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 INTRODUCTION  
 
Policy 1.01 
 
This document contains the Health and Safety Policy of R.G.Spiller Ltd and 
defines their responsibilities to all persons and environments that may be 
affected by their business activity of Building Contractor.   
 
The policy sets out procedures for providing and maintaining safe working 
conditions, equipment and systems of work for all their employees and to 
provide such information, instruction and training, as needed for this purpose. 
 
Appropriate preventative measures are, and will continue to be implemented 
following the identification of work-related hazards and assessment of risk 
related to them. 
  
It is designed to protect all of our employees, customers, general public and 
visitors on any of our sites and premises from the potential risks to their health 
and safety. 
 
This policy defines our safety management objective and procedures for 
ensuring that the safety policy of R. G. Spiller Limited is fully briefed to all staff 
and that all legislative requirements for the health, safety and welfare of all our 
employees is implemented in every respect at all levels. 
 
The director and management will undertake monitoring of the standards that 
are laid down by this safety policy.   
 
This Safety Policy must be read in conjunction with the Company Safety 
Manual which contains Safe working Practices, Risk Assessments, C.O.S.H.H. 
assessments, HSE guidelines etc. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 

 HEALTH & SAFETY STATEMENT OF INTENT 
 
Policy 1.02 
 
R.G.SPILLER Ltd will provide safe and healthy working conditions for all 
employees and will take positive action to ensure that our works do not 
adversely affect other contractors, occupiers of buildings and the public. 
 
The Company will co-operate with all those with an interest in health and safety, 
other employers, clients, designers, sub-contractors and the enforcing 
authorities. 
 
EVERYONE has a responsibility for safety at all times, working in a safe 
manner to ensure that what we do offers no risk or harm to our colleagues, 
customers, sub-contractors, the general public or ourselves. 
 
We take positive action to ensure that our employees are consulted in health and 
safety matters. 
 
The company will ensure that all persons are competent to carry out the duties 
asked of them, and will provide all information, instruction, supervision and 
necessary training. 
 
To provide the company with additional assistance in health and safety matters, 
we will utilise the services of our specialist health and safety consultants when 
necessary. 
 
This policy will be regularly reviewed and amended as required in order to 
ensure company compliance with Health & Safety legislation and to reflect any 
changes to the business. Our policy and procedures will be reviewed every year. 
 
 
 
 
Signed: .........................................       Issue date: 13 August 2009 
A Howard 
Managing Director 
R.G.Spiller Ltd 
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1.03 Company Arrangements 
 
The purpose of this section of the document is to communicate the arrangements 
in place for health and safety to all employees in order that everybody can work 
together to achieve our combined objectives. 
 
Responsibilities 
 
The Managing Director is responsible for the management of safety within the 
organization. 
 
Detailed individual requirements are given later in this document. Operational 
managers will further define roles in specific circumstances to suit requirements 
and the competence of individuals. 
 
Resources 
 
The company evaluates the need for and provides adequate resources to ensure 
the health and safety of its employees and others affected by its operations. 
These resources include safety advice, information, instruction, training and 
supervision, plant and equipment, materials, time and finance, which are 
available to all as appropriate. 
 
Specialist support that includes safety, personnel and training, technical services, 
design, estimating, purchasing, commercial and plant is available from 
departments within the company. 
 
External organisations are used as required to provide other services such as 
information and training, medical, health surveillance, counselling, and 
environmental support. 
 
Documentation 
 
Management procedures are developed based on needs and issued with related 
information in support of the Health and Safety Policy. 
 
The company uses the Constructionskills publication “GE 700” as its technical 
reference in support of procedures, and this is made available to operational 
managers as appropriate. 
 
Training 
 
Effective training is fundamental to ensure the competence of employees to 
work safely, therefore a structured approach is adopted which includes 
induction, technical, and management aspects. 



 
Records 
 
Health, safety and training records are maintained and regular reports made to 
enable a full evaluation of our performance to be undertaken. 
 
Planning 
 
Effective design and planning is an integral part of management procedures for 
ensuring safe systems of work. For construction sites, a Construction Phase 
Health and Safety Plan is prepared before work commences which describes the 
arrangements for site management, site layout and access, welfare facilities, 
protection to the public and sets standards to be achieved. 
 
Selection criteria exist for subcontractor prequalification to ensure appointment 
of competent subcontractors. 
 
Communications 
 
Information including emergency procedures and site rules are provided by 
means of induction training, toolbox talks, notice boards and management 
briefings. This process engenders consultation and co-operation between 
management and operatives. The company Safety Committee provides a forum 
for health and safety discussion and positive action. 
 
Safe Systems of Work 
 
All operations are assessed for risk to ensure safe systems of work, significant 
hazards are identified and the different levels of exposure to risk are evaluated 
according to the various circumstances of office, site or depot. The necessary 
arrangements and control measures are then put in place to minimise the risk. 
 
Written safe systems of work are prepared and reviewed prior to activities where 
significant risk to health and safety has been identified. 
 
Plant is inspected, maintained and tested in accordance with the regulations, and 
only competent persons are permitted to operate the equipment. 
 
Reports 
 
Operational safety performance is monitored through site safety visits by 
independent consultants on a three weekly basis and the implementation of the 
safety manual contents is audited as appropriate. 
All accidents are recorded and fully investigated with resultant actions to 
prevent reoccurrence being implemented. 



Performance is evaluated in order to communicate internally and to monitor the 
objective of continuous improvement. 
 

Reports are generated from the site safety visits; these are reviewed at the safety 
committee meetings that the Managing Director attends. 



 
Employee Responsibilities 

 

Managing Director 
 

1. Prepare and keep up-to-date a statement of the company's policy for 
health and safety and ensure that it is brought to the notice of all 
employees. 

2. Prepare instructions for the organisation and methods for carrying out the 
company policy to make sure each person is aware of their responsibilities 
and the means by which they can carry them out. 

3. Administer the policy throughout the company by appointing an 
individual manager responsible. 

4. Know the appropriate statutory requirements affecting the company's 
operations. 

5. Ensure that appropriate training is given to all staff as necessary. 
6. Insist that sound working practices are observed as laid down by Codes of 

Practice and that work is planned and carried out in accordance with the 
statutory requirements. 

7. Ensure that tender submissions are adequately planned to allow for proper 
welfare facilities, safe working methods and equipment to avoid injury, 
damage and wastage and that health and safety factors are considered in 
the selection of competent sub-contractors. 

8. Ensure that there is liaison on health and safety matters between the 
company and others working on the site. 

9. Institute reporting, investigations and costing of injury, damage and loss, 
promote analysis of investigations to discover trends and eliminate 
hazards. 

10. Reprimand any member of the staff failing to discharge satisfactorily their 
responsibilities for health and safety. 

11. Instigate liaisons with external accident prevention organisations 
encourage the distribution of safety literature throughout the company. 

12. Arrange for funds and facilities to meet requirements of the company 
policy. 

13. Set a personal example when visiting sites by wearing appropriate 
protective clothing. 

14. Arrange for regular meetings with the company’s Safety Consultants to 
discuss company accident prevention, performance, possible 
improvements, etc. 

15. Ensure that, so far as is reasonably practicable, the requirements of the 
Workplace (Health, Safety & Welfare) Regulations 1992 and any other 
relevant statutory requirements are complied with.  

16. Ensure that an assessment has been carried out of any substance or 
process hazardous to health and that appropriate control measures, 
training, instruction, protective clothing, etc have been provided. 

17. Ensure that staff required using machinery or equipment are trained in its 



use and are not permitted to carry out repairs unless authorised. 
18. Ensure that offices are laid out and maintained to ensure safety of staff 

and visitors. 
19. Arrange all necessary reporting of incidents and provide our insurers with 

accident investigation reports where appropriate. 
20. Ensure that fire risk assessments are conducted for all premises under the 

control of the company and that all fire fighting equipment is maintained, 
fire exits kept clear and fire drills organised on a regular basis. 

21. Ensure that adequate first aid facilities, accident books and notification 
posters are available. 

22. Ensure that all accidents are reported in accordance with company policy 
and that all accidents are investigated. 

23. Ensure that staff work safely and do not take unnecessary risks. 
24. Ensure all necessary welfare provisions are provided and maintained. 
25. Set a personal example when visiting sites by wearing appropriate 

protective clothing. 
 

 Contracts Managers 
 

1. Understand the company policy for health and safety and ensure that it is 
readily available on each site.  Plan all work in accordance with its 
requirements and ensure that it is regularly examined to establish if 
improvements or additions should be made. 

2. Determine at planning stage: 
 a) The most appropriate order and method of working. 
 b) Provision of adequate lighting and safe method of working. 
 c) Allocation of responsibilities between this company and others on 

site. 
 d) Hazards arising from underground and overhead services. 
 e) Welfare facilities required. 
 f) General Fire precautions and prevention measures. 
 g) Any particular training or instruction required for site personnel. 
 h) Temporary works provision (scaffolding, excavation support, etc). 
 i) An assessment of the risk involved with the use of any substance or 

process hazardous to health. 
 j) Operations that may result in noise levels where action is necessary. 
 
3. Provide written method statements/instructions in unusual situations not 

covered by company policy to establish working methods and sequences, 
outline potential hazards at each stage and indicate precautions to be 
adopted.  Obtain method statements from sub-contractors carrying out 
high-risk activities such as demolition, steel erection, asbestos removal etc 
and ensure that they meet statutory requirements. 

4. Obtain details from sub-contractors of assessments of risk associated with 
substances of processes hazardous to health they intend to use and check 



that their planned control measures will provide protection to others on 
the site. 

5. Inform sub-contractors that safety helmets will be worn at all times. 
6. Ensure, so far as is reasonably practicable, that work once started is: 
 a) Carried out as planned and that account is taken of changing or 

unforeseen conditions as work proceeds. 
 b) Carried out in accordance with the Construction (Design and 

Management) Regulations and other appropriate statutory 
requirements. 

7. Reprimand and/or formally discipline any member of site supervisory 
staff for failing to discharge safety responsibilities satisfactorily. 

8. Check over working methods and precautions with site management and 
Safety Consultants before work starts (preferably at a pre-contract 
meeting). 

9. Take appropriate disciplinary action when notified of disregard on site of 
Safety Consultants advice. 

10. Set a personal example when visiting sites by wearing appropriate 
protective clothing. 

11. Carry out any necessary notifications to the Health and Safety Executive, 
local authorities, police, etc as required by company policy.  

12. Ensure that sub contractors submit Safe Systems of Work, risk 
assessments and method statements for approval in good time prior to 
work commencing. 

13. Ensure that the company Safety Consultants are notified of all new sites 
giving as much notice as possible. 

 

 Buying 
 

1. Read and understands the company policy for health and safety. 
2. Ensure that all equipment or materials purchased by the company are to 

the standards required by company policy. 
3. Ensure that all suppliers are asked to provide full information on any 

hazards associated with the equipment or materials supplied and any 
precautions required and that this information is passed to relevant 
supervision. 

4. Set a personal example by wearing appropriate protective clothing, if 
required, to visit sites.   

5. Ensure that suppliers are informed of safe working loads of plant used for 
handling materials on site so that materials are delivered in suitable size 
loads. 

6. Obtain all necessary Material Safety Data Sheets from the suppliers and 
keep records up-to-date. 

7. Ensure that in sourcing materials all aspects of impact on the Environment 
are taken into consideration. 

 
 



 Estimating and Quantity Surveying: 
 

1. Understand the company policy for health and safety. 
2. Ensure tenders are adequate to cover safe methods of working and welfare 

facilities. 
3. Report on unsafe practices observed when visiting sites. 
4. Have knowledge of the various statutory requirements governing the 

company's business activities. 
5. Set a personal example by wearing appropriate protective clothing when 

visiting sites. 
6. Ensure that sub-contractors have received a copy of the Company’s Policy 

Statement and a schedule of sub-contractor’s responsibilities as defined in 
this policy. 

7. Obtain a copy of all sub-contractors Health & Safety Policy and insurance 
details. 

8. Ensure that all sub-contractors Health & Safety standards and 
performance are evaluated using the “Sub-Contractor Evaluation Form” 
(073). 

9. Rates negotiated for work carried out by sub-contractors must include all 
necessary safety precautions and where appropriate separate rates should 
be included for health and safety measures.  

 

 Office worker 
 

1. Read and understand the company's safety policy and carry out your work 
in accordance with its requirements. 

2. Ensure that the clothing and particularly the footwear you wear at work 
are suitable from a safety viewpoint. 

3. Do not try to use, repair or maintain any office equipment or machinery or 
any substance or process hazardous to health for which you have not 
received full instructions or training. 

4. Report any defects in office equipment or machinery immediately to your 
supervisor. 

5. Find out from your supervisor the names of first aiders, the position of the 
first aid box and whereabouts of the accident book. 

6. Ensure that you know the procedure in the event of a fire. 
7. Report any accident or damage, however minor, to your supervisor. 
8. Ensure that corridors, office floors, doorways, etc are kept clear and free 

from obstruction. 
9. Do not attempt to lift or move, on your own, articles or materials so heavy 

as likely to cause injury. 
10. Do not attempt to reach items on high shelves unless using steps or a 

properly designated hop-up: do not improvise or climb. 
11. Suggest ways of eliminating hazards and improving working methods. 
12. Do not smoke in designated "No Smoking" areas and dispose of spent 

matches, cigarette ends, etc properly. 



13. Warn new employees, particularly young people, of known hazards. 
 

 Site Managers 
 

1. Read and understand the company's health and safety policy to ensure that 
it is brought to the notice of operatives under your control.  Carry out all 
the work in accordance with its requirements. 

2. Know the legislative requirements applicable to the work on which your 
operatives are engaged and insist that these Regulations are observed.  

3. Incorporate safety instructions in routine orders and see that they are 
obeyed. 

4. Do not allow operatives to take unnecessary risks. 
5. Ensure that new employees, particularly apprentices and young people, 

are shown the correct method of working and all safety precautions. 
6. Ensure that young employees (under 18 years) undergo a specific risk 

assessment and do not drive any item of plant or operate any type of tool 
or equipment except under direct supervision. 

7. Commend operatives who, by action or initiative, eliminate hazards. 
8. Do not allow "horseplay" or dangerous practical jokes and discipline 

those who consistently fail to consider their own safety or that of others 
around them. 

9. Report immediately any defects of plant or equipment. 
10. Report any accident, however minor, ensuring that an entry is made into 

the accident book and an investigation is conducted so as to prevent 
reoccurrences. 

11. Set a personal example by wearing protective clothing and by carrying out 
your own work in a safe manner. 

12.    Issue the appropriate PPE to site operative, ensure that the equipment is 
used and maintained correctly.  

13. Look for and suggest ways of eliminating hazards.  Bring to the notice of 
senior management any improvements or additions to the company safety 
policy, which you feel, could be made. 

14. Implement, review and monitor the Construction Phase Health and Safety 
Plans. 

15. Carry out site induction for all new site operatives. 
16. Make regular site safety inspections and record the observations. 
17. Do not allow High Risk activities to proceed until Risk Assessments and 

Method Statements have been prepared and agreed. 
18. Ensure that the Safe Systems of Work provided by sub-contractors are site 

specific, task based, suitable and sufficient and that they are followed. 
19. Ensure that suitable first aid arrangements are in place at all times that 

work is being conducted on site. 
 

Plant Operator 
 

1. Read and understand the company safety policy and carry out your work 



in accordance with its requirements. 
2. Know the legal requirements affecting the use of your machine and ensure 

that the machine is used in accordance with those requirements. 
3. Ensure that any defect in the machine is reported immediately to plant 

manager. Do not continue to operate the machine if the defect affects its 
safe use. 

4. Make regular inspections of your machine for defects at least once a week 
and if your machine is classed as a lifting appliance, make a report on 
your inspection in the statutory inspection register. 

5. Use hearing protection as identified by risk assessment. 
6. Never try to use the machine for work, which it was not designed. If in 

doubt ask the plant manager for advice. 
7. Wear suitable safety footwear and protective clothing as you are exposed 

to the same hazards as others on the site when not in the cab of your 
machine. 

8. Suggest ways to eliminate hazards or improve working methods. 
9. Ensure when operating your machine that other persons are well clear, 

especially if reversing. 
10. Ensure, if necessary, that you work with a banksman and, if so, you are 

both sure before starting work of the meaning of signals that may be used.   
11. Report all accidents or damage, however minor, to supervision. 
12. Check, prior to starting work, with the site manager or other supervision 

of the location of underground or overhead services that may interfere 
with or affect the safe operation of any plant or equipment.  

13. Ensure that if your machine is used for lifting purposes it is sited on firm, 
and level well-consolidated base with suitable bearing timbers used under 
extended outriggers, if applicable.  

14. Plant Operators will not operate plant for which they are not competent to 
operate. 

Plant fitter  
 
1. Read and understand the company's safety policy and carry out your work 

in accordance with its requirements. 
2. Report to site supervision any defects in plant or equipment discovered 

whilst carrying out servicing on site. 
3. Use the correct tools and equipment for the job and report any defect 

noted in tools and equipment. 
4. Work in a safe manner at all times, wear suitable footwear and protective 

clothing.  When required, use safety equipment such as safety helmet, 
welding goggles, ear defenders, respirators, safety goggles, etc. 

5. Ensure that you do not carry out repairs or servicing on plant or 
machinery whilst the engine is running unless absolutely necessary and 
ensure that any guards removed to carry out repairs are replaced. 

6. Ensure that you do not carry out repairs on vehicles or plant unless safety 
precautions have been taken, i.e. prop tipper body, fit locking bar to ram 



on boom, lower dozer blade or excavator bucket to ground etc. 
7. Ensure that all precautions are taken when using welding equipment to 

eliminate risks to your own health and safety, the health and safety of 
others and that the danger of fire is minimised. 

8. Suggest to supervision ways of improving safety and eliminating hazards. 
9. Report to supervision any person abusing welfare facilities. 
10. Warn new employees, particularly apprentices and young people, of 

known hazards. 
11. Report any accident or damage, however minor, to supervision. 
12. Ensure that you take all personal hygiene measures necessary to prevent 

industrial dermatitis. 
13. Fitters shall not drive plant or operate equipment for which they are not 

competent. 
 

 Site operatives 
 

1. Read and understand the company health and safety policy and carry out 
your work in accordance with its requirements. 

2. Use the correct tools and equipment for the job. 
3. Wear safety footwear at all times and use, where necessary, all protective 

clothing and safety equipment provided, e.g. safety helmets, goggles, 
respirators and so on. 

4. Keep tools in good condition. 
5. Report immediately to supervision any defects in plant or equipment. 
6. Work in a safe manner at all times. Do not take unnecessary risks that 

could endanger yourself or others. If possible, remove site hazards 
yourself if safe to do so.  

7. Do not use plant or equipment for work, which it was not intended, or if 
you are not trained, experienced or deemed competent to use it. 

8. Warn other employees, particularly new employees and young people, of 
particular known hazards. 

9. Do not play dangerous or practical jokes or "horseplay" on site. 
10. Report to supervision any person seen abusing the welfare facilities 

provided. 
11. Report any injury to yourself, which results from an accident at work, 

even if the injury does not stop you working. 
12. Report any damage to plant or equipment. 
13. Suggest safer methods of working. 
14.     Use all issued Personal Protective Equipment in the correct manner. 
15. Ensure that all accidents, no matter how trivial are entered into the 

accident book. 
16. Understand the accident and emergency procedures relating to the site 

they are working on. 
17. Ensure that all works are carried out in accordance with risk assessments 

at all times. 



 Sub-contractors 
 

1. All sub-contractors will be expected to comply with the company policy 
for health, safety and welfare and must ensure their own company policy 
is made available through the sub contractor evaluation assessment. 

2. All work must be carried out in accordance with the relevant statutory 
provisions and taking into account the safety of others on the site and the 
general public. 

3. All safe systems of work must be submitted to the Contracts Manager/Site 
Manager for approval, in good time, before work commences on site.  All 
Safe Systems of work must be site and task specific.  Generic assessments 
will not be permitted.  

4. Scaffolding used by sub-contractor's 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 the applicable 
Regulations and Codes of Practice. 

5. Sub-contractor's employees are not permitted to alter any scaffold 
provided for their use or to interfere with any plant or equipment on the 
site unless authorised and competent to do so. 

6. All plant or equipment brought onto site by sub-contractors must be safe 
and in good working condition, fitted with any necessary guards and 
safety devices and with any necessary certificates available for checking.  
Information on noise levels of plant, equipment or operations to be carried 
out by the sub-contractor must be provided to our contracts manager 
before work commences. 

7. No power tools or electrical equipment of greater voltage that 110 volts 
may be brought onto site.  All transformers, generators, extension leads, 
plugs and sockets must be to latest British Standards for industrial use and 
in good condition. 

8. All electrical equipment brought on site must be in date for PAT testing in 
accordance with HSE guidance.  Records of test must be produced to the 
site manager prior to operating electrical equipment on site 

9. Any injury sustained or damage caused by sub-contractor's employees 
must be reported immediately to this company's site representative. 

10. Sub-contractor's employees must comply with any safety instructions 
given by this company's site manager or Safety Consultant. 

11 This Company has engaged the services of an independent Safety 
Consultant 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 site manager with the name of the person they have 
appointed as safety supervisor.  

12. Suitable welfare facilities and first aid equipment in accordance with the 
Regulations must be provided by sub-contractors for their employees 
unless written agreement has been made for the sub-contractor's 



employees to have use of this company's on site facilities 
13. Any materials or substance brought on site which has health, fire or 

explosion risks must be used and stored in accordance with Regulations 
and current recommendations and that information must be provided to 
any other person who may be affected on site.  Assessment of risk 
associated with any substance or process hazardous to health that will be 
used on site must be provided to our Contracts Management before work 
commences. 

14. Material Safety Data Sheets and CoSHH Assessments must be provided 
for all hazardous substances used on site. 

15. Sub-contractors are particularly asked to note that workplaces must be 
kept tidy and all debris, waste materials, etc cleared as work proceeds. 
Waste must be disposed of in accordance with the requirements of the Site 
Waste Management Plan if one is applicable to the project. 

16. All operatives, sub-contractors, visitors etc on the company's sites will 
wear safety helmets at all times other than in areas specifically designated 
as "no risk" areas by site management.  Signs erected on site that safety 
helmets to be worn must be complied with by sub-contractor personnel. 

17. A detailed method statement will be required from sub-contractors 
carrying out high risk activities, e.g. asbestos removal, steel erection, 
demolition, roofing, entry into confined spaces, etc.  The method 
statement must be agreed with our Contracts Management before work 
begins and copies made available on site so that compliance with the 
agreed Method Statement can be maintained. 

 
 Lorry driver  
 
1. Read and understand the company's safety policy and carry out your work 

in accordance with its requirements. 
2. Ensure that any defect in your vehicle is reported immediately to the Plant 

Manager. 
3. Make regular inspections of your vehicle for obvious defects. 
4. Wear suitable safety footwear and protective clothing as you are exposed 

to the same hazards as others on site when not in the cab of your vehicle. 
5. Always report to site office or site supervisor before travelling around any 

site. 
6. Get out of the cab of your vehicle when it is being loaded with loose 

materials (unless suitable means are provided to protect the cab). 
7. Drive in a safe manner at all times and be particularly careful when 

driving on sites to consider the conditions of temporary access roads or 
roads that are under construction and being used for access purposes. 

8. Ensure before reversing that there are no obstructions or people behind 
the vehicle.  Preferably, ask someone to act as banks-man when you 
reverse. 

9. Ensure that when reversing or driving towards an edge that a suitable stop 



block has been provided to prevent the vehicle going over the edge. 
10. Ensure that when operating a tipper lorry that when you have tipped your 

load, you do not travel forward until the tipper body has returned to the 
travelling position. This is particularly important on sites with overhead 
services. 

11. Report all accidents or damage, however minor, to the Plant Manager. 
12. Ensure that any load on your vehicle is well secured; also that your 

vehicle is not overloaded or loaded in such a way as to affect the handling 
of the vehicle.  The safe loading of the vehicle is, ultimately, the 
responsibility of the driver. 

13. Ensure that hazardous loads are carried in accordance with instructions, 
that any necessary signs are displayed and that the appropriate documents 
are available in the cab. 

 
 Plant Manager 
 
1. Read and understand the company's safety policy and carry out your work 

in accordance with it's requirements. 
2. Ensure that any reported vehicle or plant defect is repaired immediately. 
3. Ensure that all company vehicles and plant are serviced and tested 

regularly.   
4. Maintain vehicle and plant service records. 
5. Ensure that electrical equipment is tested in accordance with HSE 

guidelines. 
6. Ensure that records of employees driving licenses are kept. 
7. Ensure that all company vehicles are in correct working order and comply 

with the following :- 
Current legal legislation and requirements 
Vehicles have current MOT certificates. 
Vehicles display a current tax disc. 
Vehicles and drivers are properly and adequately insured.   

8. Ensure that the Company Premises Fire Risk Assessment is kept up to 
date. 

9. Make regular inspections of the offices and ensure that escape routes are 
kept clear of obstructions. 

10. Ensure that maintenance contracts are established and maintained for 
portable fire fighting appliances and general fire precautions. 

11. Ensure that a fire plan is in place, displayed and communicated to all 
staff. 

12. Ensure that fire drills are carried out regularly at company premises. 
13. Act as ‘Responsible Person’ for fire safety at the company premises. 
14. Ensure that personnel are suitably trained for fire safety at the company 

premises. 
 
 



 LEGAL REQUIREMENTS 
 
Policy 1.04 
 
The most important legislation  affecting the working conditions on construction 
sites are the Health and Safety at Work Etc Act 1974 and The Management 
of Health and Safety at Work Regulations 1999.  They provide a legal 
framework to promote, stimulate and encourage high standards of health and 
safety at work.  In addition to these are the Construction (Design and 
Management) Regulations 2007 
 
These lay down a system of offences for which Magistrates can impose fines of 
up to £20,000 on summary conviction. Conviction in the Crown Court can result 
in unlimited fines, and in certain cases a prison sentence.  In addition, HSE 
Inspectors have the power to issue prohibition notices requiring immediate 
remedial action where they discover serious and imminent danger in connection 
with a contravention of the legal requirements relating to health, safety and 
welfare. 
 
Under the Health & Safety at Work Etc Act members of the public are entitled 
to be protected against risks to health and safety arising out of the activities of 
persons at work.  This is very important particularly where children are 
concerned, even if they are trespassing. 
 
As changes in the legal requirements take place this policy and the safety 
manual will be revised to take these changes into account. 
 
 
1.04.1  Construction (Design and Management) Regulations 2007 
 
This regulation came into force on the 6th April 2007.  

In recognition of the legal duties imposed under the Construction (Design and 
Management) Regulations 2007, for projects where the Company is the 
Principal Contractor, the Managing Director will: 

 
·  Ensure that the client is aware of their duties, that a CDM co-ordinator has 

been appointed and that the HSE has been notified. 
·  Ensure that we are competent to address the health and safety issues likely to 

be involved in the management of the construction phase. 
·  Ensure that the construction phase is properly planned, managed and 

monitored, with adequately resourced, competent site management 
appropriate to the risk and activity 



·  Ensure that all contractors are informed of the minimum amount of time 
which they will be allowed for planning and preparation before they begin 
work on site 

·  Ensure that all contractors are provided with the information about the 
project that they need to enable them to carry out their work safely and 
without risk to health 

·  Ensure that request from contractors for information are met promptly 
·  Ensure safe working and co-ordination and co-operation between contractors 
·  Ensure that a suitable construction phase health and safety plan is prepared 

before construction work begins, is developed in discussion with and 
communicate to contractors affected by them is implemented and kept up to 
date as the project progresses. 

·  Ensue that any designer and contractor engaged is competent and adequately 
resourced 

·  Ensure suitable welfare facilities are provided from the start of the 
construction phase 

·  Take reasonable steps to secure the site 
·  Prepare and enforce any necessary site rules 
·  Provide relevant parts of the plan and other information to contractors in time 

for them to plan their work 
·  Liase with the CDM co-ordinator on design carried out during the 

construction phase 
·  Provide the CDM co-ordinator promptly with any information relevant to the 

health an safety file 
·  Ensure that all workers have been provided with suitable heath and safety 

induction , information and training 
·  Ensure that the workforce is consulted about health and safety matters 
·  Display the project notification. 

In addition on notifiable projects we will: 
·  Check that a CDM co-ordinator has been appointed and that the HSE has 

been notified before starting work 
·  Co-operate with the principal contractor, co-ordinator and others working on 

the project or on adjacent sites 
·  Tell the principal contractor about risks to others created by our work 
·  Provide details to the principal contactor of any contractors we engage in 

connection with carrying out the work 
·  Comply with any reasonable directions from the principal contractor, and 

with any relevant rules in the health and safety plan 
·  Inform the principal contractor of any problems with the plan or risks 

identified during work that have significant implications for the management 
of the project 

·  Tell the principal contractor about accidents and dangerous occurrences 
·  Provide information for the health and safety file 



·  Co-operate with the principal contractor and assist in the development of the 
construction phase plan and its implementation 

·  Identify shortcomings in the  plan and inform the principal contractor 
·  Promptly inform the principal contractor about risks to others on site or 

members of the public 
 
C.D.M. is designed to make sites safer by involving all personnel from client to 
contractor, and making them work as a team to deal with hazards that may be 
there.  This can only be achieved if communication channels are kept open 
between all parties. 
 

SAFE SYSTEMS OF WORK 
 
Policy 1.05 
 
A safe system of work is a formal procedure, which results from a systematic 
examination of a task in order to identify all the hazards and assess the risks.  
It identifies safe methods of work to ensure that the hazards are eliminated  
or the remaining risks are minimised. 
 
To identify the need for safe systems of work, all tasks will be analyzed using  
Risk Assessment and where necessary operations will be planned and Method  
Statements prepared.  
 
All Safe Systems of Work must be Site and Task Specific. 
 
Each Risk Assessment within that operation will be critically rated. 
 
1.05.1  The five steps in developing safe systems of work will be as 

follows :- 
  i) Assessment of the task. 
  ii) Hazard identification and risk assessment. 
  iii) Identification of safe methods. 
  iv) Implementing the system. 
  v) Monitoring the system. 
 
1.05.2   Risk Assessments will: 
  i) Take account of what is used (C.O.S.H.H., Materials, 

Machinery, the Environment, etc.). 
  ii) Identify the possible and actual source of errors. 
  iii) Evaluate the environment and location of where the task is 

carried out (Manual Handling, Noise, Dust, Assessments, 
etc.). 

  iv) Consider the methods used in carrying out the task.. 



 
1.05.3  Hazard identification and Risk Assessments will: 
  i) Reveal a list of the elements of the task, associated hazards 

that are clearly identified of which a risk assessment will be 
made. 

  ii) Identify all persons affected, and how. 
ii)  Where hazards cannot be eliminated and risks reduced, 

procedures to ensure a safe method of work should be 
devised. 

 
1.05.4  Definition of safe methods: 
  i) The safe system can be stated verbally on simple short 

duration tasks. 
  ii) Simple written methods can be established. 
  iii) Formal permits to work systems can be developed. 
 
1.05.5  Implement the system: 
  i) Adequate methods of communication i.e. training, safety 

briefing, safety bulletins, safety meetings should be enforced 
to ensure that the safe system of work is successful and 
understood by all concerned. 

  ii) Each safe system of work must be carried out on each 
occasion.  Managers/Supervisors must review and monitor 
the safe systems of work within their scope of responsibility 
and maintain records. 

  iii) If a problem appears which is not covered by the safe system 
of work, then the work must be stopped immediately and the 
procedure for refusal to work on the grounds of safety, "Task 
Safety Analysis" must be followed. 

  iv) Managers / Supervisors must review safe systems of work 
where necessary and make sure that they are known and 
understood by all before they are put into operation. 

 
1.05.6  Effective monitoring requires that managers/supervisors make 

regular inspections and assessment of the safe system of work and 
ensure that it is still appropriate to the task. 

 
1.05.7 Risk Assessments and Manual Handling Assessments are held on 

the company intranet. 
 
1.05.8     Standards 
 
The Management of Health & Safety at Work Regulations 1999 
Control of Substances Hazardous to Health Regulations 2002 (COSHH) 
Control of Lead at Work Regulations 2002 



Chemicals (Hazard information and Packaging for Supply) Regulation 2002 
(2005) 
Workplace (Health, Safety and Welfare) Regulations 1992 
Manual Handling Operations Regulations 1992 (as amended 2002) 
Control of Noise at Work Regulations 2005 
Dangerous Substances and Explosive Atmospheres Regulations 2002 
Personal Protective Equipment Regulations 1992 
Regulatory Reform (Fire Safety) Order 2005 
 

SAFETY COMMITTEE, CONSULTANTS AND 
INSPECTORS 

 
Policy 1.06 
 
The company has established a safety committee as recommended by The 
Health and Safety (Consultation with Employees) Regulations 1996. The 
committee is responsible for the determination and implementation of company 
safety policy and procedures. 
 
1.06.1    The safety committee 
 
 The safety committee will have representatives from :- 
 
 Managing Director 

The Company’s external safety consultant 
Contacts managers 
Site managers 
Site operatives. 

 
1.06.2    Employees representation 
  

All employees are encouraged to make practical safety representations to 
the to the safety committee on any matter concerning the improvement of 
procedures to health, safety and welfare at work, and have a duty to report 
any potential hazard. 

 
1.06.3    Safety Policy Review 
 

The safety committee will make recommendations for Policy 
improvements to the safety consultants for inclusion in the company 
health and safety policy. 

 
1.06.4    Safety Consultants 
 



Overall and final responsibility for health and safety is that of the Managing 
Director.  The appointment of a firm of Safety Consultants should not be looked 
upon as the company's sole contribution to Health and Safety and resultant  
training. 
 
The following parameters must be met: 
 
1. Firm, clear and precise instructions must be given at all times to the 

Safety Consultants. 
2. Upon advance notification of a site start the Safety Consultants should be 

given the opportunity to consider any special requirements the site may 
deserve. 

3. The Safety Consultants will carry out regular site visits and the Authority  
of the Safety Consultants on site should be absolute and responsible to the 
directors only. 

4. The Safety Consultants should themselves preferably possess a 
Professional Indemnity Policy or at the very least a Public and Employers 
Liability Insurance. 

5. The Safety consultants will issue the company with written reports for 
each site visit. 

 
1.06.5    Health and Safety Executive 
 
Contracts Managers and site Managers must give assistance to Authority 
Inspectors who may visit the workplace without notice. Any notices, instructions 
or recommendations issued by the Inspector must be complied with.  
 
All HSE Inspector’s visits must be reported to the Contracts Manager and the 
Managing Director at the earliest opportunity.    
  
1.06.6     Standards 
 
Safety Representatives and Safety Committees Regulations 1977  
The Health and Safety (Consultation with Employees) Regulations 1996 
 
 
 
 
 
 
 
 
 
 



GENERAL HYGIENE 
 
Policy 1.07 
 
Toilets are available for each sex (subject to certain exceptions) and they are 
marked appropriately. 
The toilets will be kept clean and in working order. 
Washing basins with hot (or warm) and cold running water will be provided. 
Soap and towels are available.  
Waste bins that are regularly emptied are provided by the company  
 
 
The company expects a high standard of personal hygiene. 
 
The company ensures that cleaning drinking water is available. 
 
Company premises, furniture and fittings must be kept clean. 
 
Good housekeeping practice to clear trade waste, dirt and refuse regularly are 
maintained. 
 
All rubbish and food waste must be regularly removed. 
 
All spillages must be cleaned up immediately. 
 
Floors and steps will be kept clear of obstructions. 
 
Emergency and access routes must remain clear at all times. 
 
 
1.07.2     Standards 
 
Workplace (Health, Safety and Welfare) Regulations 1992 
Construction (Design and Management) Regulations 2007 (Schedule 2) 
 
 
 
 
 
 
 
 
 
 



FIRST-AID FACILITIES  
 
Policy 1.08 
 
1.08.1                  Emergency Facilities 
 

1 R.G. Spiller will supply their premises and sites with adequate first-aid 
equipment and facilities.  Appropriate first aid arrangements must be in 
place at all times when routine work is being conducted. 

2 The person in charge at each place of work will be an “Emergency First 
Aid at Work” (EFAW – 1 Day trained) or registered “First Aid at Work” 
(FAW – 3 Day trained) person.  

3 The function of the “EFAW” is to take charge of the equipment and 
facilities, to report missing or defective items to the Site Manager and to 
summon assistance in the event of an accident. 

4 Registered “FAW” will be provided at each place of work with five or 
more employees. 

5 EFAWs and FAWs on each site will be identified on  
“In The Event of an Accident” notice that will be posted in the site office 
and in the mess-room /hut. 

6 A first aid box and accident book will be kept in the site office at all 
times. 

7        The contents level of the first aid box will be stocked at no less than the 
 legally required minimum. 
8 The contents of the first aid kits will be checked at intervals of no more  
 than once a week. 
9 There will be a record kept of first aid rendered and contents used, to  
 ensure that adequate supplies are maintained. 
10 An accident record book will be kept with the first aid box. 
11. To comply with Data Protection legislation, all completed accident book 

entries will be returned to the Company offices administrator for secure 
storage 

12.    The person who administered first aid should ensure that the Accident 
book is  

 correctly filled in as per instructions at the top of the column. 
 
1.08.2      Standards 
  Section 2 Health and Safety at Work Act 1974. 
  Health and Safety (First Aid) Regulations 1981. 
  Approved Code of Practice 1997 (ISBN 0 7176 1050 0). 
  Health & Safety Law poster 
  Electric Shock (First Aid) Placard 
  General First Aid Guidance for First Aid Boxes 
  Accident Book B1510 



ACCIDENTS 
 
Policy 1.09 Rev A 
 
1.09.1             In the event of an accident 
 
1. Alert the “Appointed Person” 
2. Contact the “First Aider” (available on large sites only). 
3. Inform the site agent. 
4. The first aid kit is located in reception/site office. 
5. Call the ambulance by dialing 999- ask for the ambulance service and give 

precise details of the location of the site/premises and the location of the 
main entrance to the site. Do not replace the receiver until the operator has 
repeated the address. Give the operator the site/premises telephone number. 

6. A person must be instructed to stand at the main entrance to the site/premises 
to await the arrival of the ambulance and guide the crew to the scene of the 
accident. 

7. If the casualty is trapped call the fire brigade by dialing 999. 
8. In the event of a fatal accident call the police by dialing 999. 
9. Ensure the Accident Book is completed and the completed entry returned to 

the Office administrator. 
10. Site Manager to conduct an investigation of the causes of the accident. 
11. Sub Contractors are to ensure that the accident book of their own employer is 

also completed. 
 
 
1.09.2  Reporting of Injuries, Diseases & Dangerous occurrences 
 
Legal requirements for the notification of accidents, dangerous occurrences and 
diseases came into operation are entitled The Reporting of Injuries, Diseases & 
Dangerous Occurrences Regulations 1995 (RIDDOR ‘95). 
 
1. Any person injured on our premises or sites are responsible for entering 

details of the incident in the Accident Book or ensure that the incident is 
recorded on their behalf.  Completed accident book entries are to be returned 
to the Office Administrator. 

2. A copy of the company’s accident report form (062) will also be completed 
and returned to the head office for any further action. 

3. In the case of a major injury, death or dangerous occurrence the site manager 
will immediately telephone the Contracts Manager, who will in turn 
immediately notify the enforcing authority (HSE) and the Police in the event 
of a death. The scene of the accident should not be interfered with in any way 
and any plant or equipment involved should be left in exactly the same 
condition as it was at the time of the accident until the Company's Safety 



Consultants have completed a formal investigation. 
4. Within ten days of a major injury or dangerous occurrences the incident must 

be recorded on form F2508 and sent to enforcing authority (HSE), or 
reported via the RIDDOR reporting Incident Centre who will advise further. 

5. If there is an accident connected with work (including an act of physical 
violence) and an employee, member of the public or a self-employed person 
working on our premises or sites, suffers an over-three-day injury the 
accident must be reported to the RIDDOR Reporting Incident Centre or on 
form F2508 and the enforcing authority informed within ten days of the 
injury. An over-three-day injury is one that is not major but results in the 
injured person being away from work or unable to do their normal work for 
more than three days (including non working days). 

6. Reporting procedures must also be followed when an employee spends 24 
hours or more in hospital as a result of an accident at work or when any other 
person affected by the work is taken to hospital as a result. 

7. Work-related diseases will be recorded on form F2508A and reported to the 
enforcing authority (HSE), or via the RIDDOR Reporting Incident Centre. 

8. Records of all such events and notifications should be kept for at least 3 
years. 

9. All specified Dangerous Occurrences (Refer to GE700) are legally notifiable 
to the enforcing authority even though harm has not resulted, and information 
is also required for insurance purposes.  

 
1.09.3     Standards 
 
Reporting of Injuries, Diseases & Dangerous Occurrences Regulations 1995 
(RIDDOR ‘95). 
L73 Guide to the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 1995 (ISBN 0 7176 2431 5) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



FIRE PREVENTION 
 
Policy 1.10 
 
The prevention of fire is an essential part of the Company's Safety Policy but in 
addition to this, it is in everyone's interests because fire damage can be very 
expensive, work can be seriously delayed and plant, tools and equipment can be 
badly damaged or even destroyed. 
 
The following instructions are given in an attempt to minimise the fire hazard 
but clearly the efforts made in this direction must be related to the risk and the 
value of the buildings, plant and equipment, etc., which could possibly be 
involved. 
 
The most vulnerable parts of the site are usually the site compound and the 
buildings under construction. 
 
 
1.10.1                                Preventative measures 
 
1. A fire Risk Assessment must be carried out for all workplaces and 

suitable and sufficient means of preventing and fighting fire must be put 
in place. 

2. When the site compound is initially laid out, the spread of fire should be 
taken into consideration.  The temporary buildings should preferably be in 
straight lines, not less than 2 metres apart and with a clear access to all 
four sides of each building. 

3. All materials inside the compound should be neatly stacked and the 
storage area should be broken into sections by gangways at right angles to 
each other.  The purpose of the gangways is to prevent the spread of fire, 
and provide a free access for persons passing through the compound. 

4. The Mess Room should be kept clean and tidy. 
5. Waste combustible materials should not be allowed to accumulate inside 

the compound but should be regularly collected and disposed of. 
6. Heating and cooking appliances using propane or butane gas should be 

installed in accordance with the instruction under the heading "Liquified 
Petroleum Gas". 

7. Radiant heaters, boiling rings, cookers, etc should be placed on either a 
sheet of heat resisting material on a stable surface or preferably, if 
practical, a concrete slab. 

8. The walls adjacent to cooking appliances and water boilers should be 
protected by heat resistant material.  The location of such appliances 
should be well away from the main exit from the building, because a fire 
involving might cut off the means of escape of persons using the building 



at the time. 
9.      As a general rule, one 2-gallon water type extinguisher should be provided 

inside the Site Office and another 2-gallon water type extinguisher in the 
Mess Room, however the Fire Risk Assessment will identify if other 
types of appliance are required.  These should be suspended from brackets 
at a height of 1.05 metres above the floor and positioned immediately 
alongside the doorway.  They should be kept clear of obstruction at all 
times.Fire extinguishers will be tested annually. 

10. Inflammable materials of any description should be kept to a minimum 
inside buildings under construction, but should be regularly collected 
together and disposed of.  The requirements of the Dangerous Substances 
and Explosive Atmospheres Regulations (DSEAR) must be adhered to. 

11. Bonfires will not be permitted. 
12. Site Managers must ensure that all responsible personnel are familiar with 

the emergency procedure laid down in this Manual. 
13 All employees will be trained in basic fire precaution and prevention 

measures including the use of portable fire fighting appliances. 
14 Occupations or tasks involving naked flames or exposed electrical 

elements will be controlled by the use of a Hot Work Permit. 
15 Undergrowth, grass and weeds will be controlled without the use of 

burning or any weed killers that aid combustion e.g. Sodium Chlorate. 
16 A “Permit to carry out Hot Work” will be issued before undertaking any 

work involving heat or flames. 
17 All electrical cooking and heating devices must be PAT tested for 

electrical safety. 
 
 
1.10.2                                         Fire drill 
 
The company will carry out regular fire drills to test the effectiveness of 
emergency procedures and familiarise employees with fire exit routes and the 
location of extinguishers and fire fighting equipment. 
 
Employees will be required to respond and participate in all fire drills and report 
to the ‘Responsible Person’ any obstructions to fire exit routes. 
Records of all fire drills will be held for three years. 
   

 
1.10.3                           In the event of a fire 
 
1. Sound the alarm. 
2. Call 999 and ask for the fire brigade. 
3. If possible, attack the fire with the appliances provided, but without taking 

personal risks. 
4. Leave the building using the nearest available exit. 



5. Close all doors behind you. 
6. Report to the appropriate assembly point. 
7. Do not use lifts. 
8. Do not stop to collect personal belongings. 
9. Do not re-enter the building. 
 
   
1.10.4    Standards 
 
 
Dangerous Substances and Explosive Atmospheres Regulations 2002 
Health and Safety at Work Act 1974 
Regulatory Reform (Fire Safety) Order 2006  
Fire Prevention on Construction Sites JCoP for projects valued at £2.5m or more 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Dangerous Substances and Explosive Atmospheres 
Regulations 2002 (DSEAR) 

 
Policy 1.10.06 
 
The DSEAR regulations are concerned with protecting against risks from fire or 
explosion. 
 
In accordance with DSEAR a dangerous substance is defined as: 
 

·  Explosive, oxidising, extremely flammable, highly flammable 
substances or preparations (whether or not classified under CHIP 
Regulations) e.g. petrol, solvents, paints, LPG, etc. 

·  Other substances or preparations creating risks due to their physio-
chemical properties 

·  Potentially explosive dusts e.g. flour, sugar, pitch, wood, etc 
 
An explosive atmosphere is defined as ‘a mixture, under atmospheric conditions 
of air, of one or more dangerous substances in the form of gasses, vapours, mists 
or dust in which, after ignition has occurred, combustion spreads to the 
unburned mixture. 
 
If dangerous substances are present on a site, or within the workplace, the 
following actions must be taken: 
 
·  A risk assessment of the work activities involving dangerous substances must 

be conducted 
·  The risks will be eliminated or reduced, so far as is reasonably practicable 
·  Places where explosive atmospheres may occur will be classified in zones, 

marking with signs where necessary such as the specified “EX” sign on entry 
·  All equipment and protective systems used in these zones must meet the 

appropriate standards for use in that atmosphere 
·  Equipment and procedures will be provided to deal with accidents and 

emergencies 
·  Employees will be provided with suitable information, instruction and 

training 
 
Control measures must be implemented in accordance with a specified order of 
priority, which can be summarised as: 
 
·  Reduce the quantity of dangerous substances to a minimum 
·  Avoid or minimise releases of dangerous substances 
·  Control releases at source 



·  Prevent the formation of an explosive atmosphere, including providing 
appropriate ventilation 

·  Collect, contain and remove any releases to a safe place or otherwise render 
them safe 

·  Avoid the presence of ignition sources including electrostatic discharges 
·  Avoid adverse conditions that could lead to danger (e.g. by temperature or 

other controls 
·  Segregation of incompatible dangerous substances 
 
The regulations also require measures to mitigate the detrimental effects of fire 
or explosion, which could include minimising the number of employees 
exposed, explosion routes, etc.   
 
Schedule 2, of the Regulations, classify hazardous places in terms of zones on 
the basis of the frequency and duration of the occurrence of an explosive 
atmosphere.  
 
ZONE 0  
A place in which an explosive atmosphere consisting of a mixture with air of 
dangerous substances in the form of gas, vapour or mist is present continuously 
or for long periods or frequently.  
ZONE 1  
A place in which an explosive atmosphere consisting of a mixture with air of 
dangerous substances in the form of gas, vapour or mist is likely to occur in 
normal operation occasionally.  
ZONE 2  
A place in which an explosive atmosphere consisting of a mixture with air of 
dangerous substances in the form of gas, vapour or mist is not likely to occur in 
normal operation but, if it does occur, will persist for a short period only.  
ZONE 20  
A place in which an explosive atmosphere in the form of a cloud of combustible 
dust in air is present either continuously, for long periods or frequently.  
ZONE 21  
A place in which an explosive atmosphere in the form of a cloud of combustible 
dust in air is likely to occasionally occur in normal operation.  
ZONE 22  
A place in which an explosive atmosphere in the form of a cloud of combustible 
dust in air is not likely to occur in normal operation but, if it does occur, will 
persist for a short period only.  
 
Notes:  
 
1   Layers, deposits and heaps of combustible dust must be considered as any 
other source that can form an explosive atmosphere.  
 



2   “Normal operation" means the situation when installations are used within 
their design parameters. 
Further Information may be obtained from: 
 
L138 – Dangerous Substances and Explosive Atmospheres Regulations 2002 
ACOP and Guidance 
L134 – Design of Plant, Equipment and Workplaces (DSEAR 2002) ACOP and 
Guidance. 
L135 – Storage of Dangerous Substances (DSEAR 2002) ACOP and Guidance. 
L136 – Control and Mitigation Measures (DSEAR 2002) ACOP and Guidance. 
L137 – Safe Maintenance, Repair and Cleaning Procedures (DSEAR 2002) 
ACOP and Guidance. 
INDG370 – Fire and Explosion - How safe is your workplace: A short guide to 
DSEAR 



 

TRAINING 
 
Policy 1.11 
 
1. R. G. Spiller Ltd will ensure that all of its employees receive adequate  
     training to enable them to carry out their job in a safe manner to themselves  
     and others.   
 
2. A training programme will be formulated to cover general site safety 

awareness, first aid, safe use of plant and equipment, etc.. This programme 
will be constantly updated.  

 
3.  All new employees will receive an induction to the company, its procedures  

and policy’s.  
The induction will be recorded on form 039.   

 
4. All site operatives (employees and sub-contractors) will receive site specific 

induction training at each site to familiarise themselves with the site rules, 
the working environment, safety procedures and welfare facilities. The 
induction will be recorded on form 060 and held on site.   

 
5. R.G.Spiller Ltd supports the Construction Skills Certification Scheme 

(CSCS) and encourages its craftsmen to obtain a current CSCS card as 
evidence of their skill qualifications and Health & Safety knowledge. 

 
6. A Health and Safety Law poster will be displayed at each site and workplace. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

NOISE 
 
Policy 1.12 
 
1.12.1  
·  The Company will seek to ensure, so far as is reasonably practicable, that all 

equipment used, hired or purchased will only generate noise levels below 
those recommended by various approved codes of practice and official 
guidance notes. 

·  Where noise levels are likely to exceed the Lower Exposure Action Level 
(80dB(A)) perceived at the operator's ear an assessment will be conducted 
and control measures identified and implemented to reduce or control 
personal exposure. 

·  Ear protection will be made available at 80dB(A) and must be worn where 
noise level reaches 85dB(A) compulsory checks on staff wearing ear 
protection will be carried out. 

·  Suitable ear defenders providing adequate attenuation will be provided where 
appropriate to all affected personnel, at no cost to them, together with 
appropriate instructions on their use.  All employees will use hearing 
protection provided for their protection. 

 
1.12.2   
The employee has a duty under the Regulation to :- 

1. Wear and look after any ear protection equipment provided. 
2. Report any defects with ear protection equipment to their supervisor. 
3. Report all damage to machinery causing excessive noise to your 

supervisor. 
4. Do not allow machinery to run unnecessarily. 

 
1.12.3    Standards 
 
  Section 2 Health and Safety at Work Act 1974. 
  Management of Health and Safety at Work Regulations 1999. 
  Personal Protective Equipment Regulations 1992. 
  Noise at Work Regulations 2005. 
  Health and Safety (Safety Signs and Signals) Regulations1996. 
 
 
 
 
 
 
 



 

PERSONAL PROTECTIVE EQUIPMENT 
 
Policy 1.13 
 
1.13.1  The Company will ensure that correct, adequate and sufficient 

Personal Protective Equipment (PPE), is provided, reviewed, 
monitored and maintained in all work areas within the company or 
on any company site. 

1.13.2  The Company will ensure that all managers/supervisors in all work 
areas know what PPE is provided, where it is kept and that they are 
familiar with its use and maintenance procedures. 

1.13.3  Managers/supervisors will ensure that all employees under their 
control know:- 

  a) What safety equipment is provided by the Company 
  b) Where it is kept. 
  c) And are familiar with its use and maintenance requirements. 
1.13.4          Safety helmets will be worn by every one on site at all times.  
1.13.5           Flimsy shoes will not be allowed on any company site. 
1.13.6  Eye protection shall be worn where there is any foreseeable risk of 

eye injury occurring. 
1.13.7  Ear protection will be made available at 80 dB(A) and must be 

worn where noise level reaches 85dB (A) compulsory checks on 
staff wearing ear protection will be carried out. 

1.13.8  All respiratory or breathing equipment must comply with the 
current certificate of approval issued by the HSE.  Persons who are 
required to use such equipment will be instructed and trained in the 
proper use and maintenance of the equipment, including the 
required procedures in cases of an emergency occurring at the 
workplace. 

1.13.9  Employees will be provided with any other required protective 
clothing or equipment to safeguard their health and safety. 

  Sub-contractors will provide their employees with the same. 
1.13.10 All the required Personal Protective Equipment (PPE) will be 

supplied free of charge to employees. 
  All employees supplied with PPE will be responsible for ensuring 

that:- 
  a) They look after it and do not misuse it. 

b) It goes for cleaning at the required time or if it becomes 
soiled. 

  c) Check the PPE for any defects before and after use. 
  d) Report any defects to the Site Manager/Supervisor. 

e) Store PPE in the defined storage area. 
 



1.13.11     Standards 
  Section 2 Health and Safety at Work Act 1974. 
  Personal Protective Equipment At Work Regulations 1992. 
   
  L25 "Personal Protective Equipment at Work Guidance on 

Regulations" (ISBN 0118863347). 
  "Management of Health and Safety at Work Approved Codes of 

Practice" (ISBN 0118863304). 
 
 1.13.12           HSE Publications 
 
  HS (G) 48  "Human Factors in industrial safety" (ISBN 

0118854860). 
 
1.13.13    British Standards Institute 
 

ELECTRICAL EQUIPMENT 
 
Policy 1.14 
 
The company has a legal duty, under the Electricity at Work Regulation 1989 
and the Provision and Use of Work Equipment Regulations 1998 to carry out the 
following :- 
 

Electrical apparatus 

 
1.14.1  Only equipment which complies fully with the requirements of the 

Electricity at Work Regulations 1989 and the Provision and Use of 
Work Equipment Regulations 1998 and will be permitted to be 
used on any of this company's sites. 

1.14.2  Battery operated equipment will be preferred. In the absence of 
battery operated equipment 110-volt portable equipment will only 
be used by means of mains isolated transformers, with secondary 
windings centre tapped to earth. 

1.14.3  240-volt appliances are not permitted to be used. 
1.14.4  All electrical apparatus will be inspected frequently for signs of 

damage to or interference with wires and cables so that much 
equipment remains safe. 

1.14.5  A register shall be kept of all appliances listing identification of 
each appliance, full description, details of testing including date of 
test, next test date and result of test. 

1.14.6  All portable electrical equipment shall undergo a formal inspection 
and maintenance in accordance with current HSE guidelines. 

1.14.6  All electrical appliances shall be labelled showing date of test, date 



of last test and result of test. 
1.14.7  a) All electrical connections to electricity supplies on the 

company's premises or sites must be carried out by a 
competent and authorised electrician. 

  b) Where this has to be done to supplies that are already a 
source of electrical energy then a safe system of work must 
be agreed with the company's safety officer prior to the 
commencement of operation. 

1.14.8  All portable tools must comply to the Provision and Use of Work 
Equipment Regulations 1998 and that all tools must be of a 
minimum voltage supplied from a transformer. 

1.14.9  Construction of equipment must be to EEC accepted good 
engineering practice standards, to ensure that it is safe when it is 
connected to the electricity supply and provided an acceptable level 
of protection against electric shock. 

1.14.10 All flexible cables and cords must be to the required safety standard 
and any particular characteristic(s) of the equipment which make it 
less safe during use must be brought to the attention of the user. 

1.14.11   On completion of work all electrical equipment and temporary 
installations must be isolated and made safe before leaving the 
location. 

1.14.12 On completion of work all waste materials must be disposed of in 
accordance with the site procedure, in compliance with the Waste 
Management and Pollution Regulations. 

1.14.13 To prevent overheating, the correct fuses or protection devices shall 
be fitted and all extension leads must be fully unwound before use. 

 
1.14.13    Standards 
 
  Section 2 Health and Safety at Work Act 1974. 
  Electricity at Work Regulations 1989. 
  Provision and Use of Work Equipment Regulation 1998  
  (PUWER 98). 
  . 
 
1.14.14   HSE Guidance notes 
 
  HS (R) 25 "Memorandum of guidance on the Electricity at Work 

Regulations 1989" 
  HSG 85  “Electricity at Work – Safe Working Practices” ISBN 

0 7176 2164 2) 
  HSG 107 “Maintaining portable and transportable electrical 

equipment” (ISBN 0 7176 0715 1)  
  HSG 141 “Electrical Safety on Construction Sites” (ISBN 07176 

1000 4)  



  GS 6  "Avoidance of danger from overhead lines" (ISBN  
0011885568). 

  . 
  GS 38  "Electrical test equipment for use by electricians" 
    ISBN 0118856502. 
  . 
  GS 50  "Electrical safety at places of entertainment" ISBN 

0118855980. 
   
  IEE  "Wiring Regulations 17th Edition". 
 

COMPANY VEHICLES 
 
Policy 1.15 Rev A 
 
Any defect in the vehicle must be recorded on Vehicle Defect Notification Form 
068 and reported to the plant manager. 
 
If the vehicle is involved in an accident or damaged (however minor), the driver 
must inform the plant manager immediately. 
 
Drive in a safe and responsible manner. Pay particular attention when entering 
or driving on sites with temporary road surface. Wear seat belt and do not 
exceed the legal speed limits. 
 
Ensure that the vehicle is not overloaded or loaded in such a way as to affect the 
handling of the vehicle.  The driver is ultimately responsible for the safe loading 
of the vehicle and the security of the load. 
 
When the vehicle is not in use, ensure that it is parked in a safe manner and 
locked securely. 
 
Drivers of company vehicles must have a current driving license and submitted a 
copy to the Company Plant Manager. 
 
The Company has an excess insurance charge if anyone under the age of 21 is 
driving a company vehicle and involved in an accident. 
For this reason Young Persons under the age of 21 are required not to drive 
company vehicles unless by special request from their managers.  
 
 
 
 
 
 



ALCOHOL, TOBACCO AND DRUG ABUSE 
 
Policy 1.16 Rev A 
 
1.16.1 Alcohol or Drug abuse by employees and sub-contractors 

(including supervisory and management staff) can adversely affect 
the safety and health of themselves or others on our sites.  
Therefore it is the policy of R. G. Spiller Limited that any person 
known to be, or strongly suspected of being, affected by alcohol or 
drugs must be referred to the appropriate manager who must 
arrange for this person to be removed from site or office. 

 
1.16.2 It must be noted that symptoms suggesting that a person is under 

the influence of drugs or alcohol may be created by other 
conditions such as heat exhaustion, hypothermia, diabetes, etc.  
Also a person may be affected by legitimate medication prescribed 
by a doctor.  These conditions, while still requiring the person to be 
removed for safety reasons, will obviously affect any disciplinary 
action that may be considered therefore, if there is any doubt as to 
the person’s condition or cause of their condition, medical advice 
shall be sought immediately. 

 
1.16.3  No alcohol shall be consumed at any time during the working day. 
 
1.16.4 Smoking is not permitted within the head office and workshops.  

Smoking is not permitted on sites except during lunch time and 
coffee breaks and in allotted areas. 

 
1.16.5 Any employees found to be under the influence of alcohol or drugs 

during working hours will be subject to instant dismissal in 
accordance with the terms and conditions of employment. 

 

YOUNG PERSONS 
 
Policy 1.17 
 
The Management of Health and Safety at Work Regulations 1999 legislates on 
the employment of Young workers (anyone over school leaving age but under 
18) in the workplace. 
 
1.17.1 
 
A young persons risk assessment will be carried out on the individual concerned 
before any works take place involving the new employee. 



 
The Young person will be prohibited from the following work activities, 
locations or processes :- 

• Activities that are beyond their physical or psychological    
   capacity. 
• Activities involving harmful exposure to agents which are  

toxic, can cause cancer, or heritable damage or chronically     
affect human health 

• Activities involving harmful exposure to radiation. 
• Activities involving the risk of accidents where the young    
   persons would not recognise the risk because of the lack of  
   experience. 
• Activities which as identified in the risk assessment involve a  
   risk from :- 

i) Extreme cold or heat 
ii)  Noise 
iii)  Vibration 

• Operation of the following machinery, equipment or plant (other the  
  small hand tools) unless under training and supervision from a   
  competent person :- 

i) Woodworking machinery 
ii)  Mobile Plant 
iii)  Lifting appliances 

 
1.17.2        Standards 
 
The Management of Health & Safety at Work Regulations 1999 
 
HSG 165 “Young people at work – A guide for employers” (ISBN 07176 
1889 7) 
 

WELFARE ARRANGEMENTS  
 
Policy 1.18 
 
1.18.1   Arrangements will be made to provide suitable toilet and   

washing facilities at every site for the employees and any sub-
contractors of the company who is required to work on any 
company site, so far as is reasonably practicable. 
 

1.18.2           A suitable place will be provided to enable the workforce to sit  
down and eat their food way from site materials, dust, other      
substances and the work environment. 
 



1.18.3           Provision will be made to supply clean drinking water, running hot    
                    water for washing and the facility to boil water to make a hot drink  
 
1.18.4           Every site will have somewhere for the workforce to shelter from       
                    rain, dry their clothes and when necessary warm themselves. 
 
1.18.5           Facilities will also be made to allow the workforce to change their     
                    clothing prior to returning home. 
 
1.18.6           Sub-contractors will be allowed to share these facilities on site. 
 
1.18.7           Provision will be made to protect non-smokers from the harmful    
                    effects of tobacco smoke. 
 
1.18.8            Standards 
 

Section 2 Health and Safety at Work etc. Act 1974 
 

Construction (Design and Management) Regulations 2007 (Schedule 2) 
 

The Control of Substances Hazardous to Health Regulations 2002 
 

Control of Asbestos Regulations 2006  
 

Control of Lead at Work Regulations 2002 
 

WORKING TIME REGULATIONS  
 
Policy 1.19 
 
The Working Time Regulation 1998 lays an onus on R. G. Spiller Ltd to limit 
the amount of hours worked by an employee to 48 averaged over a 17-week 
period. 
 
This limitation can be disregarded should a joint arrangement be signed between 
the employee and R. G. Spiller Ltd. 
 
The regulations also limit the hours worked in a night shift and makes provision 
for health assessment for workers moving onto night work. 
 
1.19.1     Standards 
 
 The Working Time Regulations 1998 (Amended 1999) 
 



 

MANAGEMENT OF HEALTH AND SAFETY AT 
WORK REGULATIONS 1999 (MHSW)  

 

Policy 1.19.2 

Employees who are, (or in the future could be) a new or expectant mother.  

Employers are required to assess risks to all their employees and to do what is 
reasonably practicable to control those risks. They must include any 
hazards/risks to new and expectant mothers, when conducting this risk 
assessment. 

It is important that female employees inform their employers that they are 
pregnant, have given birth in the previous six months or are breastfeeding. The 
notification should be given in writing, as early as possible. 

When employers receive written notification from an employee that she is 
pregnant, has given birth within the previous six months or is breastfeeding, they 
must conduct a specific risk assessment. The assessment must take into account 
any advice provided by the woman’s GP or Midwife on her health. 

If any risks are identified then employers must take action to remove, reduce or 
control the risk. If the risk cannot be removed employers must: 

·  Action 1 
Temporarily adjust her working conditions and/or hours of work; or if that 
is not possible  

·  Action 2 
Offer her suitable alternative work (at the same rate of pay) if available; 
or if that is not feasible  

·  Action 3 
Suspend her from work on paid leave for as long as necessary to protect 
her health and safety and that of her child.  

MHSW also states that where a new or expectant mother works nights and 
provides a medical certificate from her GP or Midwife which says that working 
nights will affect the health of the woman, then the employer must suspend her 
from work, on full pay, for as long as necessary. However, the Employment 
Rights Act 1996 provides that where appropriate, suitable alternative work 
should be offered, on the same terms and conditions, before any suspension 
from work. 
 
 
 
 



 

POLICY REVIEW  
 
Policy 1.20 Rev A 
 
1.20.1   The Health and Safety at Work Act 1974 requires the company to 

monitor the effectiveness of this policy in terms of the use made of 
it by both management and work force. Review of the safety 
performance of the Company and the functioning of the policy is 
the task of Senior Management. At annual intervals, the company 
will review the contents of this policy statement and indicate ways 
in which our safety performance can be improved. 

 
1.20.2 Recommendations for Health, Safety and Welfare improvement 

will come from site meetings, contracts meetings, Safety committee 
meetings or during site visits made by our Safety Consultant. These 
recommendations will be submitted to the Safety Committee for 
adoption and implementation. 

 
1.20.3 Annual statistics will be reviewed by the Safety Committee. These 

will give details of the company’s recorded prohibition notices, 
accidents, reportable injuries, diseases and dangerous occurrences.  

 
1.20.4 SCHEDULE OF POLICY REVISIONS   

 
Revision Date Policy No Amendment 

A 2.01.03 1.03 Company organisational chart and individual 
responsibilities revised and expanded. 

A 2.01.03 1.09.2.2 Accident Report Form – correct reference 062 
A 2.01.03 1.15 Company vehicles restrictions amended 
A 2.01.03 1.16.5 Alcohol and drug disciplinary clause added   
A 2.01.03 1.20 Schedule of policy revisions up-dated. 
A 2.01.03 1.23 Employee’s declaration form up-dated. 
B 24.6.04 1.03.2 Updated routine site audits 
A 24.6.04 1.03.3 Subcontractors submissions  
B 24.6.04 1.03.4 Material Safety Data Sheets 
B 24.6.04 1.03.7 Safe Systems provided/first aid arrangements 
B 24.6.04 1.03.8 Competency operations for Plant 
A 24.6.04 1.03.9 Fitters Competency operations for Plant 
A 24.6.04 1.03.10 Young Persons Woodworking Machinery 
A 24.6.04 1.03.11 Recording Accidents and understanding 

procedure for Accident and Emergency on site 
A 24.6.04 1.03.12 Safe Systems of work being site and task 

specific.  Pat testing in accordance with HSE 



and records of test.  Material safety data sheets 
must be provided 

B 24.6.04 1.03.14 Maintenance contracts for portable fire 
fighting appliances 

A 24.6.04 1.04 Updated Construction Regs 1994 
A 24.6.04 1.05 Risk Assessments updated and Hazard 

Identification.  Regulations updated 
A 24.6.04 1.07 Emergency and Access routes.  Regulations 

updated 
A 24.6.04 1.08 First aid and accident book 
A 24.6.04 1.08.02 Regulations updated 
B 24.6.04 1.09 Accident reporting and reporting of RIDDOR 
B 24.6.03 1.09.03 Regulations updated 
A 24.6.04 1.10.06 Dangerous Substances & Explosive 

Atmospheres Regulations inserted  
A 24.6.04 1.12 Regulations updated 
A 24.6.04 1.13 Regulations updated 
A 24.6.04 1.14 Provision and Use of Work Equipment 

Regulations 1998 updated. 
Electrical portable equipment inspection 
Guidance notes HSE updated 

B 24.6.04 1.15 Driver ultimately responsible for loading of 
vehicle 

A 24.6.04 1.17 Regulations updated 
A 24.6.04 1.18 Welfare Arrangements and regulations 

updated 
 
 
1.20.5    POLICY REVIEW SCHEDULE 

 
Review date Reviewed by Comments 

2.01.03 Keith Legg General review to comply with company’s 
current procedures. 

30.04.04 Andrew Howard General review to comply with company’s 
current procedures. 

27.03.07 SSG Annual review, legislation updated 
particularly CDM, Noise, Asbestos, Fire 

15.04.08 SSG Annual review, minor adjustments to reflect 
legislative requirements and industry best 
practice 

13.08.09 SSG Annual review to update company structural 
changes and revised statutory requirements. 

 
 



 
1.20.6      Standards 
 
The Health and Safety at Work Act 1974 
 
 

 REFUSAL TO WORK DUE TO NON-COMPLIANCE 
WITH SAFETY POLICY 

 
Policy 1.21 
 
1.21.1      Objective 
 
  To ensure that a procedure is in place for dealing with cases of 

employee's refusal to work on the grounds of a risk to health and 
safety. 

 
1.21.2         Scope  
 
  To provide managers and others responsible for the maintenance of 

discipline with a procedure for dealing with cases of employee's 
refusal to work on the grounds of a risk to health and safety. 

 
1.21.3        Definitions 
 
  Work: Includes all activities required in the course of duty. 
 
  Risk to health and safety: an exceptional risk to health and safety 

outside that which has been assessed in connection with the work to 
be performed and provided for by safe systems of work, personal 
protective equipment etc. 

 
1.21.4      Procedure 
 
  The refusal to work should be referred to persons in charge.  The 

course of action to be followed should be determined by referral to 
the action chart on last page. 

 
1.21.5     No Assessment 
 
  a) The person in charge should assess the risks involved and 

prepare a safe system of work/procedure to be followed. 
  b) The work should re-commence in accordance with the safe 

system of work/procedure. 



  c) The risk assessment and safe system of work/procedure 
should be documented, if possible, before work commences, 
or if this is not possible, at the earliest opportunity. 

 
 
 
1.21.6    No Safe System of Work/Procedure 
 
  a) Based on the risk assessment, the person in charge should 

prepare a safe system of work/procedure to be followed. 
  b) The work should re-commence in accordance with the safe 

system of work/procedure. 
  c) The safe system of work/procedure should be documented, if 

possible, at the earliest opportunity. 
 
1.21.7    Hazard not included in the assessment 
 
  a) The person in charge should assess the risks involved and 

prepare a safe system of work/procedure to be followed. 
  b) The work should re-commence in accordance with the safe 

system of work/procedure. 
  c) The safe system of work/procedure should be documented, if 

possible, before work commences, or if this is not possible, 
at the earliest opportunity. 

 
1.21.8   Non-compliance with Safe System of Work/Procedure 
 
  a) The employee shall be instructed to perform the task in 

accordance with the safe system of work/procedure. 
b) Verbal warning should be given of possible disciplinary  

action.  This warning should be recorded. 
 
1.21.9     Refusal to Work Despite Compliance with Safe System of     
                           Work/Procedure 
   
  a) If the employee can substantiate that the hazard has not been 

adequately catered for in the assessment/safe system of 
work/procedure, then the task shall be treated as if no 
assessment/safe system of work/procedure, existed. 

  b) If the employee cannot substantiate his or her claim and the 
refusal to work is not justified on other grounds, then normal 
disciplinary procedures should be followed. 

 
 
 



INDEX OF SAFETY MANUAL 
 

Policy 1.22 
 

Asbestos Manual 2.01 

Safety of Children on Site Manual 2.02 

Entry into vessels and Confined Spaces Manual 2.03 

Control of Substances Hazardous to Health (C.O.S.H.H) Manual 2.04 

Cradles Manual 2.05 

Demolitions Manual 2.06 

Gardening Equipment Safety Manual 2.07 

Electrical Apparatus Manual 2.08 

Work in the vicinity of overhead, underground and other 
exposed electric cables 
 

 
Manual 2.09 

Excavations Manual 2.10 

Compressed fuels and gases Manual 2.11 

Pressure Testing Manual 2.12 

Provision and use of Portable Hand Tools Manual 2.13 

Ladders and Step Ladders Manual 2.14 

Hired Plant Manual 2.15 

Site Housekeeping Manual 2.16 

Lead at Work Manual 2.17 

Lifting Operations, Cranes, Hoists and Lifting Tackle Manual 2.18 

Plant and Machinery Manual 2.19 

Maintenance Manual 2.20 

Lifting Operations Manual 2.21 

Overhead Power Cables Manual 2.22 

Contractors and other Persons on site Manual 2.23 

Ionising Radiation Manual 2.24 

 



Road-works Manual 2.25 

Roofs Manual 2.26 

Task Safety Analysis Manual 2.27 

Scaffolding and Access Equipment Manual 2.28 

Solitary Workers Manual 2.29 

Skin Care Manual 2.30 

Steel erection Gas/Arc Welding, Brazing and Cutting Manual 2.31 

Visual Display Screens Manual 2.32 

Refuse Disposal Manual 2.33 

Weed Spraying Manual 2.34 

Working at Heights Manual 2.35 

Street Cleaning Manual 2.36 

Office Safety Manual 2.37 

 

 

EMPLOYEES DECLARATION 
 
Policy 1.23 Rev A 
 
I, the under signed, hereby confirm that I have received a copy of R. G. Spiller 
Limited’s Health and Safety policy, read and understood its contents and I will 
observe and comply with the conditions and provisions contained therein. 
 
The Policy remains the property of the Company and I agree to keep its safe 
custody and update it as and when amendments are issued for inclusion. 
 
 
Employee       …………………………………………..(Print name) 
 
Signature        ………………………………………….. 
 
Date                …………………………………………. 
 
 
 
Policy issue date 13th August 2009                                             Revision E 


