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Health and Safety Management System

The Management of Health and Safety at Work Regulations (Regulation 5) requires the employer to have arrangements in place to cover health and safety. These arrangements should, where possible, be integrated within the management system that is already in place for the company. The arrangements when implemented however, will depend on the size and nature of the business and will require the following factors to be considered when integrating them into any management system: -

· Planning.

· Organisation.

· Control.

· Monitoring, review and continuous improvement.

This health and safety policy includes a management structure and arrangements developed for the company to ensure compliance with the law; its format enables it to be integrated with any existing management systems.

Guidance is provided to show how this policy can be used as part of an effective Health and Safety Management System to ensure compliance and control in a logical manner, by describing the service provided by G W Rae Training and Development Consultant and the contributions required by the company.
















NB The flow diagram above provides a pictorial representation of good management practises in line with the HSE’s normative standards, each step is explained further overleaf.

1. Initial inspection/report – visit by consultant who will complete a questionnaire, inspect the premises and provide a written report. The report will identify the current practical, physical and procedural weaknesses in complying with regulations.

2. Policy – developed and installed to the client by a G W Rae, Health and Safety Consultant. The installation visit will include an explanation of the system, advice on how to comply with legislation and an introduction to risk assessments. The organisations ‘statements of intent’ contained within the policy should be signed and dated by the person with overall responsibility for health and safety.

3. Organising – the organisation structure, individual responsibilities and monitoring procedures that need to be undertaken. Management leading by example is essential to fostering a positive health and safety culture.

4. Planning and implementation – Suffolk Welding Co. limited commit to adhering to the policy arrangements including the completion of risk assessments and implementation of safe working practices.

Planning should include: -

· Elimination or reduction of risks through selection of correct equipment, facilities and processes.

· Identifying the need, type and number of assessments to be carried out.

· Setting of objectives and timescales.

· Identifying personnel to be involved and level of competence.

· Safety procedures required.

· Implementation of control measures.

5. Review/measure performance – active monitoring of the organisation’s goals and objectives will provide a status of achievement and identify where efforts need to be concentrated.

Review process should include: -

· Training undertaken and further requirements.

· Assessments and safety procedures.

· Effectiveness of control measures.

· Compliance with current legislation.

· Complaints and hazard reports.

· Accident statistics.

· Effectiveness of monitoring lists in policy.

· Achievement of standards/benchmarks.

· Compliance with regulations.

6. Annual inspection – this will be carried out by a G W Rae, Health and Safety

Consultant and includes a workplace inspection, review of documentation and arrangements in place and progress on assessments. On completion, a written report will be forwarded along with any required policy amendments.

Introduction

In compliance with the requirement of Section 2 of the Health and Safety at Work etc. Act 1974, Suffolk Welding Co. limited has two divisions within its company structure. Welding and fabrication and SW Engineering, both are operated under the one policy over two sites. (The company will be referenced throughout the documents as Suffolk Welding Co. Limited unless otherwise specified) Suffolk Welding Co. Limited are effectively discharging their statutory duties by preparing a written Health and Safety Policy. A copy of the policy and associated employee handbook, which outline our health and safety arrangements and organisational structure, are held at both sites.
Suffolk Welding Co. limited are aware that in order to ensure the health and safety policy is maintained effectively; it is essential that all references and information are up-to-date and accurate. Should any changes occur within the business e.g. introduction of new processes or systems etc. or, if changes occur that impact on the organisation of health and safety responsibilities, a nominated representative will liaise with G W Rae, whose Health and Safety Consultants will advise on any policy updates that are needed and arrange for such amendments to be forwarded.

The health and safety policy will be constantly monitored by the management and reviewed at the time of annual inspection. In addition, arrangements within the policy will be reviewed if accident trends or the findings of any management inspections raise concerns. Suffolk Welding Co. limited aims to install continuous improvement at all levels.
In order for Suffolk Welding Co. limited to discharge its statutory duties, employees are required by law, to co-operate with management in all matters concerning the health, safety and welfare of themselves and any other person who may be affected by their acts or omissions whilst at work. Suffolk Welding Co. limited encourages all employees to inform management of any areas of the health and safety policy that they feel are inadequate or misrepresented to ensure that the policy is maintained as a true working document.
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Organisation

Safety Management Structure

Nominated responsibilities

· The Managing Director

· The Works Manager (Terminology used applies to SW Engineering Manager and Welding and Fabrication Manager, unless otherwise stated)
· General responsibilities

· Employers

· Employees

· Sub contractors and self employed
Information for employees

Information will be displayed on the notice board in the ground floor office
Joint consultation

An open door policy for all employees to discuss any issues individually or by a representative of the workforce
Meetings will be held and details fed back to the Management Team

Working time Regulations

The company will adhere to legislation that is current and applicable at all times. Staff wishing to sign a waiver will be allowed to do so and a record placed in their personnel file
General Monitoring

· COSHH

· Electrical

· Fire

· Health and Safety Policy

· Ladders

· Office

· Pneumatic nailing or stapling tool

· Transport

· Welding

· Workshop monitoring









Individual responsibilities

Section 2 of the Health and Safety at Work etc. Act 1974 places a duty on employers to prepare a written health and safety policy that includes details of responsibilities for ensuring the health, safety and welfare of all employees. The following list of responsibilities has been collated to ensure compliance with legislation.

The Managing Director will ensure that: -

· The main requirements of the Construction (Design and Management) Regulations are understood and applied according to the work undertaken

· All levels of management within the Company fully understand the arrangements for the implementation of the health and safety policy.

· The policy is reviewed for compliance with the objectives for health and safety.

· Sufficient funds are made available for the requirements of health, safety and welfare provisions.

· All employees fully understand safe systems of work, rules and procedures and that suitable records are kept.

· The organisational structure is appropriate in order to manage health and safety.

· The same management standards are applied to health and safety as to other management functions.

· Health and safety is integrated into the Company's management systems.

· Regular health and safety audits and inspections are carried out in accordance with Company's health and safety monitoring procedures.

· Adequate health and safety training is provided for all employees. This shall commence on induction and include any specific training regarding the Company's rules, safe systems of work and training required to perform their duties and work-related tasks.

· Qualified first aid personnel and facilities are provided to address potential hazards within the Company.

· Employees and any other relevant persons are informed of the location of first aid personnel, facilities and the importance of recording all accidents / incidents in the accident book.

· All accidents / near miss incidents are investigated and recorded on the incident record form and control measures implemented to prevent any recurrence.

· Arrangements for fire safety are implemented and that all relevant checks are carried out.

· Nominated competent persons complete, record and review risk and COSHH assessments relevant to the activities and hazards within the Company and that relevant employees are informed of the significant findings of the assessments.

· Suitable and sufficient personal protective equipment is provided for employees at no cost.

· Joint consultations between management and employees take place as described in the policy.

· Regular health and safety meetings are held to ensure effective health and safety consultation.

· All health and safety issues raised by employees are recorded and investigated.

· Any faulty work equipment identified is immediately taken out of service until repaired or replaced.

· Regular safety checks are undertaken and records made available of the testing, maintenance and statutory inspections of work equipment and services used by the Company.

· All welfare facilities, including temperature, lighting and ventilation levels, are adequate.

· Safe access and egress are provided and maintained in all areas within the Company.

· Relevant statutory signs and notices are provided and displayed in prominent positions.

· Manual handling training is undertaken and reviewed regularly or if process change requires re-assessment.

· All electrical equipment is adequately maintained and that only suitably trained and competent persons carry out electrical work. No employee shall undertake any kind of electrical work where specialist knowledge is required in order to avoid danger.

· All employees fully understand the arrangements for the implementation of the safety policy.

· The policy is reviewed for compliance with the objectives for health and safety.

· Work that is considered to present a serious or imminent risk of injury to employees or others is stopped immediately.

· Training programmes are established or arranged to inform and educate employees of their health and safety responsibilities and duties.

· The training needs of all employees is identified.

· Suitable training is provided and full written records are maintained.

· Risk assessments are compiled within the workplace.

· All accidents/incidents are reported to the enforcing authority in accordance with the Reporting of Incidents, Diseases and Dangerous Occurrences Regulations (RIDDOR).

· Records and statistics of all accidents and incidents that occur within the Company are compiled.

The Works Manager or The Workshop Supervisor will ensure that: -

· The main requirements of the Construction (Design and Management) Regulations are understood and applied according to the work undertaken

· All employees fully understand safe systems of work, rules and procedures and that suitable records are kept.

· Regular health and safety audits and inspections are carried out in accordance with Company's health and safety monitoring procedures.

· Employees and any other relevant persons are informed of the location of first aid personnel, facilities and the importance of recording all accidents / incidents in the accident book.

· All accidents / near miss incidents are investigated and recorded on the incident record form and control measures implemented to prevent any recurrence.

· Arrangements for fire safety are implemented and that all relevant checks are carried out.

· Nominated competent persons complete, record and review risk and COSHH assessments relevant to the activities and hazards within the Company and that relevant employees are informed of the significant findings of the assessments.

· Joint consultations between management and employees take place as described in the policy.

· Regular health and safety meetings are held to ensure effective health and safety consultation.

· All health and safety issues raised by employees are recorded and investigated.

· Any faulty work equipment identified is immediately taken out of service until repaired or replaced.

· Regular safety checks are undertaken and records made available of the testing, maintenance and statutory inspections of work equipment and services used by the Company.

· Safe access and egress are provided and maintained in all areas within the Company.

· Manual handling training is undertaken and reviewed regularly or if process change requires re-assessment.

· All employees fully understand the arrangements for the implementation of the safety policy.

· Work that is considered to present a serious or imminent risk of injury to employees or others is stopped immediately.

· Sufficient knowledge is developed in order to fulfil the role of “competent person” as required under Regulation 7 of the Management of Health and Safety at Work Regulations.

· Random safety audits and consultation with safety representatives is undertaken.

· Risk assessments are compiled within the workplace.

· The Company's fire safety arrangements are implemented.

· All accidents/incidents are reported to the enforcing authority in accordance with the Reporting of Incidents, Diseases and Dangerous Occurrences Regulations (RIDDOR).

· Records and statistics of all accidents and incidents that occur within the Company are compiled.

Fire responsibilities

The Managing Director will ensure that: -

· All employees received comprehensive induction before commencing work, to ensure that they are fully aware of all the arrangements in place during the evacuation procedure.

· A register of employees is kept up-to-date at all times. The requirements for employee training in fire safety are adhered to.

· A fire logbook is kept up to date with all relevant records relating to fire safety and ensure that it is made available for inspection by the local authority fire brigade.

· The fire alarm and associated equipment is tested every month by the Workshop Supervisor or the Works Manager and the results of the tests are recorded in the fire logbook.

· All fire-fighting equipment is tested on a regular basis as per the manufacturer’s guidelines and records kept. 
· Fire extinguishers are maintained and checked by Flameskill every 12 months

· A fire evacuation drill is carried out at least annually which will be recorded in the fire logbook.

· Any automatic fire detection equipment is tested according to current guidelines and the tests are recorded.

· Any emergency lighting and emergency exit lights are tested according to current guidelines and tests recorded.

· A fire risk assessment is undertaken within the workplace, outlining who may be affected by a fire along with any special requirements that may be identified.

· All hazardous chemicals, gases and other hazardous materials are recorded and an inventory kept for information/inspection by the local authority fire brigade.

· A regular check is made to ensure escape routes and doors are not obstructed. Fire exit doors should be unlocked and available for use at all times when persons are in the building. Fire doors should be closed at all times and not wedged open.

The Works Manager or The Workshop Supervisor will ensure the implementation of: -

· All employees receiving comprehensive induction before commencing work, to ensure that they are fully aware of all the arrangements in place during the evacuation procedure.

· A register of employees is kept up-to-date at all times. 

· The requirements for employee training in fire safety are adhered to.

· A fire logbook is kept up to date with all relevant records relating to fire safety and ensure that it is made available for inspection by the local authority fire brigade.

· The fire alarm and associated equipment is tested every month by the Workshop Supervisor or the Works Manager and the results of the tests are recorded in the fire logbook.

· All fire-fighting equipment is tested on a regular basis as per the manufacturer’s guidelines and records kept. 
· Fire extinguishers are maintained and checked by Saxon Fire every 12 months

· A fire evacuation drill is carried out at least annually which will be recorded in the fire logbook.

· Any automatic fire detection equipment is tested according to current guidelines and the tests are recorded.

· Any emergency lighting and emergency exit lights are tested according to current guidelines and tests recorded.

· A fire risk assessment is undertaken within the workplace, outlining who may be affected by a fire along with any special requirements that may be identified.

· All hazardous chemicals, gases and other hazardous materials are recorded and an inventory kept for information/inspection by the local authority fire brigade.

· A regular check is made to ensure escape routes and doors are not obstructed. Fire exit doors should be unlocked and available for use at all times when persons are in the building. Fire doors should be closed at all times and not wedged open.

Employer’s responsibilities

As employers we have a duty to all employees, casual workers, part-time workers, trainees, visitors and sub-contractors who may be in our workplace or use work equipment provided by us. Consideration will also be given to our neighbours and the general public.

The Management will ensure they: -

· Assess all risks to worker’s health and safety and bring the significant findings to the attention of employees.

· Provide safe plant and equipment that is suitably maintained.

· Provide a safe place of work with adequate facilities and safe access and egress.

· Provide adequate training and information to all employees.

· Have provisions in place to guarantee that articles and substances are handled and stored in a proper manner.

· Provide health surveillance to employees where it is deemed necessary.

· Appoint competent persons to help comply with health and safety law.

Employee’s responsibilities

The Health and Safety at Work etc. Act 1974 details two main sections which employees are required to comply with. These are: -
· Every employee has a duty of care under the Health and Safety at Work etc. Act 1974, section 7, to take reasonable care of himself/herself and any other person who may be affected by their acts or omissions at work.

In addition to the above, Section 8 states that under no circumstances shall employees purposely or recklessly interfere or misuse anything provided in the interest of safety or welfare, life saving equipment, signs or fire fighting equipment.

Employees also have a duty to assist and co-operate with Suffolk Welding Co. limited and any other person to ensure all aspects of health and safety legislation are adhered to.

Employees are obliged to: -

· Always follow safety rules, avoid improvisation and comply with the health and safety policy.

· Only perform work that they are qualified to undertake.

· Always store materials and equipment in a safe manner.

· Never block emergency escape routes.

· Always practise safe working procedures, refrain from horseplay and report all hazards and defective equipment.

· Always wear suitable clothing and personal protective equipment for the task being undertaken.

· Inform the First Aider or Appointed Person of all accidents that occur.

· The Management of Health and Safety at Work Regulations require all employees to: -

· Utilise all items that are provided for safety.

· Comply with all safety instructions.

· Report to management anything that they may consider to be of any danger.

· Advise management of any areas where protection arrangements require reviewing.

Sub-contractors/self employed personnel responsibilities

Will be made aware of the organisation’s health and safety policy, safety rules and: -

· Will be fully aware of the responsibilities and requirements placed upon them by the Health and Safety at Work etc. Act 1974 and other relevant legislation.

· Will comply with all instructions given by management.

· Will co-operate with Suffolk Welding Co. limited to ensure a high standard of health and safety on all contracts with which they are involved.

· Will carry out risk assessments in relation to their activities, ensure that adequate health and safety arrangements are implemented and co-operate as necessary with all affected parties.

· Will comply with signing in and out procedures.

Personal protective equipment
Description

Personal protective equipment (PPE) is to be supplied and used at work wherever there are risks to health and safety that cannot be adequately controlled in other ways. PPE will only be used as a last resort when preventative or other control measures cannot be applied.

Associated hazards

· Bodily injuries: - blows, cuts, impact, crushing, stabs, cuts, grazes, scalds, falls from height.

· Health hazards: - dust, fumes, vapours, gases, bacteria, viruses, fungi.

· Noise.

· Vibration.

· Slipping/falling over.

· Electrical hazards.

· Non-ionising radiation.

Employer’s responsibilities

Suffolk Welding Co. Limited will provide protective equipment when the risk presented by a work activity cannot be adequately controlled by other means. All reasonable steps will be taken to secure the health and safety of employees who use PPE.

It is the intention of the company to ensure, through the proper use of PPE, that any risks are reduced to a minimum.

Whilst it is generally recognised that the use of PPE can be undertaken without undue risks to health, it is appreciated that some employees may have genuine reservations and concerns. Suffolk Welding Co. Limited will seek to give information and training to enable a fuller understanding of these issues.

The implementation of this policy requires the total co-operation of all members of management and staff. There will be full consultation with employee representatives through existing channels of communication.

In addition, Suffolk Welding Co. Limited will: -

· Carry out an assessment of proposed PPE to determine whether it is suitable.

· Train employees in the safe use of PPE and inform them of any residual risks.

· Take any necessary measures to remedy any risks found as a result of the assessment.

· Ensure that where two or more items of PPE are used simultaneously, these are compatible and are as effective used together as they are separately.

· Arrange for adequate accommodation for correct storage of the PPE.

· Implement steps for the maintenance, cleaning and repair of PPE.

· Maintain and replace PPE that has been provided to meet a statutory obligation, as necessary, and at no cost to the employee.

Employee’s responsibilities

Employees must: -

· Make full and proper use of all PPE that has been issued to them.

· Inspect all PPE before use to ensure that it is suitable, clean and undamaged.

· Report any defective PPE to the employer.

· Report any discomfort or ill health experienced as a consequence of wearing the equipment.

· Not undertake any work unless the correct equipment is being worn.

· Store PPE securely at all times.

Employee information

Information regarding health and safety law is provided in a number of ways: -

· Employees are provided with a copy of the ‘Employee handbook’.

· The approved poster “Health and Safety Law – What You Should Know” is displayed on the premises. This poster is completed with address of the local enforcing authority, the Employment Medical Advisory Service (EMAS) etc. and names of responsible persons.
· Management and employees have access to our Health and Safety Management System that contains all relevant information with regard to recording and monitoring procedures.

Consulting with Staff on Health and Safety Matters
The Health and Safety (Consultation with Employees) Regulations require all employers to consult with their employees who are not represented by safety representatives, as detailed in the Safety Representatives and Safety Committees Regulations.

We recognise the importance and benefits to be gained by consultation and will maintain clear avenues of communication to ensure effective consultation between management and employees. It is the responsibility of management to ensure that consultation takes place in good time on matters relating to employee’s health and safety at work.

If at any time the method of consultation becomes ineffective due to the size or nature of the business then the organisation will recognise the rights of employees or groups of employees to elect one or more persons to act as their representative for the purpose of such consultation.

Health and safety will be on the agenda of all management meetings. Items that may be included in the meeting are: -

· Review of accident statistics, near misses and trends.

· New legislation.

· Compliance with the objectives of the health and safety plan.

· Occupational health issues.

· Introduction of new technology.

· Result of health and safety audits.

· Review of significant findings identified by reports produced by G W Rae Training and Development Consultant.
· Completion of corrective actions.

· Review of training needs.

G W Rae Training and Development Consultant will inform senior management of any relevant changes to health and safety. Management will disseminate this information to all relevant employees.

If any visitors or customers raise any concerns with regard to health and safety, senior management will investigate the issue and if required, take appropriate action to deal with the matter.

Accident reporting

Description

Hazards are present in all workplaces. Control measures put into place should reduce those hazards to an acceptable level to prevent accidents and cases of ill health. The purpose of this arrangement is to provide advice and guidance to all employees together with the information necessary for the reporting and subsequent investigation of accidents, incidents and near misses. An accident is an unplanned event that results in personal injury or damage to property, plant or equipment.

Employer’s responsibilities

Suffolk Welding Co. Limited will: -

· Ensure that suitable procedural arrangements are made in order that all accidents and incidents occurring on the premises or associated with business activities are adequately recorded. 

· Where necessary, notify the relevant authority of any accidents, dangerous occurrences and work related ill-health incidents. 

· In the event of an accident or incident resulting in injury, ensure that appropriate First Aid treatment is administered. 

· Ensure that all employees are adequately trained to carry out their work safely and are provided with information on safe working practices and accident prevention.

A nominated person will notify the enforcing authority without delay (e.g. by telephone)

if there is an accident connected with work and: -

· An employee or a self-employed person working for or on behalf of the organisation is killed or suffers a major injury (including as a result of physical violence).

· A member of the public is killed or taken directly to hospital.

In addition Suffolk Welding Co. Limited will ensure that: -

· All accidents and incidents, however minor, will be investigated to ensure the appropriate action is taken to prevent recurrence. In the majority of cases, the details contained within the accident book will constitute an investigation. 

· The risk assessments will be reviewed and, if necessary, further control measures will be introduced. 

· Improvement strategies will be implemented to help prevent or minimise occurrences, thus reducing future risk of harm.
Note 2012 change

From 6 April 2012, the over-three-day reporting requirement for people injured at work changed to more than seven days. From then, you only have to report injuries that lead to a worker being incapacitated for more than seven consecutive days as the result of an occupational accident or injury (not counting the day of the accident but including weekends and rest days). 

The report must be made within 15 days of the accident.

Incapacitation means that the worker is absent, or is unable to do work that they would reasonably be expected to do as part of their normal work.

You must still keep a record of the accident if the worker has been incapacitated for more than three consecutive days. If you are an employer, who must keep an accident book under the Social Security (Claims and Payments) Regulations 1979, that record can be treated as a record for the purposes of RIDDOR.

These are the main changes to the reporting requirements for deaths, major injuries, occupational diseases and dangerous occurrences that employers need to be aware of.
Typical reportable instances include the following, this list is not exhaustive and we will contact G W Rae Training and Development Consultant for further guidance, support and clarification.

Over Seven-day injury

This is an injury, which is not major but results in the injured person being away from work or unable to carry out their normal duties for more than seven days. Apart from the day of the accident, weekends and days that would not normally be worked, such as rest days, are counted.

Major injuries

· Fracture other than to fingers, thumbs or toes.

· Amputation.

· Dislocation of the shoulder, hip, knee or spine. 

· Loss of sight (temporary or permanent).

· Chemical or hot metal burn to the eye or a injury to the eye.

· Injury resulting from an electric shock or electrical burn leading to unconsciousness or requiring resuscitation or admittance to hospital for more than 24 hours.

· Any other injury; leading to hypothermia, heat induced illness or unconsciousness; or requiring resuscitation; or requiring admittance to hospital for more than 24 hours.

Work-related disease

· Certain poisonings.

· Skin disease such as occupational dermatitis.

· Skin cancer or acne.

Dangerous occurrence

· Collapse, overturning or failure of load bearing parts of lifts and lifting equipment.

· Plant or equipment coming into contact with overhead lines.

· Electrical short circuit or overload causing fire or explosion.

· Collapse or partial collapse of scaffold over 5 metres high or which has been erected near water where there is the potential of drowning after a fall.

Employee’s responsibilities

Any employee who is involved in, or aware of, an accident at work must follow the accident reporting procedure and inform the employers, either orally or in writing as soon as possible after the accident occurs. The nominated person will complete the necessary documentation including accident book entry, investigation and comply with any notification and reporting requirements.

Manual handling

Description

Manual handling injuries can occur wherever people are at work. Manual labour, awkward postures, manual materials handling and previous or existing injury are all risk factors implicated in the development of manual handling injuries. Manual handling is defined as the supporting and transporting of a load by human effort and includes lifting, lowering, pushing, pulling or carrying.

Associated hazards

· Sprains, strains.

· Hernias.

· Damage to the joints, ligaments, muscles and vertebrae.

· Slips, trips and falls.

Employer’s responsibilities

Suffolk Welding Co. Limited will ensure that: -

· Manual handling operations that present a risk of injury are identified.

· Handling operations which present a risk of injury are avoided, so far as is reasonably practicable, by eliminating the need for the load to be moved or by the introduction of automation or mechanisation.

· Those operations that cannot be avoided are assessed using an ergonomic approach that considers the Task, Individual capacity, Load and Environment (TILE) elements to determine the level of risk. The assessment will be recorded to show that it has taken place and to allow for easy review if circumstances change.

· Measures required to eliminate the risk, or reduce it to the lowest level that is reasonably practicable, are identified from the information in the risk assessment and are used to implement a safe system of work.

· Any new work that might involve manual handling operations is assessed and safe systems of work are implemented before the work commences.

· Annual reviews of assessments are made to ensure that they are still valid but re-assessment is carried out immediately if any of the components of the work situation have changed.

· Incidents that result in musculoskeletal injury to staff are fully investigated and risk assessments and systems of work are reviewed in the light of such incidents.

· Staff recruited to posts involving manual handling are suitable for the work they are required to undertake, that job descriptions sent to applicants for employment include details of manual handling tasks where these are part of requirement of the post, and that staff in post continue to be suitable for the work.

· Suitable information, training and supervision is provided for all employees engaged in manual handling tasks and that such training is recorded, monitored, evaluated and reviewed.

· Sufficient information about loads and environment is given to other employers who have control of workers on the premises and to self-employed contractors that will enable them to meet their responsibilities under the regulations.

· Premises outside the regular workplace at which employees may have to perform manual handling operations are taken into consideration when undertaking a manual handling assessment.
Employee’s responsibilities 

Employees involved with manual handling activity should: -

· Follow the safe system of work designed and introduced by the employer and should not deviate from this without good reason.

· Not undertake a manual handling activity when a reasonably practicable alternative exists.

· Use any mechanical aids that have been provided for their use and for which they have been trained. Any faults with mechanical aids should be immediately reported to the employer.

· Assist and co-operate with the process of the assessment of risk.

· Assist the employer with the implementation of staff training, attend training sessions as required and should apply the knowledge gained from training to their daily work.

· Report all accidents, injuries and near misses involving handling activities – however trivial.

· Inform the employer if they are unable to undertake their normal manual handling duties because of injury, illness or any other condition.

· Not undertake any manual handling operation that they believe is beyond their capability.

· Report any unsafe systems of work to the employer.

Information, instruction and training

Description

Preventing accidents and ill health caused by work is a key priority for Suffolk Welding Co. Limited.

Health and safety information, instruction and training helps the company to ensure our employees are not injured or made ill by the work they do; promotes a positive safety culture, where safe and healthy working becomes second nature to everyone; and enables the company to meet its legal duty to protect the health and safety of our employees. 

Training isn’t just about formal “classroom” courses.

Employer’s responsibilities

· Consult with relevant persons to identify the information, instruction and training required for the company taking into account the level of skills required, the risks identified in the workplace, the position of the employee within the organisation and any relevant, specific individual needs.

· Undertake a risk assessment to identify any further specific training needs.

· Provide the necessary training, taking into account the capabilities, previous training, knowledge and experience of employees.

· Ensure that the demands of the job do not exceed the employees’ ability to carry out their work without risks to themselves and others.

· Prioritise information, instruction and training to ensure that any high risk needs are met first.

· Determine the most suitable method for delivery of the information, instruction and training, including the use of internal and external providers.

· Assess the suitability of the training and its effect on the employee and/or the business to enable changes, modifications or additions to be made if required. 

Relevant information, instruction and training will also be provided: -

· On recruitment.

· When moving persons to another task or promotion.

· When the process, equipment or system of work is changed.

· If a review determines a refresher program is required.

Suffolk Welding Co. Limited will document and maintain records of all information, instruction and training provided.

Employee’s responsibilities

· Co-operate with the company in relation to all training aspects.

· Attend any training courses that are identified as necessary.

· Follow training, guidance and instruction to prevent injury or ill health.

· Use protective and safety equipment provided.

· Report to their line manager any hazardous or dangerous situations.

· Co-operate with management arrangements for health and safety.

Welfare

Description

The provision of welfare in the workplace should be taken seriously; it applies to all areas including the common parts of shared buildings, private roads and paths on industrial estates, business parks and temporary worksites.

Welfare provisions will also be provided for those people who are not employees but may use the premises on an infrequent basis e.g. visitors and contractors.

For disabled persons it may be necessary to specifically make parts of the workplace accessible for their use e.g. toilets, washbasins, doors, passageways etc.

Employer’s responsibilities

We have responsibility to assess and provide, adequate welfare facilities for employees and other persons using the premises and take account of the general working environment to include: -

· Ventilation.

· Indoor temperature and the impact of working in hot and cold environments.

· Lighting.

· The provision of adequate room and space in which to complete the work activities.

· The safe and frequent removal of waste and the cleaning of the workplace.

· The provision of suitable workstations and seating for the activity being undertaken.

Assessing the safety requirements of the workplace with regard to: -

· The floors and traffic routes providing suitable standing for vehicles and persons.

· The position, integrity and visibility of transparent windows, doors, gates etc.

· The safe use and maintenance of lifts and equipment to move persons.

· Sanitary conveniences and washing facilities.

· The provision of potable drinking water.

· Accommodation for clothing and changing facilities.

· Providing suitable facilities to rest, drink and eat meals away from sources of contamination.

Employee’s responsibilities

The welfare facilities provided and maintained by Suffolk Welding Co. Limited are for the benefit of all employees and visitors. Employees have a responsibility to use the facilities in a proper manner and not damage or misuse any equipment that is provided.

Personal responsibility should be taken for clearing your own waste and cleaning any utensils when eating or drinking on the premises. Any damage or defects should be reported immediately to enable attention and repair.

Provision and maintenance of work equipment
Description

Every year, there are a number of accidents arising from the use of work equipment, including machinery. Many are serious and some are fatal.

By using safe, well maintained equipment, operated by adequately trained staff, accidents and associated financial costs can be reduced or prevented. Maintenance includes cleaning and adjusting.

Associated hazards

· Scheduled maintenance not being undertaken as required or breakdown maintenance inadequate, leading to unrevealed failures of safety critical items.

· Human error or incompetence of maintenance staff.

· Static or spark discharge during maintenance in an intrinsically safe zone.

· Poor communication between maintenance staff and employees.

· Lack of knowledge by maintenance staff of the working environment where maintenance is being carried out (i.e. lack of risk assessments, warning signs, method statements, emergency procedures), leading to ignition of flammable substances (e.g. heat sources such as cigarettes or welding, static and electrical discharge, use of non spark-resistant tools) or injury/fatality from incorrect personal protective equipment (e.g. respirators) being worn.

· Unauthorised staff performing maintenance functions.

· Failure to re-commission plant correctly after maintenance to ensure that operations are not adversely affected in terms of safety considerations.

Employer’s responsibilities

Suffolk Welding Co. Limited will: -

· Undertake suitable and sufficient risk assessments, identifying how equipment should be isolated prior to carrying out any maintenance work and which identify how heavy parts of machinery will be moved.

· Implement the appropriate measures for the protection of anyone undertaking maintenance operations when the assessment has indicated that the task involves significant risk to health or safety.

· Ensure that all work equipment is maintained and kept in good working order and where necessary, a written maintenance log kept up-to-date.

· Ensure that all persons who maintain, supervise or manage maintenance work are competent to do so.

· Establish safety rules for how maintenance tasks are performed.

· Ensure the use of extension tools that preclude employee exposure to moving parts of machinery whilst cleaning, unjamming, lubricating etc. Suffolk Welding Co. Limited will also provide training in their use.

· Ensure that all staff are fully aware of reporting procedures so that a responsible person can be informed of any problems or implement any necessary remedial action.

· Seek assurance of exclusivity of control if the machinery must be energised during adjustment, unjamming or other maintenance.

· Supply all necessary personal protective equipment that is required to be worn when the maintenance work is being undertaken.

· Ensure that lockout procedures are in place, which require that all sources of electrical, mechanical, hydraulic or pneumatic energy are isolated from the machine by physically locking out and applying warning signs or tags.

· Ensure that employees are trained and qualified to use the lockout procedure.

Employee’s responsibilities

Employees must: -

· Follow instruction, guidance and safe systems of work in respect of machinery maintenance.

· Notify the employer of any problems or hazards on a machine, such as an unguarded part.

· Not carry out any maintenance activities on machinery unless trained to do so.

· Co-operate with management arrangements for maintenance of machinery.

· Make full and proper use of all PPE that has been issued to them.

First aid in the workplace

Description

People at work can sustain an injury or become ill. It could be an employee, contractor or visitor and it doesn't matter whether the injury or the illness is caused by the work they do or not. What is important is that they receive immediate attention and that an ambulance is called for any serious situations. The provision of adequate first aid cover is essential, it can save lives and prevent minor injuries becoming major ones.

Associated hazards

· Bodily injuries: blows, cuts, impact, crushing, stabs, cuts, grazes, scalds, falls from height.

· Illnesses: asthma, diabetes, epilepsy etc.

Employer’s responsibilities

Suffolk Welding Co. Limited will carry out an assessment of the first aid needs, ensuring that the minimum numbers of First Aid personnel are available accordingly. Where there is more than one building involved, separate local assessments may need to be undertaken. The arrangements will take account of: -

· Completion of a first aid risk assessment to identify the level of cover required for ‘First-Aider’ or ‘Appointed Person’. Consideration will be given for cover during annual leave, sickness etc.

· The requirement to have an appointed person in staffed areas at all times. 

· Signage is displayed within the workplace that identifies the names of trained First Aiders and the location of first aid kits.

· Regular monitoring of the contents of first aid kits and replenishment of stock.

· Initial and refresher training of First Aiders and Appointed persons.

· Awareness of the correct disposal procedure for contaminated waste.

· Communication of above to all new and existing staff.

First aid kits in vehicles

Where at-risk employees travel in and operate from a specific vehicle, the first-aid kit

may be allocated to the vehicle (where it must remain) rather than an individual. The

contents of these first aid kits must be monitored.

First-Aiders are responsible for:-

· Ensuring that their First Aid at Work Certificate is kept up to date.

· Assessing the immediate situation where first aid is being applied, acting without placing themselves or others in danger and making the area safe.

· Administering first aid as required and within their capabilities. Where there is any doubt, manage the situation while waiting for medical assistance to arrive.

Appointed persons are responsible for:-
· Ensuring that their First Aid - Appointed Persons Certificate is kept up to date.

· Only administering the level of first aid for which they are trained.

· Calling for the appropriate medical assistance.

Control of Substances Hazardous to Health (COSHH)
Description

Using chemicals or other hazardous substances at work may put people’s health at risk, thus, employers are required to control exposure to hazardous substances to prevent ill health. The aim is to protect both employees and others who may be exposed by complying with the Control of Substances Hazardous to Health Regulations (as amended) (COSHH).

Hazardous substances include: -

· Substances used directly in work activities (e.g. paints, adhesives, cleaning agents).

· Substances generated during work activities (e.g. soldering, welding fumes).

· Naturally occurring substances (e.g. grain, dust).

· Biological agents (e.g. bacteria and other micro-organisms).

· Effects from hazardous substances can range from mild eye irritation to chronic lung disease or even death.

Associated hazards

· Skin irritation.

· Asthma.

· Losing consciousness.

· Cancer.

· Infection from bacteria and/or micro-organisms.

N.B. This list of hazards is not exhaustive.

Employer’s responsibilities

Suffolk Welding Co. Limited recognises its responsibilities in the provision of a safe working environment in relation to the management of potentially hazardous substances and shall: -

· Identify and list those hazardous substances that are used or stored within company premises.

· Identify all work activities likely to produce or generate hazardous substances.

· Obtain hazard data sheets from suppliers.

· Identify who may be affected (e.g. employees, contractors, public).

· Appoint a competent person to complete and record the COSHH assessments and review the assessment regularly if it is deemed to be no longer valid.

Where reasonably practical, the company will prevent exposure by: -

· Changing the process so that a hazardous substance is not required or generated.

· Replacement with a suitable alternative.

· Using the substance in a safer form.

If prevention is not practicable, the company will control exposure by: -

· Total enclosure of the process.

· Partial enclosure and extraction.

· Using a system of work and handling that minimises leaks, spills and escape of the hazardous substance.

· Determining the need to monitor employee’s exposure or if health or medical surveillance is required.

· Ensuring that control measures (e.g. ventilation and extraction) remain effective by inspection, testing and maintenance of plant and equipment.

· Recording the findings in a COSHH assessment and review the assessment regularly or if is deemed no longer valid.

· Providing a copy of each relevant COSHH assessment to those persons considered at risk.

Employee’s responsibilities

Employees have responsibilities under COSHH Regulations, and are expected to: -

· Take part in training programmes.

· Observe container hazard symbols.

· Practice safe working with hazardous substances.

· Report any concerns to their immediate supervisor.

· Wear, use correctly and maintain any personal protective equipment provided.

· Return all hazardous substances to their secure location after use.

· Use the control measures provided properly.

The Working Time Regulations

The Working Time Regulations set minimum standards for working hours, rests and holidays. Except for young workers, defined as those over school leaving age but below age 18, the Regulations do not apply to workers in certain occupations and the Regulations have limited application to certain workers in the transport sector, and to other groups of workers that are partially exempt.

There are special rules for night workers and for ‘other special cases’, which include the following: -

· Those whose place of work is distant from their home or whose places of work are distant from one another.

· Those who work in security or surveillance activities requiring a permanent presence in order to protect property and persons.

· Those whose work activities require continuity of service or production, including hospitals, residential institutions, docks, airports, media and continuous processes.

· Those whose work is seasonal, including tourism.

· Those whose activities are affected by ‘force majeur’, which includes unusual or unforeseen circumstances or exceptional events beyond the control of their employer or where there is an accident or the imminent risk of an accident.

Information on night workers and on ‘other special cases’ can be obtained from G W Rae Training and Development Consultant.
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