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INTRODUCTION

The Health and Safety at Work etc. Act 1974 is almost entirely based on the recommendations of the Committee on Safety and Health at Work, appointed by Mrs Barbara Castle in May 1970, when she was Secretary of State for Employment and Productivity.  That Committee, under the chairmanship of Lord Robens, identified apathy and disinterest as one of the principal reasons for industrial accidents and disease and unsafe working conditions generally.

GENERAL STATEMENT OF POLICY

Monarch Joinery Limited intends to pursue a policy of health and safety in the workplace for all our employees.  In accordance with the law the company policy includes a commitment to the health and safety of those people who, not being employees, could be affected by the company’s work activities.  This would include contractors, visitors and students on work experience schemes.

This company will make every effort to provide a safe and healthy working environment for all employees.  This will include the provision of safe equipment and safe systems of work as required by the Health and Safety at Work etc. Act 1974 and those statutory instruments, which derive from it.  The company will remain alert to all changes in health and safety legislation and implement these changes accordingly.  A Health and Safety Executive poster, outlining the main requirements of the Health and Safety at Work etc. Act 1974 is displayed in the Office and the Workshop.

RESPONSIBILITY FOR HEALTH AND SAFETY

Ultimate responsibility for the management of health and safety within this company rests with the Company Director, Mr Andrew Black.

The other persons with designated responsibility are Mr Wayne Hines, Mrs Kim Harper and Mr Stephen Kerry

MANAGEMENT OF HEALTH AND SAFETY

Under the Management of Health and Safety at Work Regulations 1999, the company is required to appoint one or more competent persons to assist in compliance with health and safety legislation.  The persons appointed are Mr Wayne Hines and Mr Andrew Black.

The responsibilities of Wayne Hines and Stephen Kerry are as follows:

1.
To ensure that all machinery is maintained in a safe condition.

2.
To undertake the training and assessment of all employees in the use of the machinery employed by Monarch Joinery Ltd.

3.
To maintain the Training Schedule.

4.
To ensure that hearing persons entering into the Noise Protection Zone always wear protection.

The responsibilities of Andrew Black are as follows:

1.
To maintain the COSHH Assessments in an up to date condition.

2.
To ensure the Hazard Data information is obtained from the manufacturer whenever new subsistence’s are brought into the company.

3.
To undertake appropriate COSHH Assessments of all new substances.

4.
To enter all COSHH Assessments into the appropriate Record Book and ensure these are available to all employees.

There are two aspects of Company Policy about which employees should be aware.  These are:

1.
HEALTH

and;

2.
SAFETY

This company has a commitment to the occupational health care of its employees.

All employees will undergo annual lung function testing and 3 yearly audiometric testing (hearing tests).

LUNG FUNCTION

All  relevant 
employees will undergo lung function testing on an annual basis to ensure that the use of isocyanate paints or the machining of hardwoods is not adversely affecting their respiratory system.  An occupational physician will examine these tests and all employees will be notified individually of their own results.

AUDIOMETRY

All employees will undergo hearing tests on a three yearly basis as part of a Hearing Conservation Programme, which is aimed at preventing hearing loss from exposure to noise.  An occupational physician will also examine these tests and all employees will be notified individually of their own results.

FIRST AID

There is a First Aid Box, which is equipped to standards approved by the Health and Safety Executive.  There is also a first aid facility within all company vehicles.  All of these will be re-stocked by the company.

The names of your First Aiders are: 

Andrew Black, Jake Best & Charlie Gerry
The First Aid box is located in the workshop /coffee area.
ACCIDENT BOOK

All accidents, no matter how trivial, should be entered in the Accident Book. This is one located with the First Aid Box in the Office.  When you are injured at work the law says that you have to tell your employer as soon as you can.

You are deemed to have fulfilled this duty by making an entry in the Accident Book.  Anyone can do this on your behalf but the entry should be in your own words.  Failure to make an entry may make you ineligible for benefits from the Department of Social Security which might otherwise be payable.

SAFETY

There is a requirement under the Health and Safety at Work etc. Act 1974 for employers to provide safe and healthy working conditions for their employees.  Section 7 of the same Act also requires employees to co-operate with employers in seeking to achieve their responsibilities under the Act.

SECTION 7

“It shall be the duty of every employee while at work: -

(a) to take reasonable care for the health and safety of 

himself and or other persons who may be affected by his

acts or omissions at work; and

(b) as regards any duty or requirements imposed on his

employer or any other person by or under any of the

relevant statutory provisions, to co-operate with him 

so far as is necessary to enable that duty or requirement 

to be performed or complied with”

You are, therefore, required by law to work safely, to protect your own health and safety, and to work in a manner, which does not endanger the safety and health of other people.

You must use all of those facilities that have been provided to ensure safe and healthy working practices.  Where you discover defects of any safety equipment you must report these immediately so that remedial action can be taken.  You are required by section 8 of the Health and Safety at Work etc. Act 1974 not to interfere with or misuse anything, which has been provided for the health, safety and welfare of employees.

GENERAL SAFETY

All working areas must be kept clear and free of obstruction.  Falls resulting in, sometimes serious, injuries are often caused by obstruction.  Such accidents could be prevented in most cases by good housekeeping.  Avoidance of litter, tidy stacking of equipment, keeping passageways and stairs clear will contribute to the safety of visitors and staff.

Never run in working areas, except in dire emergencies.

Waste material must be placed in the bins provided.  These will be emptied as often as is necessary.

You should always be confident that you know how to operate all equipment and machinery safely before attempting to use it.  This includes office machinery.  If you are unsure you should consult your manager or supervisor.  Guards must not be removed from machinery.

MACHINERY SAFETY

1.
Good housekeeping will be observed at all times in connection with machinery in order to avoid injury or damage.


2.
Do not attempt to carry out work on any machine for which the machine has not been designed.

3.
Do not operate machinery unless you have been trained to do so.

4.
All machinery must be switched off and stationary before any cleaning takes place.  The cleaning or wiping down of machinery is extremely dangerous.  It is also illegal under section 14 of the Factories Act 1961, the Health and Safety as Work etc. Act 1974, and the Management of Health and Safety at Work Regulations 1999.

5.
Guards must not be removed from machinery.  Machinery must not be used if the guards are defective or have been removed.

6.
All machinery must be switched off when not in use.

PROTECTIVE CLOTHING AND EQUIPMENT

Appropriate protective clothing and equipment is provided for those tasks for which such protection is necessary.  It is a legal responsibility under the Health and Safety at Work etc. Act 1974 for employees to use this protection at all times.  It is particularly important that employees use eye protection whenever working with grinding tools.  It is also the responsibility of the employee to take adequate care of all protective clothing and equipment, and to report all defects in such equipment and clothing to their supervisor.

MANUAL HANDLING

The manual handling of loads is now controlled by the Manual Handling Operations Regulations 1992.  Where manual handling or loading and unloading forms a significant part of an employee’s job and it is not possible to reduce this by mechanical means, the company will ensure that such employees receive proper training in manual handling and kinetic lifting.

For the good health and safety of all, the following simple rules should be followed by everyone when lifting anything.

1.
Do not bend your back.  Always bend at the knees or, if necessary, the hips.  The back should be kept straight.  One foot should be placed in front of the other with the leading foot pointing in the direction you intend to travel with the load.  It is important to get a good grip on any load you lift.  Use the palms of you hands.  Never carry any load with your fingertips.

2.
If an object to be lifted or moved is large, awkward or heavy do not attempt to lift or move the object on you own.  Always ask someone to help you.

3.
Always make sure that the place, to where the object is to be moved, is accessible and clear of obstructions before you lift the object.

4.
Always wear protective gloves when lifting sharp objects.

TRAINING

All employees will be properly trained to undertake work on the machinery employed by Monarch Joinery Limited.  In accordance with section 2 (2) (c) of the Health and Safety at Work etc. Act 1974, a Schedule of Training will be maintained.

No employee is to use any machinery within the company unless they have been trained and assessed as competent.  The training must be entered on the Training Schedule.

NOISE

The industry in which we work is a noisy industry and we, as a company, have a responsibility to prevent your hearing being damaged as a result of that noise.  There is now legislation which requires noisy industries to look at their current practices to see if they meet the requirements of the Noise at Work Regulations 1989.  We have for some time met all of the requirements of these regulations by undertaking a Noise Assessment to ascertain those people who might be exposed to excessive noise levels; by demarcating noisy areas with the appropriate signs, and providing all employees with suitable hearing protection.

It is illegal for any person, including visitors and contractors to enter a demarcated zone without wearing suitable hearing protection.  The hearing protection provided to employees has been assessed as suitable by an analysis of the noise levels measured during a noise survey.  Hearing protection must always be worn when in, or passing through, a Hearing Protection Zone.

Employees are responsible for maintaining their hearing protection in a clean condition.  When hearing muffs are damaged, particularly if the seals become defective, this must be reported to Kim Harper who will arrange for new ear defenders to be issued.

OFFICE SAFETY

Filing cabinets should never be overloaded and the weight should be evenly distributed.  Never leave filing cabinet drawers open, especially the bottom drawer.  Neither should desk drawers be left open.

Do not use chairs or other unsuitable objects as stepladders.  Always use proper stepladders or step stools to reach objects, which might be otherwise out of reach.

Do not leave cables, either electrical or telephone cables, trailing about the floor.

Heavy items such as ledgers should not be placed on the top of cabinets or cupboards because they could fall on someone using the cupboard.

Dress sensibly for work.  Do not wear items that may catch in office machinery, and always wear suitable footwear.

Do not carry items at such a level that you cannot see where you are going.  Do not read whilst walking!

Open doors carefully, there may be someone standing on the other side.

FIRE PRECAUTIONS

All fire exits must be kept clear, both inside and outside of the building.  Fire exits are clearly marked.

It is the duty of all employees to be aware of the location of fire exits and fire extinguishers and to be familiar with their operation.  Never obstruct or cover fire extinguishers so that they are inaccessible.  Instructions on what to do in the event of a fire are included in this Health and Safety Policy document.  Employees have a responsibility to read and be familiar with these instructions.

FIRE PREVENTION

All employees shall take every reasonable precaution to prevent any outbreak of fire in any part of the yard, workshops or customer premises.

Every employee using an open fire or light in the course of their employment shall ensure that it is extinguished or otherwise rendered safe before they leave the vicinity of such open fire or light.

No employees shall bring an open fire or light, or anything, which is liable to cause ignition, within the proximity of any flammable materials, or in any place where any such open light or fire may give rise to the risk of fire or explosion.

ACTION IN THE EVENT OF A FIRE

1.
On discovering a fire raise the alarm and warn as many people as possible.  Call the Fire Service by dialling 999.  Ensure that a senior member of staff is made aware of the situation.

2.
Using the appropriate fire fighting equipment you should attempt to extinguish the fire BUT ONLY IF THIS CAN BE DONE WITHOUT ENDANGERING YOURSELF OR ANY OTHER PERSON PRESENT.

3.
On hearing or being told of a fire alarm, all employees must evacuate the building and go to their designated assembly point.


CHEMICAL SAFETY

In accordance with the Control of Substances Hazardous to Health Regulations 1988 (COSHH) the company will ensure the collection of up to date information on the toxicity and potential hazards of all substances used in the workplace.  COSHH Assessments have been completed and in accordance with regulation 12 of the Control of Substances Hazardous to Health Regulations 1999, these assessments are available to all employees.  They are located in the office.

All substances used by this company are subject to assessment under the Control of Substances Hazardous to Health Regulations 1999.  It is therefore forbidden for any employee to introduce any new substance into the factory without prior consultation with Mr Wager and the Directors.

ELECTRICAL SAFETY

Electrical safety in the workplace is governed by the Electricity at Work Regulations 1989.  This company will maintain all electrical wiring and equipment in a safe working condition in accordance with these regulations.  Employees should never interfere with any electrical equipment nor should they attempt to use defective equipment, damaged equipment or equipment with defective wiring.  Under no circumstances should employees bring unauthorised electrical equipment into the workplace.  This is important because all electrical equipment is required to be checked on a regular basis.  All employees have a duty under the Health and Safety at Work etc. Act 1974 to report defects in all work equipment and this will include damaged or defective electrical appliances, plugs, sockets or wiring.

DRIVERS SAFETY

All vehicles in this company undergo regular maintenance and servicing.  It is, nevertheless, the driver’s responsibility to report all defects immediately.  No driver should continue driving any vehicle, which he/she feels to be unsafe.

Each company vehicle carries an appropriate First Aid Traveller’s Kit.  This must be carried at all times and maintained to the standards required by the First Aid at Work Regulations 1981.  When the first aid box has been used the content must be restocked immediately upon return to the office.

Company vehicles carry fire extinguishers and it is the responsibility of the driver to ensure that these are checked regularly, replaced when used, and most importantly that all drivers are familiar with the correct use of the extinguishers on the vehicle.  All defects must be reported.

PUBLIC SAFETY

All visitors will be required to report to the Office before entering other parts of the premises.  A responsible member of staff will accompany visitors at all times.

Contractors, whilst working on the premises will be subject to the same safety rules and regulations as all other employees.  Contractors may operate equipment that is either their own or company equipment which they have been contracted to repair, install or service.

Whilst on the premises on official business, contractors may use the first aid facilities provided by the company.  All accidents occurring to contractors or clients visiting the premises must be reported to a senior member of the staff.

Students on work experience are subject to all the provisions of the Health and Safety at Work etc. Act 1974.  They must always work under supervision when using any machinery including office machinery.

CONCLUSION

It is the aim of this company to ensure that your working life will be as safe and healthy as possible.  In order to achieve this we need the co-operation of all employees.  This Health and Safety Policy has been designed to protect you, but without your help it will protect nobody.

ANDREW BLACK

Director
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