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1.0 Health & Safety Policy Statement
The Directors of Atkins Gregory Ltd manage their business to reduce the risks of harm occurring to their employees and others affected by their operations. To this effect, we will endeavor to develop a working environment across our operations which does not create a risk to the health, safety or welfare of our employees or others.

We are committed to the principle of continuous improvement in all aspects of our business with health and safety having equal status with all other primary business objectives.

Health and safety can only be achieved through the personal involvement of everyone in the company, which means accepting ownership for health and safety at all times.

All supervisors and managers will be instructed in matters of safety at work and useful publications will be made available as necessary.

Every supervisor and manager has a special duty to all employees and will represent their interests to the safety officer ensuring that directives from the safety officer are implemented and observed.

The management of contractors will be an integral part of our safety process and they will be expected to demonstrate and provide health and safety performance that is comparable to ours.

Integrated within the organization is a health and safety function which will co-ordinate and maintain all aspects of health and safety to ensure management have available the necessary tools for implementing their responsibilities and for complying with all relevant health and safety legislation.

Operatives required to work in new or unusual locations will be made aware of the relevant regulations governing the place of work with regard to personal protective equipment, first aid, and proper procedures.

Finally, it is the policy of Atkins Gregory to care for all its employees and customers’ employees and visitors with diligence and to the utmost of their ability.

Authorised by: 
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Simon Biggs
Managing Director

Date: 29th June 2016
2.0 Organisation

2.1 Overall Responsibility

Overall responsibility and accountability for ensuring the objectives of the Health & Safety Policy are met, rests with the Managing Director.

2.2 Support

The structure of the Company provides for a degree of operational autonomy at each individual site, support is given through a range of other key roles within the organisation that include:

· Finance Director

· Business Manager
The main features of these supporting roles will be:

a) to provide support and advice to Account and Site Managers

b) to ensure a consistency in approach and to encourage and develop the use of best practice

c) to assist in the reporting of Health & Safety issues at all levels of the business

d) to review the Health & Safety Policy and implement change as necessary and advise the workforce of any changes to reflect organisational or legislative changes

2.3 Operational Responsibilities

The Managing Director is responsible for the implementation of the Health & Safety Policy by:
a) ensuring that the Policy, procedures, rules and information are communicated to and complied with by all employees
b) making provision for the sufficient resources to be available for the achievement of specific objectives

c) establishing a suitable training programme whereby all employees understand their individual responsibilities and obligations

Account Managers, Site Managers and Site Supervisors are responsible to their Line Manager for the implementation and compliance with this Health & Safety Policy, within the business area under their direct control. This responsibility will include:

a) ensuring that all employees comply with statutory obligations, policies, procedures and rules

b) ensure that all employees receive appropriate training

c) maintain communication and consultation to develop the use of best practice, identifying hazards and minimising risks

d) give full consideration to Health & Safety when considering new operations, methods of work or new equipment

e) ensuring that highest standards of housekeeping are maintained

f) ensuring that safety equipment is maintained and suitable for its intended use

g) ensuring that accidents and incidents are reported, investigated, documented, and then any corrective action deemed necessary is taken
h) reviewing policies and procedures within their sectors and recommend change as appropriate

The Health & Safety at Work Act 1974, places a legal obligation on every employee to take reasonable care for the Health & Safety of themselves and for others who may be affected by their work and to cooperate with the Company as necessary to enable its legal obligations and the safety policy to be complied with. Specific responsibilities include:
a) reading and complying with all safety rules and procedures

b) making correct use of any Personal Protective Equipment

c) complying with accident, incident and dangerous occurrence reporting procedures

d) reporting any hazards or working practices considered to be a risk
e) refraining from bringing into the workplace anything which could endanger themselves or others

f) acquainting themselves with emergency exits, fire extinguishers and alarms within their own work environment

2.4 Communication with staff

In order to meet legal requirements the company will communicate and consult with all employees on the following issues:
· the content of this policy

· any rules specific to a site or job

· changes in legislation or best working practice

· the planning of Health & Safety training

· the introduction or alteration of new equipment or technology

This communication and consultation will take place directly with the employees via regular safety meetings, toolbox talks and site files.
Employees whose first language is not English may be assisted by the following means:

· allow additional time for information to be absorbed

· use of interpreters and/or work colleagues that can interpret

· use of pictorial and internationally recognised symbols

· written translations

3.0 Safety Records

3.1 Information

Central information and general records are kept at the company Head Office. The following information is also kept at each individual site and either the Site Supervisor, Site Manager or Account Manager will be responsible for maintaining their accuracy (as stated in Section 7.2):

a) list of the personnel employed on site

b) Health & Safety Manual

c) COSHH Risk Assessments

d) Task Risk Assessments

e) Safe Systems of Work (Method Statements)

f) Induction Training Form

3.2 Training

All employees are given training appropriate to their responsibilities in accordance with the Management of Health & Safety at Work Regulations. Training will be provided for the following situations:
· Induction Training for new employees (H&S awareness, company procedures, etc)

· The introduction or modification of new/existing machinery or technology

· A change in employee position/work activity or responsibility

Training is also specifically provided for work with hazardous substances, use of PPE and manual handling. Any training provided by the company will be formally recorded with a hard copy kept on file.

A programme of refresher training will be undertaken to keep employees up to date with legislation and industry best practice.
3.3 Accident and Incident Reporting Procedure

All accidents and incidents of a dangerous nature, irrespective of a personal injury or not, must be reported immediately to the Account Manager, Site Manager or Site Supervisor.

If the accident does result in personal injury, the assistance of a First Aider should be sought without delay.
It is the responsibility of the Managing Director (assisted by other relevant key personnel) to investigate all accidents and incidents, complete any necessary documentation, and implement any changes as a result of the investigation.

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013, requires the employer to inform the Health & Safety Executive (HSE) of any death or major injury, disease or major occurrence.

3.4 Over 7-day Injury

If an accident occurs in the workplace that results in an ‘Over-7 Day Injury’ (including physical violence) it must be reported. Go to www.hse.gov.uk/riddor and complete the appropriate online report form. The form will then be submitted directly to the RIDDOR database. You will receive a copy for your records. 
4.0 Emergency Procedures

4.1 Fire & Evacuation

It is the responsibility of Account Managers and Site Managers to ensure that employees receive the appropriate guidance and training during their initial induction period.

The specific issues and actions required will include:

a) what to do if discovering a fire

b) what to do upon hearing the fire alarm

c) location of fire exits

d) location of assembly points

4.2 Smoking

The Company operates a strict no smoking policy for all employees whilst on our Clients premises, except where there are specific designated smoking areas.

4.3 First Aid Provisions

Adequate first aid provision will be made at every place of work occupied by the Company.
Each first aid box shall be suitably marked and be easily accessible to all employees at all times when they are at work.

On Project Sites – wherever possible arrangements are made with clients/principle contractors to use their first aid facilities. Where this is not possible, a member of the project team will be nominated as the appointed person for first aid and a first aid box supplied, which will contain adequate supplies for the total number of employees on site.

Head Office – the first aid box is located in the main office

The Qualified First Aider/Appointed Person: Jackie Hall
4.4 Staff Welfare Provisions
Wherever possible arrangements will be made with the Client and/or Principal Contractor for the use of Welfare facilities at sites under their management. As a minimum the following requirements will be adhered to:
· Toilet/washing facilities accessible on site

· Eating/rest facilities accessible on site

Where these facilities are not provided by the client or principal contractor, the company will provide suitable welfare facilities.
5.0 Chemical and Equipment

5.1 COSHH (Control of Substances Hazardous to Health)

Before any hazardous substances are used during a work process, a material safety data sheet (MSDS) will be requested from the supplier and an appropriate assessment made of the risks from that substance will be undertaken by the Health & Safety Co-ordinator/Representative, in line with the Control of Substances Hazardous to Health (COSHH). Alternative less harmful substances will be used wherever possible.
Assessments will consider storage, handling, aspects of use, exposure, PPE requirements, workers health, and emergency actions. Supervisors will brief staff on any hazard or substance precautions, with written records being located in an accessible location within each department.

An inventory of all substances and materials hazardous to health is held at head office.
5.2 Risk Assessments

Task Risk Assessments and Method Statements are available on site. These assessments will be ongoing and reviewed regularly.

5.3 Personal Protective Equipment (PPE)

Protective equipment is provided where necessary. Where it is provided, it must be suitable and adequate for its intended use, and must be used in accordance with specific training and/or instructions.

The equipment must be examined prior to use to identify any potential risk due to deterioration.

Before issuing any PPE, consideration must be given whether the hazard can be eliminated or the task completed by another reasonably practical means.

5.4 Electrical Equipment

It is the responsibility of the Managing Director to ensure that electrical equipment is tested in accordance with current legislation (Electricity at Work Act). This testing must only be carried out by a competent person.
It is the responsibility and duty of all employees to carry out a visual inspection of all electrical equipment before each time it is used.

6.0 Sub Contractors

All Sub Contractors will be issued with and must comply with this Health & Safety Manual, and any other site/client specific rules and/or instructions.

In addition, before they are permitted to carry out any works they must have submitted to the Managing Director all relevant Risk Assessments, Method Statements and Insurance Certification.

7.0 Management of Health & Safety

7.1 Our Objectives

To have and put in place systems that will safeguard the Health & Safety of our employees and other persons within our working environments through identification of hazards and the assessments of risks.

To communicate to our employees effectively and efficiently all Health & Safety information.

Ensure our employees are competent for the tasks they undertake through suitable selection, training and development.
To have the co-operation of our employees and actively involve them in workplace issues.

A commitment to reduce and eliminate accidents and incidents within the workplace.

To carry out thorough investigations of all accidents and/or incidents which do occur reviewing assessments, procedures and training, and then where necessary to implement change and other preventive measures.

To seek continual improvement of our standards and systems.

To work positively with our ‘Business Partners’ sharing information for the benefit of all parties.

7.2 Monitoring

Information located on sites (and held within the ‘Site File’) will be checked to ensure it is available and current, on a monthly basis. This check will be carried out by the Site or Account Manager responsible. Any defects will be reported to the Managing Director, who is responsible for instigating all necessary remedial action.

Site Files will include:

· Health & Safety Manual

· Insurance Certificate

· COSHH Risk Assessments

· Task Risk Assessments

· Safe Systems of Work (Method Statements)

· Accident Book

· Employee Handbook

7.3 Review

This manual and its contents are subject to a formal Annual Review each September. It is the responsibility of the Managing Director to ensure this review is carried out.

The Policy is also subject to review as and when necessary due to legislative changes or new working practices.

Signed for and on behalf of Atkins Gregory Ltd Board of Directors:
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Managing Director
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