARDS
(M)

1 man

1

3

2.7

LIGHT DUTY
e.g. plastering, painting,
glazing, pointing

2 men
(plus 2 men worth
of material)

2

4

2.4

GENERAL PURPOSE
e.g. brickwork, window and
mullion fixing, rendering,
plastering

1 man
(plus 4-5 men
worth of material)

2 (plus 1 at
very light
duty)

5 or 4 bds & 1
inside

2.1

HEAVY DUTY
e.g. blockwork, brickwork,
heavy cladding

2 men
(plus 2 men worth
of material)

2 (plus 1 at
very light
duty)

5 bds, or 5 bds
& 1 inside, or 4
bds & 1 inside

2.0

MASONRY OR SPECIAL DUTY
e.g. masonry work, concrete
blockwork, and very
heavy cladding

2 men
(plus 6-7 men
worth of material)

1 (plus 1 at
very light
duty)

6 to 8

1.8

NOTE * Approximate equivalent weight of men, based on 75kg per man
This table is intended to provide guidelines only.
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4.20

19.24 TOWER SCAFFOLDS
(a)

Having assessed that scaffold or mobile towers are required and that there is no alternative method
available, then suitable tower must be selected and erected by a competent person.

(b)

Aluminium and thin-wall steel towers can easily overturn if used incorrectly.

(c)

Towers should be erected following a safe method of work. There are two approved methods
recommended by the Prefabricated Access Suppliers’ and Manufacturers’ Association (PASMA), which
have been developed in co-operation with the Health and Safety Executive.

(d)

There must be a safe way to get to and from the work platform. This must be on the inside of
the tower by an appropriately designed built-in ladder.

(e)

When moving a tower, reduce the height to maximum of 4 m, check that there are no overhead
obstacles and the floor level is even.

19.25 USING LADDERS

(a)

Many serious injuries from falls are either due to incorrect selection or misuse of ladders.

(b)

Timber ladders are considered to be more suitable in a construction environment than aluminium type.

(c )

Ladders, class 3 of BS 1129, improvised & home-made ladders are not allowed on the company’s sites.

(d)

Ladders must not be used for any other purposes other than those intended, e.g. working platforms,
board runs etc...

(e)

Safety Measures to Adopt When Using Ladders


ladders on firm level base supported by the stiles only;



ladders should be secured at the top to suitable anchorage points using lashing / clamping to
prevent outward movement and sideways slippage;



head of ladder to be on a firm non slippery surface, use of plastic guttering may be made if
appropriate;



ladders should be at 75 degrees slope to the horizontal or incline of 4:1, i.e. 4 metres height to
every 1 metre of distance away from the vertical;



ladders should be suitably secured near the base where not possible to adequately secure top, e.g.
ladder base heeled into ground;




rungs should be non-slippery and regularly cleaned if oil, grease, mud etc., is present;
only one person at a time should climb the ladder;
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(f)



long ladders should be secured at mid-point to prevent swaying using tie rope or other suitable
methods;



ladders should be positioned with the platform to provide adequate hand hold at the place of
landing, or should extend minimum of 3’6” (5 rungs) above the platform;



ladders at every 9m interval (maximum) in height must be provided with platform with guardrails
and toeboards;



platform openings for ladders passing through must be no longer than required and no wider than
0.5m;



all ladders must be inspected before each use;



ladders should never be painted or treated in a way to conceal cracks / defects;



clear varnish coating for preservation of ladders is satisfactory;



thorough inspection of ladders should include signs of splits, cracks, splintering, excessive wear of
rungs, missing rungs, stiffness of tie rods / wedges and splitting / fraying of feet.

At the end of each working day, ladders should be either removed, secured, or boarded / lashed to
prevent unauthorised access.
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4.21
19.26 WASTE DISPOSAL & ENVIRONMENTAL MANAGEMENT

(a)

All personnel employed on the company’s sites shall undertake their operations with due regard to
pollution of air, land and water.

(b)

Demolition work involving brick / concrete crushers is subject to Local Authority air pollution control
and will require prior authorisation to operate machinery.

(c)

Contractors producing waste, including scrap metal, rubble, demolition material muck away, from their
operations are ultimately responsible for the safe disposal of waste, unless agreed with the company
otherwise.

(d)

Storage of temporary waste on site should be suitably secured against weather conditions, thieves and
children.

(e)

Generally, waste can be categorised as Controlled Waste or Special Waste. Special Waste, including
chemicals, asbestos, lead, solvent based harmful substances etc., is dangerous to keep or dispose of.
Skips containing mostly paint cans of harmful type will fall into the Special Waste category.

(f)

Removal of waste from sites must be by a registered firm using a Transfer Note which describes the
waste, and evidence of disposal site should be obtained from the carrier. For repeat consignments of
same / similar waste, a single Transfer Note may be sufficient for a period of up to one year.

(g)

Dust nuisance from building sites should be minimised and controlled by wetting / damping down.

4.22
19.27 WORKING IN CONFINED SPACES
(a)

Confined spaces are those where there is inadequate natural ventilation, including closed tanks, open
manholes, pipes, flues, ducts and building voids / enclosed rooms.

(b)

Working in confined spaces is dangerous for a number of reasons due to the following hazards:

asphyxiation;



presence of toxic or flammable gases / vapours;



dangerous atmosphere created due to operations, e.g. welding, cutting, solvents etc.;



restricted access, particularly in emergency.

(c)

No work is allowed in confined spaces until it is properly planned, approved and precautions
considered.

(d)

Personnel selected to work in confined spaces must be healthy and fit with no known disabilities, e.g.
high blood pressure, asthma, deafness etc., which could compromise safety.

(e)

Work must only be undertaken by trained personnel, which will include the following:-

(f)



understanding and adherence to safe systems of work (Permit To Work);



ability to use correct type of breathing apparatus and awareness of it’s limitations;



knowledge in the use of atmospheric testing equipment;



correct rescue and emergency procedures, e.g. first aid, fire fighting and evacuation.

Before entry into confined spaces, atmospheric testing must be carried out for the presence of
hazardous gases and oxygen levels.
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(g)

If forced ventilation is necessary it should be adequate, i.e. not less than 10 cu ft (1.5m3) per person per
minute.

(h)

Forced ventilation methods include the use of compressed air cylinders and compressor air units.
Suitable reducing valves and positioning of such units must be considered to avoid any intake of exhaust
fumes.

(i)

The atmosphere must be continuously monitored during the operations to ensure safe levels.

(j)

Permit To Work systems (PTW) should be used to control work in confined spaces.

(k)

Minimum openings to confined spaces are either 458 × 405mm, or 458mm diameter.

(l)

Rescue procedures should be clearly thought out in the PTW, communicated and breathing apparatus
kept on stand-by for rescuers.

(m)

Appropriate and sufficient rescue equipment must be kept nearby and may include the following:

safety harnesses;



cap lamp or torches suitable for explosive atmospheres;



breathing apparatus tested and maintained;



First aid and fire fighting equipment;



emergency alarm system;



resuscitation equipment;



reliable communication system with the nominated responsible person / observer overseeing the
operation.

4.23
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20

Miscellaneous Forms & Guidance

20.1
20.2
20.3
20.4
20.5
20.6
20.7

Pre-start health & Safety checklist
Plant / Equipment Inspection record
Site Emergency Arrangements sheet
H & S Plan (Construction Phase) index
Noise Assessment Form
PTW (permit to work, dig, hot-works)
Demolition pre-start checklist
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20.1

PRE-START HEALTH & SAFETY CHECKLIST

GUIDANCE NOTES: THIS FORM MUST BE COMPLETED BY THE SITE SUPERVISOR ON THE FIRST DAY OF WORK

BEFORE STARTING WORK ON EACH NEW SITE. THIS WILL ENSURE THAT PROPERY CONSIDERATION HAS
BEEN GIVEN TO HEALTH & SAFETY. ANY SHORT FALLS MUST BE CLEARLY IDENTIFIED AND THE NECESSARY
ACTIONS PROMPTLY COMPLETED.
Site Manager should issue a copy of this completed form to Head office for records & keep site copy.
SITE: __________________________________________________________ START DATE: ______________________
Manager’s name: ___________________________________________________

Y/ N
ITEM

OR

Reporting to: ____________________________

IF ‘Y’WHAT ACTIONS TO BE TAKEN
IF ‘N’EXPLAIN WHAT, HOW & WHERE

RESPONSIBILITY
FOR ACTION

N/A
1 STATUTORY
a) F10 served?
b) Pre-tender H&S Plan information
received at site level?
c) Sufficient fencing & H&S signage
allocated for site boundary?
d) Project H&S Plan & site start up
kit/pack obtained?
e) Site H&S notice board
requisitioned / installed ?
2. COMPOUND / OFFICES
a) Temp & Permanent compound
positions determined?
b) Site Foreman experienced in the
job & competent for job?
c) Segregated pedestrian /public/
vehicle access provided?
d) Material storage area established,
secured, signage displayed?
e) Electricity supply / route found on
site & protected?
f) Water supply identified & routed?
g) Foul drainage identified & aware
of it’s depth?
h) Temp welfare facilities identified
(ie toilet/wash room with hot running
water, canteen & drying room?
3. CONTAMINATED LAND
a) Contamination / asbestos report
available?
b) Are you aware of any particular
hotspots and / or contaminants?
c) Provisions agreed to highlight &
segregate known contaminated
areas?
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4. WORK EQUIPMENT
a) Is there correct type of equipment
selected / available for tasks?
b) Has the equipment been checked /
inspected to ensure it is working
properly, ie guards ?
c) If 240v supply is
available/necessary, are the trailing
cables “Armoured type” only.
d) Where possible minimum use of
240v tools should be made & 110v
supply used if at all possible. Is this
the case?
e) If electrical supply to premises is
not known, is CAT-detector
available & operative trained to use?
f) Where electrical meter is affected
by works, is it safely secured /
protected / signage displayed
“Danger, Electricity”?
g) Are all powered tools PAT-tested
& within the last 3-4 months
inspection period & display valid
label on the tool / equipment?
h) Are all operatives aware that no
powered radios, personal kettles etc
are allowed on site?
5 DOCUMENTATION
a) Risk assessments carried out &
site aware of them?
b) Are clear instructions known on
scope of work, max size of
excavations/depths & appropriate
shoring / protection?
c) Are Site safety rules known to all
operatives?
d) Are there safety training
certificates available for all site
operatives at head-office?
b) Are there any “Unusual” risks on
this site?
c) Approved Safety Method
statement(s) available for key tasks?
6. EMERGENCY / FIRST AID
a) First aider, & first aid kit
available for site?
b) Location & phone number of
nearest hospital with A&E known?
c) Emergency contact details for gas,
electricity & water known?
d) Fire extinguishers charged &
available?
7. SUB-CONTRACTORS
a) Selection made from approved list
or vetted?
b) Are subcontractors clear on their
scope, safety arrangements & have
competent supervisor ?
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8. GENERAL
a) Buried services and overhead
cables shown on site plan?
b) Public & children protection
necessary?
c) LPG cage & sign requisitioned if
to be used on site?
d) Provision for access lighting
made? When & where necessary?
e) PPE identified incl. Hi vis
clothing, helmets or noise-muffs?
f) Pavement scaffold / hoarding
licences applied for / obtained?
g) All permit to work operations
known ie deep drainage connection,
confined space work?
h) Provisions made for safe
positioning of skip(s), night flashing
lights available?
i) Is the ground checked for stability
of plant ie piling rigs & provisions
made for hardcore?
j) Are provisions made to tidy up the
site & leave it a safe / secured
manner at the end of each working
day?
9 OTHER
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20.2
Name / Address of site:

Inspection Report
________________________________________________________________________

Location of place being inspected: __________________________________________________________________
Date of inspection: ______________________________

Time of inspection: ___________________________

Name of person making inspection: ________________________ Job title: _________________________________

Name of Supervisor informed if hazards/ concerns have been identified.____________________________________

Description of place,
equipment, material
etc being inspection

Reference /
identification
number

Hazards, risks & concerns
observed.
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20.3

SITE EMERGENCY ARRANGEMENTS

Project Name: …………………………………… …………………………………………
Address:

…………………………………………………………….…

SUPERVISOR’S NAME:

………………………………………………………………

Arrangements are for:

First Aid (name & location): _________________________________________________

Fire (drill & assembly point): _________________________________________________

Gas tel No:

_________________________________________________

Electricity tel No:

________________________________________________

Water tel No:

________________________________________________

Nearest hospital is:

________________________________________________

Police tel No:

________________________________________________

Others:

________________________________________________
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20.4 HEALTH & SAFETY PLAN (construction Phase) to comply with CDM Regulations 2007

INDEX (For Guidance only)
Nature of Project / Parties
The existing environment
Existing drawings / plans
The design
Construction Material
Site wide elements
Overlap with clients undertakings
Site Rules
Continuing liaison
Construction Plan requirements
Pre-tender H&S Plan
Risk Assessments
Safety Method Statements
Emergency Procedures
Statutory Inspections & Records
Accidents, Near Misses & First Aid
Inductions & Tool box talks
Safety Meetings, Consultations & Communications
Forms – HSE F10, Insurance’s, Electrical ‘PAT’ etc
Miscellaneous
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20.5

NOISE ASSESSMENT

Assessor:……………….…..……………………………………………………..……………………….……….

Site / project:………………..……………………………………………………………………………..……
High Risk Activity ………………………………………………………………………………………………..
A L L S E C T I O N S M U S T B E C O M P L E T E D & E X P L A N A T I O N S G I V E N I N T H E S P A C E S P R O V I D E D TO BE READ IN CONJUNCTION
WI TH ANY SITE LAYOUT DRAWING ILLUSTRATING THE FOLLOWING POINTS. WRITE N/A AS RELEVANT.

No

Subject

Noise
< 75 db(a)

1

Pneumatic drill

2

Mechanical digger

3

Piling (impact)

4

Piling (Auger)

5

General activities

6

Drilling, cutting, etc

Levels

(select)

80bd(a)

85db(a) or higher

ACTIONS TAKEN
Actions taken to
No

Prevent Exposure /
control risk

Subject
(yes)

1

Noise reduction measures considered?

2

Information of risk given to employees?

3

Ear protectors given & explained how to use?

4

PPE maintenance explained?

5

Employees legal duties explained

6

Machine suppliers details obtained ?
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20.6

PTW (Permit To Work)

(inc: digging, hot works)

Site / project:………………..……………………………………………………………………
High Risk Activity …………………………………………………………………………………
A L L S E C T I O N S M U S T B E C O M P L E T E D & E X P L A N A T I O N S G I V E N I N T H E S P A C E S P R O V I D E D TO BE READ IN CONJUNCTION WITH
ANY SI TE LAYOUT DRAWI NG I LLUSTRATING THE FOLLOWING POINTS. WRITE N/A AS RELEVANT.

G EN ER AL
The following hazards have been considered as follows:a

_______________________________________________________________________________________

b

_______________________________________________________________________________________

c

_______________________________________________________________________________________

d

_______________________________________________________________________________________

e

_______________________________________________________________________________________

F

_______________________________________________________________________________________

PRE V E N T AT I V E S A F E T Y M E AS URE S AG R EE D
a)
b)

C)
d)
e)
f)

PTW Authorisation / Signatures:
I/we hereby confirm that, prior to work commencing on the above high risk activity, all the necessary
Safety & emergency checks have been made. Copies of PTW should be kept by both parties until work is completed.
Permit is valid for …………………………………………………….hours, days , until, date:……………………………………
Person carrying out the work:………………………………………………………… date:…………………………………….……
Supervisor: ……………………………………………………………………………….. date: ……………………………………..….

Or other responsible agent.
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20.7

DEMOLITION PRE-START CHECKLIST

THIS MUST BE COMPLETED BY THE PERSON IN CHARGE OF DEMOLOITION AT / BEFORE THE PRE-START MEETING FOR
EACH NEW DEMOLITION SITE TO ENSURE THE PROPER COMPILATION OF THE H&S PLAN.

SITE ____________________________START DATE _____________________
Person Chairing Meeting: ________________________Site Manager: _____________________________________
Name of Demolition Company: ____________________________________________________________________
Those Present at Meeting: ________________________________________________________________________
GUIDANCE NOTE:

The Demolition company is responsible for ensuring that this checklist is completed and that any concerns are clearly identified and
communicated in writing to the Principal Contractor and actioned prior to the commencement of the demolition.
ITEM

ACTION
Y/n

If ’y’, what actions to be taken?
If ‘n’, explain what, how & where?

Responsibility
For any actions

1. F10 served?
2. Pre-Tender H&S Plan compiled &
available?
3. Construction (Demolition) H&S
Plan suitably developed by Principal
Contractor (PC)?
4. Risk assessments & method
statements available from the
demolition subcontractor?
5. Is any of the works to be subcontracted by the PC?
6. What reasonable steps will be
taken by the PC to ensure the
competence of any sub-contractors &
has evidence or copy been obtained?
7. Is a copy of the asbestos survey
report available & issued to PC?
8. Is the PC licensed to remove
asbestos & has a current copy been
obtained?
9. If another contractor is to remove
asbestos, what measures have been
taken by the PC to ensure their
competence & is a copy of their
licence obtained?
10. Has the Environment Agency be
Pre-notified by the PC of his
intention to remove Special Waste &
copy obtained?
11. Has 14 day notification to remove
asbestos been submitted to the HSE
& a copy obtained.
12. Have adequate & suitable (e.g.
power, water, location) arrangements
been made for a decontamination
unit?
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13. Have adequate & suitable (eg
power, hot running water, location)
arrangements been made for welfare
facilities ie toilets, canteen, drying
room & drinking water?
14. Have all incoming service mains
to the demo site been isolated?
15. Is a ground contamination report
been produced and a copy issued to
the PC?
16. Are measures to be in place for
dust suppression & monitoring?
17. What control measures will be
put into place to minimise disruption
to adjoining & adjacent properties?
18. How will the site boundary be
secured?
19. Are there any special precautions
to be taken to protect areas from
falling debris, eg footpaths, railways,
neighbouring, properties, etc.
20. Have arrangements been made
with the appropriate organisation for
road, rail or footpath closures?
21. Has a license from the Local
Authority been applied for/granted
for scaffolding/hoardings on public
footpaths?
22. Are arrangements in place for
lighting scaffolds/hoardings on
footpaths & providing safe clear
access for pedestrians?
23. Is a wheel wash required and
what arrangements have been made
to prevent dust/must leaving the site?
24.What arrangements will be in
place for cleaning of the public
highway?
25. What arrangements will be in
place for first aiders and first aid kit?
26. What will be the arrangements
for day to day on site competent
supervision?
27. If building / structure to be
demolished is close to
highway/pedestrian routes, have
procedures been agreed to manage
this ie cordon-off path & have
banksmen?

OTHER PLEASE DETAIL BELOW
1.
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SUB-CONTRACTORS VETTING FORM
A L L

S E C T I O N S

M U S T

B E

C O M P L E T E D

1 N A M E O F S UB - CO N T R A C T O R:
Address:
Tel No.

Fax No.

Email

2 Sub-contractors Contract Manager:

Signed:

3 Initial Site:

Stress Contact:

Nature of work:

Contact Tel No.

4 State total number of accidents over the last 3 years including all minor accidents: 2011
5 Over the last 3 years state the total number of HSE Prohibition Notices:
HSE Prosecutions:

2010

2009

HSE Improvement Notices:

Imprisonment / fines:

Provide copies of notices served and give details:

6 State the number of years experience your organisation has in the tasks involved in this contract:

Years

7 State the total number of people employed by your organisation for whom you are responsible:
8 Provide the following details of your last two clients as Health & Safety referees. Contacts should be Site Management.
Contact Name:

1

2

Tel No.
Job Title:
Company Name:
Address:
9 State membership of any approved or recognised trade associations, eg GAS SAFE, NICEIC etc. Forward copies of certificates

10 Name of your company’s Employers Compulsory Liability Insurers:
11 If your company has Public Liability Insurance state cover: £

Provide copies of your current certificates

12 Name of your Safety Consultant / Adviser:

Tel No

13 What general safety awareness training is given to your employees, e.g. CSCS?
What specialist skill training, e.g. CTA, CITB etc, is given to plant operators? Provide samples of certificates if applicable

14 Give details of the testing and maintenance programme for your plant and equipment, e.g. frequency, type, who by etc.

15 Provide a copy of your Health & Safety policy, stating when it was last revised:
16 Other details provided for consideration, e.g. Risk Assessments:

DECLARATION:-

I DECLARE THE ABOVE INFORMATION IS CORRECT AND ACCURATE

SIGNED:

NAME (block capitals):

DIRECTOR RESPONSIBLE FOR SAFETY
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…………………………The End…………………………………
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