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1.1 Health and Safety Policy Statement

The overall responsibility for health and safety lies with the Director of Panels Plus, Paul Moss. The Director will keep all personnel advised as to their responsibilities and those of the company, in respect to health and safety matters.

Panels Plus recognises and accepts its responsibilities under the Health and Safety at Work etc Act 1974 and its Regulations which affect its activities, in particular, Workplace (Health, Safety & Welfare) Regulations1992.

Our employees and sub contractors are of paramount importance. Panels Plus recognises that the talent and energy of the men and women who work for it are its most valuable assets.  Panels Plus are therefore fully committed in providing, safe and healthy working conditions and welfare for all of its employees and those who may work for us or be affected by our business to ensure that the work done by them does not affect the Health and Safety of other contractors or members of the public.

Health and Safety of Employees and others affected from the company activities demand the same degree of attention and emphasis as that placed on our mainstream activity, which encompasses quality, proficiency, and efficiency, environmental and financial awareness.  It is our aim to achieve a working environment, which is free of work-related accidents and ill health, and to this end we will pursue continuing improvements from year to year.

During work activities the company will provide adequate arrangements for the regular assessment of all areas of work activities in order to identify associated hazards and control the risk of injury, disease and dangerous occurrences arising.

Panels Plus will provide the necessary information, instruction, training and supervision to ensure the health and safety of its employees and others along with providing and maintaining plant and equipment with systems that are safe and without risk to health, a safe place of work and a safe system of work. 

Panels Plus strive to achieve excellence in health and safety matters and in this respect, employees and others are encouraged to co-operate with Management in all safety matters to identify hazards and reduce the risk which may exist during work activities and report any condition, which may appear dangerous or unsatisfactory. Panels Plus will at all times consult with the employees and others on these matters.

Panels Plus will “so far as reasonably practicable” ensure that they will provide satisfactory financial resources and support needed to meet these objectives and that systems are in place which ensure the effective planning, control and monitoring and review of the measures and arrangements are maintained.

The support of all people in Panels Plus and others is necessary to achieve the objectives of the Health and Safety Policy and the company make it clear that Health and Safety is a responsibility of equal standing with all other responsibilities.

The management of Panels Plus are committed to achieving higher standards of health and safety through monitoring performance and continuous improvement of the health and safety culture throughout the company

This policy will be subject of an annual review by the company to ensure its continued effectiveness.
Signed…………………………………

Director
Date…………………………..……….
1.2
HEALTH AND SAFETY POLICY

Our employees are of paramount importance.

The Company recognises that the talent and energy of the men and women who work for it are its most valuable assets.

Their safety and health demands the same degree of attention and emphasis as that placed on our mainstream activity, which encompasses quality, proficiency, and efficiency, environmental and financial awareness.  We also recognise our responsibilities for the health and safety of others that may be affected by our activities.  It is our aim to achieve a working environment, which is free of work-related accidents and ill health, and to this end we will pursue containing improvements from year to year.

We undertake to discharge our statutory duties by:-

· Identifying hazards in the work place, assessing the risks related to them and implementing appropriate preventive and protective measures;

· Providing and maintaining safe plant and work equipment;

· Establishing and enforcing safe methods of work;

· Recruiting and appointing personnel who have the skills, abilities and competence commensurate with their role and level of responsibility;

· Ensuring that tasks given to employees are within their skills, knowledge and ability to perform;

· Ensuring that technical competence is maintained through the provision of refresher  training as appropriate;

· Promoting awareness of the health and safety and of good practice through the effective communication of the relevant information;

· Furnishing the resources needed to meet these objectives.

All employees on their part are encouraged to contribute actively towards achieving a work environment, which is free of accidents and ill health.

Our Health and Safety Policy will be reviewed annually to monitor its effectiveness and to ensure that it reflects changing needs and circumstances.

Conclusion
Together with the statuary regulations and the Company Safety Procedure, the company hopes this document is reasonably comprehensive, but realises that factory and office conditions are changing all the time and can create further dangers.

Finally, you are requested, with the ever-changing conditions, to maintain a continued attitude of accident prevention.

REMEMBER   Accidents are caused - they do not just happen.

Responsibility:

The overall responsibility for the promotion of health and safety of employees at work is vested in the Directors of Panels Plus at Head Office.

· Due to the nature of the business carried out by Panels Plus it is the responsibility of the senior person on site to promote health and safety at work and ensure that working practices are in accordance with statutory requirements and the Company Policy.

The Employees responsibility in this objective is to:-

· Comply with all safety procedures and controls as dictated by Panels Plus.

· Ensure reasonable care is taken for the well-being, health and safety of themselves and any other persons likely to be affected by their actions whilst working for Panels Plus.
· To utilise and respect all the safety devices and protective equipment provided to ensure the safety of personnel.

· To report accidents or near misses.

· To abide by company policy in order to maintain safe working conditions.

· To co-operate fully in the investigation of incidents to ensure that these incidents are minimised.

HOW OUR COMMITMENTS ARE ARRANGED
The Provision and Use of Work Equipment Regulations 1998 (P.U.W.E.R)
Concerns the safe use of work equipment and systems.

e.g.   Suitability of equipment - assessment of risk; provision of protection and preventative measures.

The Personal Protective Equipment at Work Regulations 1992
This Regulation clearly states that Personal Protective Equipment should only be used when risks cannot be avoided or sufficiently reduced by other preventive measures or through work re-organisation.

The Manual Handling Operations Regulations 1992
This Regulation requires employers to assess manual handling within the work place, take an ergonomic approach, and where possible change the nature of any task or provide mechanical aids in order to reduce or lighten the manual handling of loads.

The Health and Safety (Display Screen Equipment) Regulations 1992
The Regulation takes into account the amount of time a person uses a display screen; describes what a proper display screen work station is and considers other factors such as the working environment, eye sight testing and correction.

Safety Training

Health, Safety and Welfare form an integral part of induction and job training to ensure that all employees are aware of the Company’s General Safety Requirements, their responsibilities regarding safety to themselves and to others who may be affected by their actions or omissions.  Specific Safety Training and Information will also be provided in order to prepare persons on particular jobs or safe systems of work.

Fire
The Fire evacuation procedure will be as described upon the Safety Notice Boards.  The need for personnel to become familiar with procedure will be by regular practice.  All other emergencies resulting in the possibility for evacuation will be under the control of the advice of the office staff.

In order to avoid fires during silent hours:-

· Put all combustible stationery carefully away.

· Put all waste paper etc., in bins provided.

· Ensure all cigarettes are fully extinguished.

· Remove all clothing, paper, etc., from close proximity of heaters.

· Switch off all electrical appliances and remove plugs from sockets.

· Ensure, in case of fire, you know your fire exits and also the location and use of all fire-fighting equipment.

Accident Reporting
All accidents, no matter how minor an injury may be, must be recorded in the accident book an appropriate investigation will be carried out by the Company Safety Executive.  The decision on whether a follow-up investigation will be dependent on the seriousness of the accident, the circumstances and the decision of the Company Safety executive.

Occupational Health
Health surveillance and records will be undertaken under the control of the management and where necessary, information will be retained for the legal required period

Safe Systems of Work and Practices
Safe Systems of Work and Practices take into account all the necessary and relevant statutory obligations, codes of practice, British Standards and guidelines that concern our business operatives.  It is the duty of employees to carry out their task in the prescribed way as directed.

Risk Assessments
Concerns the examination of work activities where there is thought to be a hazard, followed by systematic assessment of the hazard in order to determine the degree of risk.  Upon the establishment of the risk, preventative measures are identified which are then introduced, maintained and periodically revised within our safe systems of work.

Environmental Control:
Control of Hazardous Waste and Emissions to the Atmosphere: Under general control of the Management.

Control of Substances Hazardous to Health (COSHH): Assessments and all Data Sheets are kept in the Main Office and Safety Manual.  No employee can introduce any substance without the consent of a Director.

Electricity at Work Regulations:  Work “live” systems may only be undertaken if absolutely justified and by suitably trained and authorised persons.

Housekeeping:  To be the responsibility of all personnel and under the control of all supervisors.

Building and Associated Workplaces
To be provided controlled, maintained and used in such a way as to comply with all statutory requirement.  The management and supervision responsible for the correct use, together with the expected co-operation of all employees.

Factory Safety
1. Work to all factory safety procedures

2. Wear all personnel protective equipment needed for each job.

3. Report all unsafe conditions to the senior Manager

4. Observe and heed all warning and danger notices.

5. Keep floors passages and stairs clear of obstacles and litter etc.

6. All portable electrical equipment, telephones etc., to be sensibly positioned to avoid “tripping”.

7. Office small tools including such items as knives, scissors, guillotines etc., should be carefully stored as all are capable of inflicting injury.

8. Horseplay - under the Health and Safety at Work Act - horseplay is an offence – do not indulge in this irresponsible activity.

Signed
…………………………..…….
Director

Dated…………………………………
1.3                       THE ENVIRONMENTAL POLICY
The Environmental Policy of the Company is to ensure so far as it is reasonably practicable that its operations will be carried out with a commitment to protecting and enhancing the environment.  The same commitment will be expected to be shown by Company contractors and clients.

This is a fundamental principle of the Company’s business.

The Policy and all other Company environmental documentation and advice are based on the Company’s view that environmental concern has equal stature to any other business objective.  The Company aims to establish a high priority of its principles in the corporate strategy.

The Company therefore seeks to comply with all relevant environmental legislation and regulation.  It also aims to establish higher standards of environmental performance where these are practicable and appropriate.

Concern and awareness for the environment is the responsibility of Managers and Supervisors at every level in the Company and is an integral part of their duties.

Company personnel have a legal and moral obligation to carry out their duties with concern for the environment.  It is a condition of employment that all staff complies with the Policy.

In the event of an environmental accident or incident at any work location, it is a company requirement that the details are promptly and properly reported to a Company Director and investigated and prompt action taken to make good and avoid recurrence.

All contractors working on behalf of the Company are required to adopt environmental standards fully consistent with those of the Company and they are expected to achieve comparable levels of performance as a condition of their contract.
OBJECTIVES

In accordance with its stated Policy, the Company has produced the following guide-lines as a sound framework for the introduction of practices to implement it.  The key elements of these objectives are:-

1.
Compliance with Government Legislation and Local Government Regulations

2.
Swift response to accidents or incidents that have a potential to threaten the environment

3.
The provision of advice on the safe handling of company products, or their transportation and their final disposal to customers, contractors, etc

4.
Disposal of any waste products in ways that show concern for the environment
5.
To encourage the developments of products, processes and equipment with concern for the future of the environment

6.
To communicate freely on environmental matters with government officials, 
employees, customers and members of the public

7.
The provision of appropriate training for all employees as appropriate to enable them to carry our their job functions in a manner that shows care for the environment

8.
To carry out environmental audits

9.
To promote environmental principles by sharing experience with regulatory bodies, other companies, employees and members of the public

In implementing this formal Environmental Policy, the Company will focus on action to conserve resources and energy, to minimise emission to air, water and land and increase recycling rates

The Company will also seek to influence legislative developments and improve public understanding of environmental matters concerning the business

Signed……………………………………
Director

Dated……………………………..

1.4                     ORGANISATION ARRANGEMENT
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1.5 Duties and Responsibilities

· Company

The company shall be responsible for:

· Observing the requirements of the Health & Safety at Work Act (1974) and all other relevant Legislation, Codes of Practice, Health & Safety Executive Guidance Notes and recommendations of H.S.E. Inspectors and Environmental Officers during visits;

· Providing adequate control of the health and safety risks arising from our work activities;

· Providing Risk Assessments, C.O.S.H.H. Assessments, Noise Assessments and other assessments as necessary and in consequence safe systems of work, preparing and providing method statements as required

· Consulting with employees on matters affecting their health and safety; 

· Providing and maintaining safe plant and equipment; 

· Ensuring the safe handling, use, storage and transportation of substances; 

· Providing information, instruction and supervision for employees; 

· Ensuring that  all employees are competent to do their tasks, and to give them adequate training; 

· Preventing accidents and cases of work-related ill health; 

· Maintaining safe and healthy working conditions;

· Reviewing and revising this policy as necessary at regular intervals;

· Providing suitable Personal Protective Equipment free of charge to employees;

· Providing adequate First Aid facilities including a trained First Aider as required by the relevant statutory provisions;

· Prevent injury or damage to any person and/or property affected by their operations;

· Bringing into effect proper procedures to comply with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 and to include, wherever appropriate, the investigation and reporting of the same.

· Ensuring, so far as reasonable practicable, that all subcontractors comply with the relevant Health & Safety requirements.

· Co-operation with Local Authority and Fire Prevention recommendations and ensure that requirements under the Fire Precautions (Workplace) Regulations 1997 and other relevant statutory provisions are met. This will include the provision of a fire risk assessment. To have contingency plans/procedures for dealing with such risks including the training of employees as necessary and the monitoring of all equipment involved in accordance with the manufacturer's recommendations.

· Ensuring as far as is possible that it will not allow its employees, subcontractors and others engaged to carry out work or operations, whilst under the influence of alcohol 

· or controlled substances (drugs). Supervisors are required to report all cases of suspected alcohol or drug abuse, allergies, or medication likely to affect the employee's health and safety.

· Making arrangements for implementing any special requirements required by the Client, the Police and Local Authority whilst operating in hazardous or sensitive areas.

Managing Director
The Managing Director holds ultimate responsibility for health, safety and welfare throughout the Company.  In order to protect the safety and health of employees and others affected by the Company's operations, they will:

· Have personal knowledge of the broad requirements of the Health and Safety at work Act 1974 and health and safety Regulations and the HSE Approved codes of Practice.

· Commit adequate time, materials and funds to enable its Safety, Health and Environmental philosophy to be effective.

· Show understanding of their personal responsibilities under the act to treat the health and safety of persons under their control as a matter of importance equal to the functions of a Director.

· Appoint in writing to each location a person responsible for Safety. This will normally be the factory/ branch Manager.

· Direct management under his control that the policy supplemented by special addenda prepared as considered necessary by board of directors is implemented at all times.

· Promote good liaison between management, employees and other to ensure the fullest and most effective use of information and services available.

· Make recommendations to the board for improving the company safety performance and that of its employees.

· Co-operate and liaise with safety and training departments to conduct safety training for management and other employees.

· Call upon the services of Professional Consultants for advice and assistance in any areas where Safety, Health and Environmental concerns exist.

· Ensure that all employees satisfactorily discharge their health and safety responsibilities allocated to them.

· Encouraging good safety practices on their contracts and to discourage indifferent management by such means as are found necessary.

· Setting personal example of health and safety awareness.

Safety Officer
The role of the Safety Officer is to support and assist the Managing Director in ensuring continued compliance to this policy and, as such, is responsible for:

· Monitoring the effectiveness of and compliance to this Policy.

· Providing information and support to Area Managers and Employees to assist them in maintaining compliance to this policy.

· Providing a balanced safety-training programme for all company personnel.

· Monitoring and assessing the suitability of Health & Safety training.

· Participating in accident investigations and determining the root cause of all accidents.

· Analysis of accident report information and causation classification, with recommendation on preventive measures to be taken.

· Investigating and reporting on major accidents/incidents, injuries, notifiable and dangerous occurrences.

· Monitoring, by conducting regular inspections of site offices and  laboratories premises, safety and health performance and to report on such inspections.

· Periodically reviewing the policy documents.

· Monitoring risk assessments to ensure they have been performed, reviewed and recorded.

· Conducting compliance reviews of company activities and that of sub-contractors.

· Liaison with the Safety Consultants

· Liaison with the HSE and Local Authorities.

· Representing the company at external safety organisations.

· Ensuring the safety performance of the Company is monitored and take action to remedy any identified deficiencies.

· Encouraging good safety practices on their contracts and to discourage indifferent management by such means as are found necessary.

· Setting personal example of health and safety awareness.

Directors/General Managers
Responsible to the Managing Director for the implementation and the day-to-day compliance to the Policy.  These responsibilities include:

· Ensuring the effective operation of the Policy at all levels for which they are responsible, liaise with the Safety Director or Safety Officer to ensure that all requirements are complied with.

· Identifying training needs of personnel and advise Safety Officer

· Releasing designated personnel as necessary for safety training.

· Ensuring employees and sub-contractors are capable of carrying out the work tasks allocated to them.  Before entrusting work tasks to sub-contractors, take into account their capabilities as regards health and safety and ensure that suitable risk assessments are carried of any hazardous activity.

· Ensuring that Risk Assessments are carried out, risks are identified and adequately controlled and regularly reviewed.

· Ensuring the effective planning of contracts to take account of known and foreseen health and safety hazards. 

· Ensuring that PPE is only used when there are no other methods of reducing the risk. 

· Ensuring there is an adequate supply of Personal Protective Equipment and that employees are trained in the safe storage and use of the PPE.

· Ensuring Fire Risk Assessments have been performed / reviewed.

· Ensuring there is sufficient and appropriate fire extinguishers on site and in the office and ensure that employees are trained in their use. Ensure that employees are aware of the fire evacuation and fire provisions at each site.

· Ensuring there is adequate welfare facilities are provided and maintained.

· Establishing and maintaining adequate first aid and reporting system in compliance with current legislation.

· Ensuring each site has 'appointed person' and that injuries are notified where required by regulations and details entered in the Accident Book.

· Ensuring that suitable tools and equipment is supplied to all employees and assess the risk of the equipment ensuring the 'provision of protection' and implement safe systems of work and training in their use.

· Ensuring that all electrical equipment supplied is inspected and tested as required and that all electrical work undertaken is carried out by suitably trained and authorised personnel.

· Assisting in carrying out site surveys, site safety inspections and determine health and safety requirements e.g. risk assessments - substances (COSHH), noise level and manual handling.

· Investigating and reporting all accidents, incidents, fires and dangerous occurrences within their area of control.

· Ensuring that health and safety matters are regularly discussed with employees, within their area’s.

· Maintaining a good working relationship with any appointed safety representative or safety committee.

· Take appropriate disciplinary action, where necessary, in the event of non-compliance with the Policy.

· To accompany any visiting Inspectors during their tour of inspection.

· At all times set a personal example in health and safety awareness.

Employees
All employees have the following safety responsibilities:

· To be familiar with company policy and to co-operate in its implementation at all times.

· To observe safety regulations at all times.

· To take reasonable care for the safety and health of themselves and others who may be affected by their acts or omissions and to co-operate with others in the discharge and execution of their duties.

· To report all accidents or near misses whether persons are injured or property is damaged, to their immediate supervisor.

· To report immediately any condition, which appears unsafe (Hazard Spotting)? 

· To warn others, particularly new employees and young people of particular known hazards, e.g. particularly all substances used and the correct use of tools.

· If injured or exposed to a hazardous substance, promptly seek medical attention and inform your supervisor as soon as possible.

· Maintain and use all safety equipment (PPE) necessary for the safe performance of the job. 

· Verify to the best of your ability that safety equipment is in good operating condition before use.  Do not use any tools or equipment for which it is not intended or you are not trained or experienced to use. Ensure that all portable electrical equipment has current PAT testing labels. Always take an ergonomic approach when manually lifting objects and always use the mechanical aids for lifting that are provided.

· All substances used by the company will be risk assessed for their suitability.  Never introduce any substance without the written consent of the manager.

· The Fire Evacuation Procedure will be published on the office notice board.  Employees working at customer premises or sites must observe all Fire Precaution Notices and Fire Prevention Measures put in place and make themselves familiar with Site Fire Evacuation Procedures. 

· Attend and participate in safety meetings. 

It is a criminal offence under the Health and Safety at Work etc Act 1974 to intentionally or recklessly interfere with or misuse anything provided in the interests of health and safety or welfare in pursuance of any of the relevant statutory provisions.

Sub-Contractor Duties

Sub-contractors must submit a copy of the Health and Safety Policy for inspection by the Company and provide other evidence of competency as may be required to have personal knowledge of the requirements of the Health and Safety at work Act 1974 and the Regulations and Approved codes of Practice.

All Sub-Contractors will be expected to comply with the Company Policy for Health, Safety and Welfare.
All work must be carried out in accordance with the relevant statutory provisions and taking into account the safety of others on Site.
Assessment of risks associated with substances, processes or work activity on site which may be hazardous to Health and Safety, must be provided to our Contracts Management before work commences.  Any material or substance brought on Site with health, fire or explosion risks must be used and stored in accordance with regulations and that information must be provided to any person who may be affected on site.
Scaffolding used by Sub-Contractors employees (even when scaffold erected for other Contractors) must be inspected by their employer to ensure that it is erected and maintained in accordance with Regulations and Codes of Practice.
Sub-Contractors employees are not permitted to alter any scaffold provided for their use or interfere with any plant or equipment on the site unless authorised.
All plant or equipment brought onto site by Sub-Contractors must be in a safe and good working condition, fitted with any necessary guards, safety devices and with any necessary certificates available for checking.  Information and Assessment on noise levels of plant, equipment or operations to be carried out, the Sub-Contractor must provide to our Company’s Site Representative before work commences.

No power tools or electrical equipment of greater voltage than 110 volts may be brought onto site.  All transformers, generators, extended leads, plugs and sockets must be to the British Standard for Industrial use and in good condition.
Any injury sustained or damage caused by Sub-Contractors employees must be reported immediately to the Company’s Site Representative.
Sub-Contractors employees must comply with safety instructions given by Site Representative.
This Company has appointed a Safety Supervisor to inspect Sites and report on Health and Safety matters.  Sub-Contractors informed of any hazards or defects noted during these inspections will be expected to take immediate action.  Sub-Contractors will provide the Company Site Representative with names of the person/s they have appointed as Safety Supervisor/s.
Suitable welfare facilities and First Aid equipment in accordance with regulations must be provided by Sub-Contractors for their employees unless arrangements have been made for the Sub-Contractors employees to have the use of this Company’s facilities.
Sub-Contractors are particularly asked to note that workplaces must be kept tidy and all debris, waste material, etc., to be cleared as work proceeds.
All operatives, Sub-Contractors, visitors, etc., on the Company’s Sites will wear the appropriate Personal Protective Equipment at all times other than in areas specifically designated as ‘NO RISK’ areas by Site Management.  Signs erected on Site stating which Personal Protective Equipment is to be worn, must be complied with by Sub-Contractors personnel.
A detailed Method Statement from Sub-Contractors carrying out high risk activities e.g. asbestos removal, steel erection, demolition, roofing, entry into confined spaces, crane lifts, etc.  The Method Statement must be agreed with our Company’s Site Representative before work begins and copies made available on site so that compliance with agreed Method Statements can be maintained.
1.6

H S E

Health & Safety

Executive

LAW
As an employee you have legal duties too.

They include:
· taking reasonable care for your own health and safety and that of others who may be affected by what you do or do not do;

· co-operating with your employer on health and safety;

· correctly using work items provided by your employer, including personal protective equipment, in accordance with training or instruction; and

· not interfering with or misusing anything provided for your health, safety or welfare
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