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Introduction
This document is the Health and Safety Policy for Brass Group Ltd, the responsibilities of Company Management for safety are set down. Particular hazards and risks which are likely to be experienced are also set down.

Many simple tasks can be a source of danger if not undertaken correctly and it shall be noted that the Health and safety at Work etc. Act 1974, state that "It shall be the duty of every employee while at work:-"
a)
to take reasonable care for the health and safety of himself and of other persons who may be affected by his acts or omissions at work.

b)
as regards any duty or requirement imposed on his employer or any other person by or under any of the relevant statutory provisions, to co-operate with him so far as is necessary to enable that duty or requirement to be performed or complied with.

Management also are bound by the Act:

"It shall be the duty of every employer to ensure so far as is reasonably practicable, the health, safety and welfare at work of all his employees"
The management also have a common law duty:

" the employer must take reasonable care not to subject the employees to unnecessary risks"
To address this requirement for work carried out on site a Risk and Hazard Assessment will be carried out at tendering and work planning stages.

A safe method of working will be established by prior consultation with the appropriate parties by a Director.  Once established no member of staff will be permitted to vary this in any way except by reference to a Director.

Training 
Management will ensure that operatives are competent to carry out the work they are assigned, additional training will be given as and when new working practices are adopted.
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Safety Planning and Risk Assessment
An assessment will be carried out of all new sites at tendering and work planning stages to determine if there are any hazards and foreseeable risks. A safe method of working will be established by prior consultation with the appropriate parties by a Director. The results of this exercise will be brought to the attention of the employees involved. Once established, the safe method of work will be adhered to. Variations from the safe system will not be permitted without reference to a Director.

Other Contractors 
This company will liaise with other site users to establish on-site responsibilities to ensure the implementation of this policy, the meeting of legal obligations and the establishment of a safe working environment.

All references to employees and personnel throughout this document are to be interpreted in the widest sense and include subcontractors.

In Emergency
In case of emergency a Partner should be contacted on ____________________ 

or in their absence, on ________________________

Consultation and Review 

The company will consult with outside agencies as appropriate to ensure this document is current.  Employees are encouraged to make suggestions on how improvements / changes to the policy could be beneficial in meeting mutual health and safety objectives.

This policy will be reviewed as often as appropriate and at least once per year.

SECTION B

SAFETY POLICY STATEMENT 
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HEALTH AND SAFETY AT WORK ETC. ACT 1974
SAFETY POLICY STATEMENT
1. It is the policy of Brass Group Ltd to provide and maintain, as far as is reasonably practicable, a working environment that is safe and without risk to health and safety. The company considers Health and Safety to rank equally with all other objectives in the performance of the business and to this end, the organisation and arrangements for the management of Health and Safety have been set out in our Health and Safety management system, which is aimed at ensuring;

• the health, safety and welfare of all our staff and others who work under our control;

• the safety of contractors, visitors and the general public who use or have access to premises or sites under our control;

2   
Brass Group Ltd is totally committed to play a fulsome and leading role in ensuring the safe planning, design, construction, commissioning and operation of projects or within Company facilities. A similar level of commitment and co-operation will be sought and expected of all other organisations and members of organisations involved with projects or operating within Company facilities. 
3.  To safeguard the environment in the locality of its activities by controlling noxious or offensive emissions, within standards approved by the Environmental Health Authority so as not to endanger the health, safety or welfare of persons living nearby.

4.
It is the policy of the Company to:

-
Provide plant and systems of work that are safe and without risk to health.

-
Arrange for the safe use, handling, storage and transport of articles and substances inherently or potentially dangerous.

-
Provide comprehensive information, instruction, training and supervision, with the object of ensuring, in so far as is reasonably practicable, the health and safety of every employee.

-
To consult with all employees on matters relating to health and safety at work and provide necessary information for employees to participate fully and effectively in consultation on health and safety at work matters.

-
Maintain the workplace in a safe and risk -free condition, and provide safe means of access to and egress to and from the workplace.

-
Provide and maintain a safe and healthy working environment with adequate welfare facilities and arrangements.

Section B








Sheet 2

-
To ensure that personnel outside the premises engaged in company business are protected from the risks to their health and safety so far as is reasonably practicable by the organisation and arrangements of mutually agreed procedures with the client.
The Health and Safety at Work etc Act and all relevant regulations are to be complied with at all times and all employees must contribute towards making work areas as safe as possible by continually appraising working practises and ensuring that the safest possible methods are adopted.

5.
Employees have a duty to co-operate in this objective by:

-
working safely and efficiently.

-
using any protective equipment provided

-
meeting any statutory obligations.

-
reporting any incidents that have led or may lead to injury or damage

-
adhering to Company procedures for securing a safe place of work.

-
assisting in the investigation of accidents with the object of introducing measures to prevent a recurrence.

-
taking a positive attitude to accident prevention, being vigilant at all times to prevent any mishaps however trivial or seemingly improbable and bringing them to the attention of the Management for action.

Health and Safety Management

There will be a planned and systematic approach to implementing health and safety policies through an effective health and management system. Risk Assessments will be carried out to identify priorities and to set objectives for eliminating hazards and reducing risks. Wherever possible, risks will be eliminated by the use of physical controls, or as a last resort, through safe systems of work and where appropriate, the provision and use of personal protective equipment.

Measuring Health and Safety Performance

Performance will be measured against agreed standards to reveal when and where improvements are needed.

If controls should prove to be ineffective, reactive monitoring will be used to discover the reasons by investigating incidents, ill health or near misses, accidents or incidents that could have caused harm or loss.

Resources

Adequate financial and physical resources will be made available to ensure that health and safety arrangements are planned, implemented, reviewed and developed as effectively as possible.

Signed

Date.



          Date for review

SECTION C

HEALTH AND SAFETY

DUTIES AND RESPONSIBILITIES
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Responsibility for implementation of the Safety Policy
The Management of Brass Group Ltd., confirm that the policy for Health & Safety as stated in the General Policy Statement is to be implemented by the Company and with responsibility vested in the senior officials of the company.

Responsibility for Health and Safety at Work
The overall responsibility for the Health and Safety of all employees and products of the company is rested with the Directors.    

The structure of the company is set out below.

[image: image1.jpg]Performance Through People
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Health & Safety Organisation and Responsibilities
Brass Group Ltd, have sought the assistance of Performance Through People to provide and work in an advisory capacity, to direct & assist, when requested, in the achievement of our statutory obligations.

Implementation of this Safety Policy is vested in the Directors and they are responsible to the Managing Director for the safety of all aspects of the work and for the personnel involved.

Individual responsibilities are:

MANAGING DIRECTOR
1)
Has responsibility for the Health and Safety at Work of all employees both out 
on-site and on the Company premises.  This responsibility also extends to other 
persons whose Health & Safety may be affected by the company’s activities.

2)
Will make decisions on all aspects of Health and Safety in accordance with the 
Health and Safety at Work Act 1974 and other statutory enactments, codes of 
practise, etc. that may be issued from time to time.

3)
Will take all reasonable steps to ensure that health and safety requirements are 
complied with and that no unsafe practises are adopted.

4)
Are responsible for ensuring that contract conditions and special requests by the customer do not infringe the safety at work of any employees by identifying these to those employees concerned.

5)
Will ensure that process and layouts provide for safe systems of work, are based on safe methods and utilise equipment that is safe and free from risk to the health of the employee.

6)
Have responsibility for the selection of new employees and their introduction to the company.

7)
Will offer assistance with personnel problems particularly those arising from injury by accidents in the course of their employment.

8)
Will monitor the effectiveness of the Safety Policy as implemented and amend the 
Safety Policy to meet changes in organisation, legislation or to improve safety 
standards.

Section C








Sheet 3 
MANAGING DIRECTOR
9)
Responsible for reviewing the Company Health and Safety Policy in order to ensure that it is current and appropriate, and that it is issued to, and understood by all concerned. 

10)
A Director will make regular inspections of the workplace to implement measures to improve equipment, working practises and training as appropriate.

11)
As required will hold safety briefing with the workforce.

12)
Have overall responsibility for the implementation of Control of Substances Hazardous to Health Regulations (COSHH Regulations) as may be applicable to the undertaking.

13)
Will ensure that all employees are adequately trained and capable of carrying out their duties correctly and safely and that no new or transferred employee is required to undertake any task without appropriate training, instruction and supervision.

14)
Will ensure provision of information relating to plant, processes and substances 
used by personnel under his control.

15)
Will ensure proper supervision of personnel to ensure that they comply with statutory regulations and safety rules and the use of safety clothing and equipment.

16)
Provide safety equipment for those at risk and ensure that such equipment is 
effective and properly maintained and used.

17)
Demonstrate a personal interest in the health, safety and welfare of employees, by insisting on and maintaining a good standard of housekeeping whilst encouraging a positive response from employees.

18) Encourage employees into orderly and hygienic working habits

19)       
Is responsible for recruitment and training of First Aiders where appropriate.

20) Is responsible for ensuring that all accidents and incidents at the place of work are properly recorded on company accident report forms, then reported, where necessary to the Enforcing Authority on the prescribed official form (F2508).

21)
Will organise and maintain statutory registers and monitor the entries in them.

22) Ensure that all plant, tools and equipment are maintained safe to use, that all the necessary safety equipment is available and properly used and that the workplace is safe with safe access and egress. 
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MANAGING DIRECTOR
23)     
Ensure that all the relevant safe operating procedures and instructions are known 
and observed. This includes the continual review of these procedures and 
instructions in practice and consultation with the employees concerned, to ensure 
that they are still understood and workable. Also ensure that statutory notices, 
evacuation procedures, etc. are permanently and clearly displayed where applicable.
24)
Will ensure that all employees are aware of fire drills and emergency evacuation procedures in case of emergencies.
25)
Ensure that visitors to the company premises are not at risk and are provided with     
safety equipment as appropriate

26)
Maintain any place of work under their control in a condition that is, so far as is 
reasonably practicable, safe and without risk to health and providing and 
maintaining safe means of access and egress.

27)
Ensure that Health & Safety matters receive full consideration in planning new 
projects and installing new plant or purchasing / hiring equipment.

28)
Ensure that sub - contractors working on behalf of the company conform to safety rules and understand their duties under the  Health & Safety at Work etc Act 1974 and   relevant legislation.
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FINANCIAL DIRECTOR
1) Have responsibility for the Health and Safety at Work of all employees under their control, this responsibility also extends to other persons whose Health & Safety may be affected by the company's activities.

2) Will make decisions on all aspects of Health and Safety in accordance with the Health and Safety at Work Act 1974 and other statutory enactments; codes of practice, etc. that may be issued from time to time.

3) Will take all reasonable steps to ensure that health and safety requirements are complied with and that no unsafe practices are adopted.

4) Are responsible for ensuring that contract conditions and special requests by the customer do not infringe the safety at work of any employees by identifying these to those employees concerned.

5) Will ensure that process and layouts provide for safe systems of work, are based on safe methods and utilise equipment that is safe and free from risk to the health of the employee.

6) Will offer assistance with personnel problems particularly those arising from injury by accidents in the course of their employment.

7) Will monitor the effectiveness of the Safety Policy as implemented and amend the Safety Policy to meet changes in organisation legislation or to improve safety standards.

8) As and when required will hold safety briefings with the workforce.

9) Will ensure that all employees under their control are adequately trained and capable of carrying out their duties correctly and safely and that no new or transferred employee is required to undertake any task without appropriate training, instruction and supervision. 

10) Will ensure provision of information relating to plant, processes and substances used by personnel under their control.

11) Will ensure proper supervision of personnel to ensure that they comply with statutory regulations and safety rules and the use of safety clothing and equipment.
12) Provide safety equipment for those at risk and ensure that such equipment is effective and properly maintained and used.

13) Demonstrate a personal interest in the health, safety and welfare of employees, by insisting on and maintaining a good standard of housekeeping. Will also encourage a positive response from employees.
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FINANCIAL DIRECTOR
14) Encourage employees into orderly and hygienic working habits to ensure and maintain a hazard free environment.

15) Will ensure that all employees under their control are aware of fire drills and emergency evacuation procedures in case of emergencies in the office / warehouse.

16) Ensure that visitors to the company premises are not at risk and are provided with safety equipment as appropriate.

17) Maintain any place of work under their control in a condition that is, so far as is reasonably practicable, safe and without risk to health and providing and maintaining safe means of access and egress.
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Health and Safety Competent Person
The nominated Health & Safety competent person will report directly to the Managing Director on matters relating to the administration of Health and Safety Systems, including maintenance of records.

Monitor the implementation of safe systems to ensure correct working practises can be adhered to by all company employees.

Advise on the measures to be taken that may be necessary in order to comply with, for example;

The Health and Safety at Work etc Act 1974

The Management of Health and Safety at Work Regulations

The Construction (Design and Management) Regulations
The Health and Safety Workplace Regulations

The Provision and Use of Equipment Regulations

and any other relevant Health and Safety Statutory Instruments.

Will advise management of legislative changes where applicable and generally contribute advice when and where required which will maintain and enhance the company's good safety record

1.
Company Health and Safety Policy Document

2.
Risk assessment records as applicable under:

a) Management of Health and Safety at Work Regulations

b) Construction (Design and Management) Regulations
c) Regulatory Reform (Fire Safety) Order

d) Manual Handling Regulations

e) Display Screen Equipment Regulations

f) Control of Substances Hazardous to Health (COSHH) Regulations

g) Personal Protective Equipment Regulations

h) Electricity at work Regulations (PAT register)

i) Accident/incident reports/records (RIDDOR  1995)

j) The Control of Noise at Work Regulations

Will ensure maintenance of the appropriate records and draw the attention of appropriate employees to any new working practices and the subsequent implications.

Will ensure that before using a substance defined by the COSHH Regulations as hazardous to health a suitable and sufficient assessment of the risks to the health of the operator is undertaken together with suitable training of employees.

Ensure that employees are aware of the hazards associated with their work and they are provided with and use, and receive instruction in the use of, safety clothing and equipment. 
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Foreman
1. Is responsible for the Health and Safety at Work of all employees, subcontractors and visitors who may be affected by the Company's activities where they are under their control, in the absence of a Director.
2. Understand and accept their responsibilities and duties under the Company Health and Safety Policy and Health and Safety Legislation.

3. Know and operate within statutory and company requirements applicable to the work under their control.  This requires the continual and regular checking of these requirements against actual practice and taking any necessary corrective action.

4. Ensure that all plant, tools and equipment are maintained safe to use, that all the necessary safety equipment is available and that it is used and that there is safe access to and egress from all places of work and that the work place is safe.

5. Ensure that all the relevant safe operating procedures and instructions are known and observed.  This includes the continual review of these procedures and instruction in practice and discussions with employees concerned, to ensure that they are still understood and workable.

6. Will report the Directors, on the effectiveness of the Safety Policy as implemented and recommend amendment to the Safety Policy to meet changes in organisation, legislation or to improve safety standards.

7. As required will hold safety briefings with the workforce.

8. Will offer assistance with personnel problems particularly those arising from injury by accident in the workplace.

9. Will make regular inspections of the workplace and report hazards and make recommendations to improve equipment, working practises and training.

10. Ensure that statutory notices, evacuation procedures, etc. are permanently and clearly displayed, relating to the area under control, as applicable.

11. Ensure that operators are aware of the hazards associated with any substances used in their work and that they are provided with, and instructed in, the proper use of safety clothing and equipment as appropriate.  Information on safe use of substances is supplied by the manufacturer/supplier in leaflet form and printed on containers.  This information is entitled COSHH data / hazard data and is used to formulate COSHH Assessments.
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Foreman
12. Ensure that all employees are adequately trained and capable of carrying out their duties correctly and safely and that no new or transferred employee is required to undertake any task without appropriate training, instruction and supervision.



13. Instruct all new employees in the Fire / Emergency Evacuation procedures, exits to be used, and the location of the dispersal area.  

14. Ensure that all employees are aware of fire routines and procedures in case of accidents.

15. Accompany and assist a Director on inspections and co-operate with them on safety matters.

16. Know and apply the accident and incident reporting and investigation procedure and take prompt and positive remedial action.

17. Demonstrate a personal interest in the health, safety and welfare of employees, insisting on and maintaining a good standard of housekeeping whilst encouraging a positive response from employees.

18. Encourage employees into orderly working and hygienic habits to organise and maintain a hazard free environment.
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ALL EMPLOYEES
1. Will make themselves familiar with and conform to the Health and Safety Policy of Brass Group Ltd.,

2. Will take reasonable care for the Health and Safety of themselves and of other persons who may be affected by their acts or omissions at work.

3. Will co-operate with management to perform any duty or comply with any requirements imposed on them as a result of any Health and Safety legislation that may be in force.

4. Will not misuse or recklessly interfere with any equipment or materials that are provided in the interest of Health, Safety and Welfare.

5. Will use any personal protective equipment provided under Regulations, and in accordance with any training in the use of such equipment. Refusal to do so will lead to disciplinary action and could lead to prosecution.

6. Must report all accidents, and damage to equipment, to their immediate supervisor whether persons are injured or not and to assist in accident investigation.

7. Employees working on-site, must report any such incidents to the person in control of the site and to the Management of Brass Group Ltd.
8. Will comply with and implement the Safety Policy of the Company.

9. Employees have a duty to report all hazards and risks to Management and should make suggestions with regard to improvement of safety.
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Health and Safety (Consultation with Employees) Regulations 1996
The Management of Brass Group Ltd, will consult all employees in good time on matters relating to their health and safety in their offices, workshops and on-site at work and in particular, with regard to -

a)
the introduction of any measure at the workplace which may substantially affect the health and safety of employees

b)
the arrangements for appointing or nominating competent persons to assist management in undertaking the measures needed to comply with health and safety legislation.

c)
providing the necessary information as required under Health and Safety Legislation

d)
the planning and organisation of any health and safety training required

e)
the health and safety consequences of the introduction of new technology into the workplace.

f)
ensure that any employees elected  representatives will be provided with training, time off and facilities to enable them to carry out their functions.

SECTION D
ARRANGEMENTS
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ACCIDENT REPORTING PROCEDURES
1.
Injury classification and reporting to H M Inspectorate.

2.
Duty to report an injury.

3.
Minor injuries

4.
Incidents/Hazards reporting.

5.
Reporting dangerous occurrences and schedule.

6.
Reporting of accidents - notice - employees responsibilities.


Form for Incident/Hazard report - Sheet D: 1

Company Accident/Dangerous Occurrence Report Form Sheet D: 2
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Accident Reporting Procedures
Injury classification and reporting to the Enforcing Authority
Injury to persons caused by an accident involving the Company, its products, plant, buildings, emissions, access gates or contractors working on the premises, will be dealt with in accordance with the requirement of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995.  Injuries due to an accident are:-

Death or major injury
An employee, or self employed person working on the premises is killed or suffers a major injury (including as a result of physical violence) or, a member of the public is killed or taken to hospital:

Accident connected with work (including an act of physical violence) and an employee or self-employed person working on the premises, suffers an injury causing more than three days absence from work, or rendering them unable to carry out their normal duties for more than three days, excluding the day of the accident but including Saturday and Sunday and any rest day.

Minor injuries requiring treatment by a person trained in first aid.

Injuries in groups a, and b are reportable directly to the Enforcing Authority followed by a written report, time scales apply, by a Manager using the required report form (F2508).

Methods of contacting the HSE with regards to RIDDOR are:

· Internet
www.riddor.gov.uk

· Fax

0845 300 99 24

· E-mail
riddor@natbrit.com

· Tel.

0845 300 99 23

The inspector may require that nothing be disturbed until they have visited the scene of the accident.

Injuries in group c are not reportable to the Enforcing Authority, records being kept by the First Aider initially and passed onto the Management.

Disease 

If a doctor notifies you that your employee suffers from a work related disease then you must send a completed disease report form (F2508A) to the enforcing authority.
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* Major Injury
Major injury is defined:

a)
Fracture other than to fingers, thumbs or toes.

b)
Amputation.

c)
Dislocation of the shoulder, hip knee, or spine.

d)
Loss of sight (temporary or permanent)

e)
Chemical or hot metal burn to the eye or any penetrating injury to the eye.

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

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

h)
Unconsciousness caused by asphyxia or exposure to harmful substances or biological agent.

i)
Acute illness requiring medical treatment, or loss of consciousness arising from 
absorption of any substance by inhalation, ingestion or through the skin.

j)
Acute illness requiring medical treatment where there is a reason to believe that this resulted from exposure to a biological agent or its toxins or infected material.

2.
Duty to report an injury
Any person in an accident involving Brass Group Ltd, must report the injury (or disease) and the circumstances to their immediate supervisor/manager as soon as possible.

Accidents causing major injury or which are likely to cause more than 3 days absence must be investigated by a Director and nothing should be disturbed until he gives permission except for removal of the injured and making sure further injury will not occur.
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3.
Minor Injuries
In cases of injury, the person suffering the injury will report to the First Aider who will record the accident and by entering brief details in the Accident Book.

More serious accidents should be brought immediately to the attention of a Manager who will investigate the Accident and record details on Company Accident Form (Sheet D 2).

It is every employees duty to take reasonable care of himself and others.  Prompt medical attention to minor injuries is essential.

4.
Incident/Hazard reporting
Management will take steps to ensure that all incidents that could have resulted in injury are reported on the Incident/Hazards report form (see Sheet D 1).  Incidents will be reported to Management for changes to be introduced to ensure there is no repetition in the future.

5.
Dangerous Occurrences
Dangerous occurrences which fall within the Schedule Part 1 of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995, even when no injury is caused, must be notified by the quickest means to the Enforcing Authority followed by form F2508 within ten days.

The Inspector may require that the scene of Dangerous Occurrences be left undisturbed until he has made his investigation.

Anyone witnessing an occurrence, which falls within one of the categories given overleaf, has a duty to report that occurrence to Management who will report the occurrence to the Enforcing Authority.
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Reportable Dangerous Occurrences are:-
1.
The collapse or the overturning of, or the failure of any load bearing parts of lifts and lifting equipment.

2.
Explosion, collapse or bursting of any closed vessel or any associated pipe work.

3.
Failure of any freight container in any of its load-bearing parts.

4.
Plant or equipment coming into contact with any overhead power lines.

5.
Electrical short circuit or overload causing fire or explosion.

6.
Any unintentional explosion, misfire, failure of demolition to cause the intended collapse, projection of material beyond a site boundary, injury caused by an explosion.

7.
Accidental release of a biological agent.

8.
Failure of industrial radiography equipment to de-energise.

9.
Malfunction of breathing apparatus.

10.
Failure of diving equipment

11.
Collapse or partial collapse of scaffold.

12.
Unintentional collision of a train with any vehicle.

13.
Dangerous occurrence at a well (other than water well)

14.
Dangerous occurrence at a pipeline

15.
Failure of fairground equipment

16.
Incidents involving road tankers

17.
Dangerous substance conveyed by road involved in fire or released

18.
Collapse of any building / structure under construction alteration or demolition or a wall or floor in any place of work or false work.

19.
Explosion or fire causing suspension of normal work for over 24 hours.

20.
Sudden uncontrolled release of, 100kg or more, flammable liquid inside a building, or 500kg outside.
21.
 Accidental release of any substance which may damage health.
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6.   Reportable Diseases include:
a) 
Certain Poisonings

b) 
Some skin diseases such as occupational dermatitis, skin cancer, chrome ulcer, oil folliculitis / acne.

c) 
Lung disease including occupational asthma, farmer’s lung, pneumoconiosis, asbestosis, mesothelioma.

d)
Infections; such as leptospirosis, hepatitis, tuberculosis, anthrax, legionellosis and tetanus.

e) 
Other conditions such as occupational cancer, certain musculoskeletal disorders, decompression illness and hand-arm vibration syndrome.

If unsure of the disease category, Management will call the Health & Safety Executive for advice / guidance.
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ACCIDENT REPORTING POLICY
POLICY & NOTICE BOARD DISPLAY
7.   Reporting of accidents - employees’ responsibilities
The Health & Safety at Work etc Act 1974 clearly states, “All accidents must be reported, no matter how minor, even if resulting in a non injury”. 

The attention of all employees is drawn to the requirement of regulations concerning the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995.

Company Management will notify the Enforcing Authority of any incident arising out of or in connection with work, which causes fatality or major injury. This notification will be followed by a written report on Form F2508 within the required time scale (report completed by a Director, the appointed health & safety competent person or a nominated deputy).

Accidents causing injuries by which a person is incapacitated for work for more than three days, or rendering them unable to carry out their normal duties for more than three days, including Saturday and Sunday but excluding the day of the accident are reported to the Enforcing Authority by Management.

Employees have a duty under the Social Security (Claims and Payment) regulations 1979 to report accidents which result in personal injury and for which benefits may be payable.

Accidents must be reported orally or in writing by the employee suffering injury or, if incapacitated, by a person acting on their behalf to management.

Employees injured whilst visiting other premises on business must notify the occupier of the premises and Management of Brass Group Ltd.

Employees are reminded that no disturbances of any items related to an accident causing a fatality or major injury is allowed (except to release an injured person) until the Inspector has given permission and photographs have been obtained.

Signed:




Date:
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8.    Accident Reporting Procedure
Following on from the First Aid reporting procedure, all accidents and dangerous occurrences, whether or not injury is sustained, must be reported to your immediate supervisor/manager who will ensure that the necessary procedure will become operational.

They will determine what action is necessary, depending on severity of the incident i.e.:

1)
In the case of all accidents, the company accident report book will be completed.

2)
In the case of a death*, a specified major injury or condition, or dangerous occurrences: -

The enforcing authority (usually Health & Safety Executive) must be notified immediately e.g. by telephone (the Managing Director, Works Manager or nominated deputy will do this).

* In the event of a death the Police must also be notified. 

This must be followed up by a written report to the H.S.E. on report form F2508, within the required time scale.

In the case of an over three day injury to a person at work or an injury resulting in the employee being unable to carry out their normal duties for more than 3 days, a written report must be sent to the H.S.E. on report form F2508 within the required time scale (the Managing Director, Works Manager or nominated deputy will do this).

In the case of a fatality notify HSE immediately, in the case of a major injury or dangerous occurrences notify the HSE as soon as possible, and report on F2508 within ten days.




www.riddor.gov.uk











Fax: 0845 300 99 24











E-mail: riddor@natbrit.com











Tel. 0845 300 99 23

On completion of all relevant accident report forms, a thorough investigation will be carried out by Management, leading to and resulting in the necessary remedial action being taken.
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9.
Accident Investigation Report
In the event of a serious accident resulting in more than three days off work or an injury resulting in the employee being unable to carry out their normal duties for more than 3 days, a full accident investigation report should be completed.

This should include:

a)
Location; employee involved; employee status; equipment involved.

b)
Date and details of the accident, including full description of the accident, and events leading up to the occurrence, as well as details of action taken after the accident.  Details of any protective equipment worn, used etc.

c)
Any Further Information

i.e.  employment and training history of injured person

Any previous accident history

History, safety record, and safety devices fitted on any equipment involved

Supervisor’s and witness statements

d)
Action taken to prevent any re-occurrence

e)
Audit to confirm agreed action was carried out.  Re-audit monthly, or at shorter intervals if required, to ensure any new safe working practices are fully implemented.

Form D. 1

Brass Group Ltd

INCIDENT/HAZARD
REPORT FORM
HEALTH AND SAFETY AT WORK
INCIDENT / HAZARD REPORT

This form is to be used to report:

a)
A specific accidental occurrence, which could have caused injury to a person or damaged equipment.

b)
To report a hazard of an on going type which is detrimental to health or likely to cause an injury or damage
	Person making report:
	Date:

	Person(s) at risk:

	

	

	Witness:

	

	

	Supervisor(s) notified:
	YES / NO
	If YES, whom;

	Description of incident/hazard:

	

	

	Action taken or recommended:

	

	

	Received by (Name):-
	Signature:
	Date:


Form D. 2

Brass Group Ltd

ACCIDENT / DANGEROUS OCCURRENCE REPORT
	Ref. No
	Date of report:
	Date of accident / dangerous occurrence:

	Name of injured person:
	Time of incident:

	Age:
	Occupation:

	Address:
	Clock No:

	
	Department:

	Name of Witness: 
	Address:

	Reported to:
	

	Place where accident / dangerous occurrence happened:

	Name of injury (Left/Right)

	Fracture

	(YES / NO)
	Detained in hospital for 24 hours
	(YES / NO)

	Time stopped work
	More than three days absence
	(YES / NO)

	What was the injured person doing:



	

	

	Cause of accident:

	


In case of major injury or dangerous occurrences at Brass Group Ltd premises, notify HSE as soon as possible and report on F2508 within ten days. Contact HSE on RIDDOR www.riddor.gov.uk, fax: 0845 300 99 24, e-mail: riddor@natbrit.com tel. 0845 300 99 23

Signature:




Date:

Please use the reverse of this form for any sketches, dimensions, etc. which may be useful subsequently.  Alternatively affix photograph of scene of accident.
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EMERGENCY PLANS INDEX

E2

Emergency Procedure Plan


E3

Emergency Telephone Numbers/Addresses


E4

List of Employees

E5

First Aid Treatment, Facilities and Equipment (General)

E5

Assistance Procedures


E5

Counselling Procedures

E5

Selected Responsible Staff

E6

Fire Procedure and arrangements

E7

First Aid arrangements. (Detailed)
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EMERGENCY PROCEDURES PLAN

INTRODUCTION

THIS IS AN EMERGENCY PROCEDURE PLAN FOR BRASS GROUP LTD AND IT SHOULD BE MADE READILY AVAILABLE FOR PRESENTATION TO THE EMERGENCY SERVICES UPON REQUEST.

The aim of this plan is to make provisions for the protection of life and to minimize any damage to building and property.

The aim is to control major problems rather than the finer details.

The plan contains a list of key personnel, with site and home telephone numbers and addresses.  Telephone numbers are also included for the local HSE (Health and Safety Executive) and Environmental Health Department, Gas and Electricity Boards, the appropriate Managers etc. that need to be informed of such an incident.

Also included is information on the provision and availability of first aid treatment, facilities and equipment; procedures to ensure emergency services can quickly identify and proceed to incident areas; enforcing authorities and selected responsible staff to notify relatives, or in the case of fatalities, the next of kin.

PLEASE KEEP THIS E.P.P. WHERE IT CAN BE

IMMEDIATELY FOUND
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EMERGENCY TELEPHONE NUMBERS / ADDRESSES

	THE HEALTH 

AND 

SAFETY EXECUTIVE

(H.S.E.)
	ADDRESS:


	TEL. NO:



	ENVIRONMENTAL HEALTH
	ADDRESS:
	TEL. NO:



	GAS
	ADDRESS:
	TEL. NO:



	ELECTRICITY
	ADDRESS:
	TEL. NO:



	WATER
	ADDRESS:
	TEL. NO:
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LIST OF EMPLOYEES

	NAME
	JOB TITLE
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FIRST AID TREATMENT, FACILITIES AND EQUIPMENT
There is a fully equipped First Aid Box, which provides facilities complying with those specified in the Health and Safety (First Aid) Regulations 1981.

ASSISTANCE PROCEDURES
Once the alarm has been raised and the relevant emergency services called for, a representative of the Company should await their arrival at the front of the building or premises and direct accordingly.

COUNSELLING PROCEDURES
In the event of a serious accident, the designated First Aider should deal with injured or shocked people whilst the emergency services are summoned. Next of kin details and addresses are kept in the Company’s files and the most senior person on site should inform the injured persons’ relatives.

If a death has occurred, the Police normally relay the sad news to the victim’s family.

SELECTED RESPONSIBLE STAFF
It will fall upon the most senior member of staff available to notify relatives, or in the case of fatalities, next of kin.

Similarly, the informing of the enforcing authorities will also fall under their jurisdiction.
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POLICY AND NOTICE BOARD DISPLAY

FIRE PROCEDURES AND ARRANGEMENTS FOR
EVACUATION OF THE PREMISES
The Management of Brass Group Ltd are responsible for ensuring compliance with the Regulatory Reform (Fire Safety) order 2005, other related legislation and any recommendations issued by the Authorities.

All fire extinguishers are examined annually by the supplier and maintained in good efficient order.

It is the duty of all employees to know where the fire extinguishers are and not obscure their visibility.

EMERGENCY EVACUATION
Fire discovered in offices / workshops
To raise alarm
On discovering a fire, shout FIRE to and tell others in the company to contact the Fire brigade. Fight the fire only if you feel confident to do so.

Remember - life before fire.
On hearing the alarm, all employees will move immediately to the assembly area. Keep well clear 

Check areas are empty of personnel, check that visitors are escorted.  Any disabled employee or visitor should be given every assistance to leave the building.

The fire marshal, appointed Health & Safety Competent Person or their nominated deputy will conduct a role call at the assembly point for office personnel, workshop operatives, contractors and visitors.

Management are responsible for informing the emergency services of missing personnel upon their arrival.

Employees are reminded that the removal, damage or mischievous discharge of any fire fighting equipment is an infringement of Section 8 of the Health and Safety at Work etc. Act 1974 and anyone caught doing such an act could find themselves facing prosecution.

Great care should be taken in the storage of empty cardboard boxes and the disposal of combustible packing materials.  Remember “FIRES COST LIVES & JOBS”
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POLICY AND NOTICEBOARD DISPLAY

FIRST AID ARRANGEMENTS
The Company undertakes to ensure that adequate arrangements are in place so as to manage first aid emergencies effectively. Where required a number of First Aiders will be properly trained and certification maintained.

As applicable all First Aiders must undertake re-fresher training and re-examination within 3 years of their appointment. Failure to do so will result in loss of appointment and the need for complete re-training.

The Company asks all personnel to ensure that First Aid provision is not abused and is properly maintained. It may save a life.

The appointed First Aider, in the appropriate area, will administer First Aid.

First Aider duties
The appointed qualified First Aiders for administration of the First Aid procedure have been trained in the procedural requirements. This means that in the event of anyone being injured or becoming unwell, the trained First Aid person must take charge of the situation, treat as necessary and summon assistance (if required). 

First Aid Appointed person duties

First aid Appointed persons have also been established. In the absence of the qualified First Aider the Appointed Person will be responsible for taking charge of the situation and for summoning the appropriate assistance required. The First Aid appointed person will not administer first aid.

The First Aid personnel are;

LOCATION: 

FIRST AIDERS











APPOINTED PERSONS
SECTION F

RISK ASSESSMENT / COMPANY POLICY GENERAL
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Company Policy – Risk Assessment

The Company accepts the statutory requirements to arrange for risk assessments of work activities to be carried out and will take all reasonable practicable measures to minimise and control all identified significant risks.

The risk assessment will be suitable and sufficient for the nature of the work and the company's activities.

Members of the workforce will, where necessary, be given training to improve their appreciation of the details of the assessment procedure, and the information needed to assist in understanding the work environment.

Sufficient resources will be provided to deal with risk control and systems of work, and work standards will be produced and implemented.  All levels of management and staff will be involved in the effective introduction of new work procedures. All employees will be provided with information about the risk assessment and control measures in their areas, and will be asked for feedback as to their suitability and effectiveness.

The company will keep all necessary records of risk assessments and actions to be taken to deal with recognised significant health and safety risks to employees and non-employees at the workplace.

Risk assessments will be reviewed annually or when health and safety reviews indicate the need, re-assessments will be arranged to determine the need for additional or alternative actions. 
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RISK ASSESSMENTS - How the Company deals with them.
The Management of Health and Safety at Work Regulations and Approved Codes of Practice require a suitable and sufficient assessment, of the risks to the Health and Safety of employees at work and all others with whom the company has an interaction, to be made.

All operations to be carried out with knowledge of the risks involved and proper means implemented to minimise these risks.

Detailed Risk Assessments are undertaken in addition to the statements below, the Managing Director or appointed Health & Safety Competent Person will keep these.

Detailed machine / equipment operating instructions are in operation. The Site Supervisor keeps these.

1.
Manual Handling

2.
Portable Appliances

3.
Electrical Apparatus

4.
Storage

5.
Production Machinery - General

6.  
Forklift Trucks

7.
Flammable Liquids

8.
Danger to Eyes

9.
Hand Tools

10.
Personal Protective Equipment

11.
Waste

12.
Substances Hazardous to Health (COSHH Regulations)

13.
Workplace

14.
Smoking / No Smoking

15.
Housekeeping / Hygiene

Section F
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16. 
Fire Fighting Equipment

17. 
Running

18. 
Walkways / Passageways

19. 
Visitors and Contractors

20. 
Safety Signs

21. 
Environmental Protection Arrangements

22. 
Alcohol and Drugs

23. 
Illness and Unfitness For Work

24. 
Aids

25. 
Working Alone

26. 
Appointed Persons

27. 
Employee Consultation Re: Health & Safety

28. 
Safety Training Arrangements

29. 
Vehicles - General

30. 
Noise

31. 
Office Safety

32. 
Visual Display Units

33. 
Sources of Information
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Hazards and Risks  

1.
Manual Handling and Lifting
Manual Handling & lifting is necessary in many activities undertaken within the office, workshop and site locations, & therefore is a normal part of the everyday work within the Company. It is important for all employees concerned to ensure that they do not attempt to lift objects, which are too heavy or awkwardly unwieldy.

When lifting or turning an object over by hand, all concerned are urged to use the knees for leverage and not the back.  Always try to keep the back as straight as possible and the chin tucked in.

Assessments of any Manual Handling Operations involving risk will be undertaken in accordance with the Manual Handling Operation Regulations.  

2.
Portable Appliances
All portable electrical appliances are now subject to an annual inspection by a competent person.  This is a requirement of the Electricity at Work Regulations 1989.  Electrical leads to power tools are a hazard and care must be taken to ensure that these do not become entangled and that they are not so positioned as to trip people walking nearby.  Management will whenever possible limit trailing leads and portable equipment to 110 V. A.C.  50 Hz supply with a maximum 55v to ground.  All contractors working on the premises will be required to conform to this standard, at least.

Users of portable electrical equipment should visually inspect all equipment prior to use to ensure safety.  In particular check for damage to the appliance, its label or plug that may expose electrical conductors. They must report any damage immediately and if it appears unsafe do not use it until the faults have been rectified.

3.
Electrical Apparatus
Electricity can kill or burn!

Supply points, fuse boxes, cables, switches, together with all items of electrical equipment must not at any time be interfered with by any employee who is not qualified and authorised to do so.  Any damage or excess wear and tear should be reported immediately.  Requests for repair to all items of electrical equipment and apparatus must be made to the appropriate Manager. Serious injury may be the immediate result of unauthorised interference with any type of form of electrical apparatus.  Accidents arising from such unauthorised interference may involve other persons who have been behaving in a correct manner and observing the rules.
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3.
Electrical Apparatus (Cont.)
Regulation 16 of the Electricity at Work Regulations 1989 requires that;

"No person shall be engaged in any work activity where technical knowledge or experience is necessary to prevent danger or, where appropriate injury,........".

Among the various knowledge such a person would possess would be the requirements of the other Regulations of the Electricity at Work Regulations 1989.

No unauthorised electrical equipment must be brought onto the premises for any purpose without the express approval of Management.

Always switch off electrical sockets before connecting / disconnecting any electrical appliance.

Any damage and requests for repair to electrical equipment will be immediately reported to Management.

Any contractors working on the Companies premises must comply with the above regulations. Any electrical equipment brought on site by contractors must comply with the Electricity at Work Regulations 1989.

Any employees bringing electrical equipment within the premises, particularly if requiring mains power supply, must first have the equipment approved by Management.

This applies equally to mains radios or kettles, etc.

If at any time the Management finds this electrical equipment or its installation unsatisfactory it must be removed from premises or made safe immediately.

4.
Storage
Storage facilities shall be strong in construction and suitable for the intended task. Staff will be appropriately trained to ensure that the facilities are correctly used & maintained. Management, assisted by the staff, shall regularly monitor their state of repair and correct usage.

5.
Production Machinery – General

Machinery plays a very important part of production processes within Brass Group Ltd. Taking care of the machinery and treating it with respect and in accordance with training will not only help produce quality work but will help to produce it safely. Providing these processes are carried out by an experienced, trained, authorised operative the risk of injury from these process and equipment is considered as being medium.
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5.
Production Machinery – General (Cont.)
Safe system of work:

· Use only if trained to use and in accordance with training (avoid rushing)

· Check that the guards are in position and in good working order, ensure you know how to use them, never reposition, alter or modify a guard or safety device unless authorised to do so by a qualified person

· Ensure you now how to stop a machine before you start it

· Make sure the control panel can be reached and operated easily.(remove any obstructions)

· Report any defects to your supervisor, who will act upon it (mechanical faults or undue noise etc.)

· All guards that are fitted with electrical interlocks must be checked on a daily basis.

· Remember, documented safe systems of work / risk assessments are available for all machinery to re-enforce this procedure (Refer to Site Supervisor)

· Always wear the supplied personal protective equipment as instructed and trained

Management undertakes:
· To provide guards where practicable to prevent accidental contact with moving items.


(contact / traps / entanglement.)

· To fit fixed guards to dangerous parts of equipment where appropriate.

· To maintain fixed guards in an efficient state.

· To supervise the fitting of the guards provided and the proper use of them by employees operating machines or working near by such machines / equipment.

· To provide closed tool types to reduce trapping areas

All new employees working on machinery will be instructed / trained in safe practices / methods by a fully trained competent employee.

Note: All tools and equipment will be subject to a routine inspection for visual damage or maintenance requirements by the competent user on a use basis.

Maintenance / Repair of machines / equipment

Before attempting to change broken or worn machine / equipment components, always switch the mains power supply off to the machine / equipment, thereby isolating it from the power source. 

· Before attempting maintenance, always switch the power supply off to the machine, thereby isolating it from the power source.
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6. 
Fork Lift Trucks
A Lift truck is used to handle goods, these vehicles present special hazards and all personnel must keep clear of the unit when it is in use.

The operators have special responsibility when using these machines and are given special training in the safe control of them. 

Only Authorised personnel are allowed to operate or re-fuel this equipment, anyone else caught using trucks will be disciplined.

Ignition keys shall not be left in the trucks whilst parked. This encourages untrained operators to attempt to use them, with possible fatal consequences.

It is the policy of the company to comply with the current legislation i.e.: 

Health & Safety At Work Act 1974 etc., and the 

Approved Code of Practice Training of Fork Truck Operators 1989.

7.
 Flammable Liquids
Where Flammable, low flash - point liquids are used, such liquids must be handled correctly.

Management must ensure that persons using flammable substances do not smoke and that there are no other sources of ignition nearby.

If you are a user of any flammable liquid replace covers on dispensing containers after use, learn the procedure in case of spillage, do not allow people to smoke in your vicinity, maintain good ventilation to disperse vapours, keep only the minimum / essential quantity of liquid at you workplace.  

Never use flammable liquids in enclosed vessels or rooms without a copious fresh air supply.  Check with supervision if in doubt about precautions to taken.  At the end of every days work return unused flammable liquids to the approved Flammable Liquid storage facility.

8.
Danger to Eyes
Eye protection conforming to BS2092 / BS EN 166 is provided where appropriate.  Employees have a duty to use it, look after it and report any damage or loss.

Eye protection must be worn when there is a reasonably foreseeable risk of injury to eyes.
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9. 
Hand Tools
Management undertakes to stock British Standards Institution, Kite marked, or appropriate superior quality hand tools as a means of securing a product manufactured and tested to a high standard.

Users of hand tools are responsible for their safe condition and should inspect all tools to ensure safety prior to use.  All tools should be used and stored with care to prevent damage.  Do not use chisels, punches, etc., with mushroom heads, files without handles, and hammers with loose heads and do not carry open knives in pockets. Use the correct tool for the job - makeshifts make accidents.
10.
Personal Protective Equipment
The Company has a legal duty to provide suitable personal protective equipment at its expense.

The Company recognises its moral / legal duties to protect the work force from any hazard and thus encourages the full use of protective equipment at all time (as necessary).

Safety procedures exist to ensure that all personal protection required by regulations is available, with the advent of future legislation / work practices, the Company will endeavour to make available any protection necessary to protect its employees.

Employees have a duty to use it, look after it, report any defects or seek a replacement if necessary.

Where deemed necessary an issue record is maintained for all P.P.E issued - see attached sheet.

Safety boots must be worn at all times for site work. No soft footwear is allowed at any time for site work.

It is dangerous to wear loose clothing, slack belts, jewellery or long hair that is not tied back safely or anything that may catch or snag in machinery or equipment.
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P.P.E. Regulations
BRASS GROUP LTD

Personal Protective Equipment (PPE) Issue Record
	Name of person issued with PPE:


	
	Issue date:

	Name of person responsible for issue:


	
	

	Type/description of PPE:

	Site/location where PPE must be used:

	Information, training and instruction relative to PPE:



	Correct usage:


	
	

	Location/processes where PPE must be used:
	
	

	Cleaning, storage, maintenance and testing procedures:



	Replacement (including element replacement i.e. filter, etc.):



	Any other information/training/instruction (give details):




Regulation 10 (2)
Every employee shall use any personal protective equipment provided at the appropriate time or in designated areas.

Regulation 10 (4) 
Shall take all reasonable steps to return it to accommodations provided after use.

Regulation 11
Every employee who has been provided with (PPE) shall forthwith report any loss or defect.

I certify that I have been issued with the above mentioned PPE, and have received and understood the necessary information, training and instruction.

Signed:  








Date:
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11.
Waste
The company will ensure all waste generated in the establishment is managed safely according to statutory requirements. The health, safety and welfare of its employees, and others that could be adversely affected by waste products associated with work activities will be part of the company's duty of care commitment.

All waste materials will be suitably transported, handled, stored, labelled, and disposed regularly. The arrangements will be reviewed on a periodic basis; staff are encouraged to discuss any problems regarding health and safety that may arise on any aspect of the waste management process. Waste minimisation, conservation of resources, and recycling systems will be introduced, wherever reasonably practicable.

12.
Substances Hazardous to Health – C.O.S.H.H
The company recognises its obligations, under the Health and Safety at Work etc Act 1974 and the Control of Substances Hazardous to Health Regulations, to protect employees and others in the workplace against health and safety risks from hazardous substances.

All reasonable actions will be carried out to ensure employee exposure to substances hazardous to health is eliminated.

Control methods will be primarily through engineering means, such as segregation, ventilation etc, but where necessary, personal protective equipment will be provided which is suitable for the task and the employee.

All staff will be given information, instruction and training on the hazards of substances in use, the risks identified and the control procedures to reduce risks.

No new substances will be introduced into work procedures or activities without approval of the management of the area, and after consultation with health and safety personnel.

The risk assessments, action to be taken, maintenance arrangements and training given to staff, will be recorded.

· Do not put / decant any substances in use at Brass Group Ltd into other bottles or containers.

· Avoid contamination of skin, eyes, hair and clothing.

· Wear protective clothing: Gloves, overalls and goggles when handling these substances.
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13.
Workplace
The company will ensure that the requirements of the Workplace (Health, Safety and Welfare) Regulations will be applied to all workplaces on the premises. It is the intention of the company to ensure that facilities are suitable for people with disabilities and all new buildings at the design stage will be planned to be accessible to visitors and personnel with limited mobility.

Safe systems of work will be implemented for any work found to introduce a risk to health and safety following a workplace risk assessment.

Suitable information, instruction and training will be given to staff in workplaces requiring specific health and safety arrangements. Where appropriate, subject policy statements will be prepared to set out the company requirements.

The company will ensure that all work arrangements are appropriately organised, supervised and monitored. Safe access and egress will be planned for each workplace to ensure the health and safety of staff and visitors during normal work, repair, refurbishment or maintenance operations and in an emergency situation.

Staff will be required to assist the company health and safety effort by complying with all arrangements set up in each workplace and reporting any potential health and safety problem noted in the workplace.

Staff will take a responsible attitude at all times so that through no action of their own will they bring about an unsafe situation for themselves or others.

The company will ensure all visitors and contractors are aware of any potential hazards in the workplace and make suitable arrangements for visitors to be accompanied in areas where there are security or safety concerns.

No stranger is to be allowed admission into the works, but directed outside to the Reception. 

To enable the workplace to be kept in a safe condition, so far as is reasonably practicable, appropriate housekeeping and cleaning arrangements will be implemented.

The following subjects will be covered in regular workplace inspections - ventilation, temperature, lighting, cleanliness, suitability of workplace locations, and safety of floors, windows, doors and traffic routes. Maintenance of the workplace and work equipment will be reviewed and facilities for sanitation, washing, meals and changing of clothes will be included.

· Please walk when moving about the workplace. Do not run and never take short cuts.

· Obey all warning notices and safety signs.

· Never hitch a ride on a vehicle / equipment not made to carry passengers. (e.g. forks of a fork lift truck etc).  

· Horseplay is strictly prohibited!
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14.
Smoking / No Smoking
Brass Group Ltd operates a no smoking policy throughout their organisation, inline with the Health Act 2007. Smoking is only permitted in designated areas.
15.
Housekeeping and Hygiene
All employees are requested to do all that they can to keep the area in which they work, clean, tidy and safe.  Untidiness and poor housekeeping leads to accidents and injuries.

Good housekeeping also denotes efficiency and in the long term makes working life easy and more satisfying. Employees are encouraged to make suggestions that will assist management in maintaining a clean, tidy and safe place in which to work.

· Ensure that spillage’s creating slip hazards are dealt either before commencing work on or around plant & equipment.

· Ensure tripping hazards in work areas and gangways are removed.

· Ensure lorry timbers are stored neatly in specified areas.

Hand cleaner and drying agents are provided. Please avoid waste. It is suggested that you use them before and after using the toilet. Always dry your hands carefully and do not wipe them on old rags or clothes but with the drying agents provided.

16.
 Fire Fighting Equipment.
Fire extinguishers are provided throughout the Company's premises. It is imperative that these are not obscured or access to them impeded in any way.

It is in everyone's interest to have an understanding of the need for using the right type of extinguishers, as this alone presents a significant level of risk.

CO2 
Coloured Red / Black - for electrical fires in open space or                                               confined in a vessel.

BCF / Halon
Coloured Red / Green - for computers word processors and                                       other electrical items.

Water

Coloured Red - for small fires of rubbish, wood, paper, textiles etc. 


DO NOT USE ON ELECTRICITY
Foam

Coloured Red / Cream - for flammable liquids.

Dry Powder
Coloured Red / Blue - for most fires in open space.
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17.
Running
Running is the cause of many accidents that often involve other persons going about their business in a responsible manner.  At no time are employees authorised to run.  Offenders may be disciplined.

18.
Walkways / Passages - Access and Egress
Walkways and passages in the Company must, as far as is possible, be kept clear.  Due to the nature of products & the handling within the work areas, there are times when the passageway may be partially blocked.  Employees must ensure that, so far as is reasonably practicable, the aisles / gangways are kept clear, to ensure that safe access is made available past any obstruction.  All employees are urged to minimise the obstruction of walkways during operation, which take up space by overhanging material.

The Company has a legal obligation to provide safe access and egress at all times.

19.
Visitors and Contractors Arrangements
All visitors must report to Reception and sign the Visitors book, completing all of the information as requested. Visitors will be requested to remain in reception until collected by a company representative who will then ensure the business undertaken on company premises is carried out in a safe manner.  On leaving the premises, the company representative will escort visitors to reception to complete the Visitors book (Time out column) for exit.

All contractors must report to Reception and complete the Visitors book as above.  They will be informed of the health and safety standards that they will expected to maintain at all times to ensure the safety of Company's employees and member of the public working or moving about in the vicinity, as well as the contractors own employees.

Contractors will also be expected to inform the Management of any hazardous substances, flammable materials / liquids, electrical power tools / cables, scaffolding, vehicles, etc.; which may be necessary to bring onto the company site to carry out the work.  This will enable Management to monitor that current statutory requirement and safe systems of work are operational.
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20.
Safety Signs
These must conform to The Safety Signs & Signals Regulations 1996 (Implementing EC Signs Directive 92/58/EEC). The signs fall generally into four categories.

· Prohibition
Red/White - stating what you must not do e.g.. No Smoking.

· Mandatory
Blue/White - stating what you must do e.g.. Wear Ear Protection.

· Warning

Yellow/Black - Warning of a hazard e.g.. Caution Mind Your Head.

· Safe Condition 
Green/White - Showing the safe way i.e.. Emergency Exit, First Aid.

All Signs will display a pictogram to convey the message instead of relying solely on text.

All employees must take note of these signs and act according to their instruction.
21.
Environmental Protection Arrangements
In general the Company pursues an informal policy of positive action, to improve the environment & assist us in achieving sustainable development.  This includes:

· Evaluating environmental impact when considering new equipment or processes.

· Educating employees on the dangers to the environment that bad practices pose.

· Managing and conserving energy and resources.

· Recycling of raw materials where possible.

· Eliminating the use of environmentally unfriendly chemicals i.e. CFC, Leaded Petrol, etc.
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22.
Alcohol and Drugs
Risk Assessment
All alcohol and depressive drugs impair the individual’s reaction speed. The workshops, by nature, are intrinsically not a safe place to be. The risks associated with working whilst intoxicated cannot be overstated.

Risk Minimisation

The Company strongly deprecates the drinking of alcohol in the lunch period. No alcohol at all must be consumed at the place of work.  Anyone found to be intoxicated or under the influence of drugs will be dismissed immediately. 

Do not work if under medication that causes slowed reaction or drowsiness.

23.
Illness and unfitness for Work
Risk Assessment
Illness can affect the mental speed of responses and the physical ability of a person to carry out the work. There is a risk of infecting others with disease. There are also long term medical conditions that may occur for example fits or blackouts.

Risk Minimisation
Personnel should only work when they are able to do so safely. Never work if medically advised not to do so.  If a health problem occurs, then the Company will act sympathetically and in a way that will not cause increased risk. If there is any known danger of fits or blackout then seek medical advice and let the Company know in order that appropriate measures can be taken.

If in doubt, then ask.
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24.
Aids 

Risk Assessment
AIDS stands for Acquired Immune deficiency Syndrome.  It is a disease which once developed is incurable.  Normal social and work contact with an infected person is safe.  The only time that AIDS may pose a threat is when there is direct contact with body fluids of an infected individual.  In practice at work this will mean that the only risk will occur when giving first aid following an accident where there has been loss of blood or other body fluids.

Risk Minimisation
In treating the accident normal hygiene rules i.e.. covering cuts or abrasions that you may have with waterproof dressing, washing your hands before and after treatment should be sufficient.  When mopping up spillage's, plastic gloves and an apron should be worn and the area cleaned with bleach diluted with water.  If these cannot be readily acquired, the spillage should be left suitably marked until safe procedures can be adopted.  Any paper towels etc., used to mop up the spillage must be burnt.  The priority must be to treat the accident.  Mouth to mouth resuscitation should not be withheld in an emergency.  No case of infections has ever been reported due to giving mouth to mouth resuscitation.

If you have AIDS or suspect that you have AIDS, you may continue to work without informing anyone whilst you feel that you are able to carry out your duties competently.  If you feel you are unable to do so, you should cease work.

25.
Working Alone
Working alone is a risk that should be recognised. It is not of itself illegal, however, Management will ensure that reasonable measures are implemented to ensure the Health, Safety and Welfare of all such employees of the Company.

26. 
Appointed Persons
A statutory requirement for the training and authorisation of persons to operate certain equipment or carry out specific processes applies to equipment within the Company.  Unauthorised persons are not to carry out the following work and / or use the equipment.

· Drive a company vehicle.

· Act as First Aider or appointed person in the absence of the First Aider.

· Operate any machinery / equipment for which you have not been trained.

· Mount or dress abrasive wheels
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27.
Consultation with Employees
The Health & Safety (Consultation with Employees) Regulations 1996 impose certain requirements on employers. To comply with this, Management will:

· Consult all employees on matters relating to health and safety at work  (either directly or via representatives elected by the employees they represent).

· Provide necessary information for employees to participate fully and effectively in consultation on health and safety at work matters.

· Ensure that employee's elected representatives are provided with training, time off and facilities to enable them to carry out their functions. 

28.
Safety Training Arrangements
It is Company policy to ensure all employees are adequately trained to work safely at all times.

All new employees undergo safety induction training relative up to the tasks for which they are employed.

Safety aspects are built into all Company job training programmes.

Brass Group Ltd keeps up to date with legislation through various advisory bodies - i.e., HSE, Business Links, Performance Through People, Health & Safety Adviser etc., and then institutes the necessary safety training.

New employees are required to complete an induction training programme during the first day of their employment. 

29.
Vehicles – General
Great care needs to be taken when vehicles reverse or drive up to the despatch area. Drivers must always have assistance where required when reversing.

To reduce the risk from exhaust emissions, engines must be switched off at every earliest opportunity. Engines must never be allowed to run whilst the vehicle is just being loaded or unloaded etc.
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30.
Noise
Noise is an insidious problem, its effects creep up on you.

Employees are encouraged to wear personal hearing protection to safeguard their hearing from noise at work, in any area so designated.

It is important that all means for reducing noise are pursued vigorously. The Noise at Work Regulations demand this, we are also obliged on moral and other legal grounds to do so.

The management is responsible for ensuring compliance with the Noise at Work Regulations.

These duties will include:


a)
Institute noise reduction programme with aims to reduce noise at source (other 
than ear protectors) whenever reasonably practicable.


b)
Ensure ear protection is always available to employees and visitors as 

necessary.


c)
Ensure equipment provided is used and maintained.


d)
Ensure that employees liable to noise exposure are informed, instructed and 
trained about risks to hearing ad how to minimise risk.


e)
Liaise with suppliers of new plant/equipment to ensure compliance with 

legislation.


f)
Regular review of noise reduction programme.

31.
Office safety

Safe system of work

· Always keep working areas clean and tidy
· When using electrical equipment check the condition of the plug and cable and report defects to the supervisor
· Ensure cables are routed safely and are not a trip hazard
· Do not overload shelves and cupboards
· Only have one filing cabinet drawer open at a time
· Keep all exits clear and do not store flammable / combustible materials by exits
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32.
Visual Display Units (VDU’s)

Do not operate a VDU unless authorised to do so.

In working with a VDU it is important to get the environment correct and to ensure the VDU is properly adjusted. Any task, which involves remaining in one position for a long period of time, can cause problems.

Safe system of work

· Where working with a VDU for a long period of time, ensure you have a chair with adjustable height and support
· Ensure “good posture” sit up straight, with your feet on the floor or on a foot rest and your legs uncrossed.
· Alter posture as often as appropriate (move legs, arms, neck shoulders etc)
· Adjust the keyboard position / tilt and screen to suit your needs
· Make sure characters are in focus and do not flicker
· Minimise reflections and glare on screen (use blinds, shutters and curtains etc)
· Adjust screen brightness to suit the room lighting
· Keep the screen clean
· Report aches, pains and vision difficulties etc associated with the use of VDU’s to your supervisor
33.
Sources of Information / Advice Arrangements.
Brass Group Ltd obtains health & safety information and advice from the following sources:

· Health & Safety Officers, Local Authority; Fire & Environmental.

· Health & Safety Executive.

· Performance Through People – PTP Training Ltd.
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ASSESSMENT
RECORDS
DISPLAY SCREEN EQUIPMENT
ASSESSMENT
RECORDS 

MANUAL HANDLING
ASSESSMENT
RECORDS
GENERAL
RISK ASSESSMENT
RECORDS
MISCELLANEOUS 
RECORDS
FIRE PREVENTION
RECORDS
PORTABLE APPLIANCE TESTING
RECORDS
	INDUCTION CHECK LIST

	Name
	Clock No:
	Position

	DEPARTMENT
	SUPERVISOR
	SAFETY REP


	I have received and understood information, instruction & training on the following areas:-

	

	GENERAL COMPANY BACKGROUND
	Employee
	Supervisor

	
	
	
	
	

	COMPANY RULES


	
	
	
	

	
	Time Keeping
	
	
	

	
	Absence procedure
	
	
	

	
	Disciplinary Procedure
	
	
	

	
	Grievance procedure
	
	
	

	
	Payment
	
	
	

	
	Holidays
	
	
	

	
	
	
	
	

	SAFETY


	
	
	
	

	
	Company policy
	
	
	

	
	Protective clothing/safety wear
	
	
	

	
	Departmental hazards
	
	
	

	
	Fire exits & exit routes
	
	
	

	
	Fire Drill
	
	
	

	
	
	
	
	

	WORK PLACE FAMILIARISATION


	
	
	

	
	Catering Facilities
	
	
	

	
	Washroom/Toilets
	
	
	

	
	First Aiders/surgery
	
	
	

	
	
	
	
	

	WORKING METHODS


	
	
	

	
	Familiarisation of products. components
	
	

	
	Familiarisation of processes, including work place layout
	
	

	
	Quality procedures including inspection charts and product identification cards where applicable
	
	

	

	I have read and understood a copy of the Company Safety Rules
	
	

	

	Employee           Signed:                                                            Date:

	Supervisor          Signed:                                                            Date:




TRAINING RECORDS
DISPLAY SCREEN INITIAL ASSESSMENT

It is Brass Group Ltd., policy to optimise the use and application of Display Screen Equipment within the organisation, whilst safeguarding the health, welfare and job satisfaction of those involved in using such equipment.

This initial assessment will be used to determine whether a more detailed assessment is necessary.

	Department


	

	Operator’s Name


	

	Site Location


	

	Job Title


	


How much total time do you spend using

the Display Screen Equipment daily / weekly ?

Does your work allow you to take breaks away from

the screen to do other tasks that do not involve close 

work?

This will determine if you need to complete a detailed assessment and  if so, will issue a questionnaire for you to complete 

	FOR OFFICE USE ONLY

	Date of initial Assessment
	Signed  Health Safety Adviser



	Questionnaire Required?
	Yes
	No
	Planned completion

Date:
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DISPLAY SCREEN EQUIPMENT CONTROL SHEET

	Department


	


	Display Screen work

As part of duties
	Initial Assessment 

Carried out
	User Assessment

Carried out
	H & S Advisor monitoring visit.

	Staff Names  
	(
	Date
	(
	Date
	(
	Date
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	Display Screen.
	Satisfactory
	Comments

	
	Yes
(
	No             (
	

	1.  Is the screen free from     reflections/glare?
	
	
	

	2.  Can you adjust the position of the screen to eliminate reflections/glare?
	
	
	

	3.  If the problem is from a window, are there adjustable window blinds fitted?
	
	
	

	4.  Can you adjust the height /  tilt / swivel and position of the screen to suit you ?
	
	
	

	5.  Does the screen have easily adjustable controls for brightness and contrast?
	
	
	

	6.  Is the image on the screen stable and free from flicker.
	
	
	

	7.  Are the characters on the screen well defined? 
	
	
	


	Keyboard

	8. Is the keyboard separate?

Is there adequate space at the front of the keyboard to provide support for the arms / wrists?
	
	
	

	9. 
	
	
	

	10. Is it possible to alter the angle of tilt of the keyboard?
	
	
	


	Desk or Worksurface

	10. Is the desk or worksurface large enough to allow flexible and comfortable arrangement of work equipment, including secondary duties (writing etc)?
	
	
	

	11. Does the surface have a matt finish to prevent reflections?
	
	
	

	12.  Is there sufficient space below the desk to enable you to achieve a comfortable position?
	
	
	

	13. If you use a document holder, is it stable / adjustable?                             

 Or do you need one?
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	Chair
	(
	(

	14. Is the chair stable, and does it allow freedom of movement?
	
	
	

	15. Is the seat adjustable for height /  comfort?
	
	
	

	16. Is the back support adjustable for height and tilt?
	
	
	

	17. Can you rest your feet on the floor when your seat is adjusted to the correct height?

Is a footrest provided?
	
	
	

	
	
	
	


	Environment

	18.  Is there sufficient space around the workstation to enable ease of access and movement?
	
	
	

	19.  Do Noise Levels create distraction or interference with the work activity?
	
	
	

	20.  Is there suitable and sufficient Lighting for all tasks?
	
	
	

	21.  Is the temperature comfortable?
	
	
	


	General Safety

	22. Are cables routed / secured to prevent accidents? 
	
	
	

	23.  Is your work area free from trip hazards?
	
	
	

	24.  Are working surfaces adequate in strength and stability?
	
	
	


	Physical Symptoms

	25   Do you experience any discomfort whilst working with DSE?
	
	
	Headaches, focusing difficulties, aches/pains (tingling or pins & needles) in neck, shoulders or upper limbs? Discuss with your Manager.

	26.  Can you cope with the software without problems?
	
	
	


Any other comments ? (Continue overleaf if necessary)
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Manager’s Action Plan

	Department
	Operators 

Name
	Date


	Item

 Number
	Action Required
	Target Date
	Completed

Signature
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COSHH ASSESSMENT

	Name /  Description of substance


	Supplier:


	Telephone Number:

	How Supplied: (e.g. 40 gall drums; 50 Kg sacks; 10ltr. Bottles ; etc )


	Chemical composition / strength



	Hazard Data Sheet received from supplier
	Yes
	No
	If yes attach to assessment

If No apply to supplier

	Check Exposure Limits (see EH40 )
	8 hour (TWA)

Long term Exp.Limit
	15 min.
Short term Exp. Limit

	Maximun Exposure Limit (MEL)


	
	

	Occupational Exposure Standard (OES)


	
	

	RISK CLASSIFICATION

	Very Toxic
	
	Toxic
	
	Explosive
	
	Oxidising
	

	Extremely Flamm. F+.
	
	Highly Flamm. F
	
	Flammable
	
	Harmful
	

	Corrosive
	
	Irritant
	
	Carcinogenic
	
	
	

	Other risks e.g. Chemical Reactivity
	Other: Specify : 



	                                                   WORK ACTIVITY

	Plant / Task Description

	Where Substance Stored
	Quantity

	Where Used
	How Used

	Duration / Frequency of Exposure
	< 15 Mins
	
	> 15 mins.
	
	8 hours
	
	> 8 hours
	

	Type of Exposure Risk
	Skin Contact
	
	Absorption
	
	Ingestion
	
	Inhalation
	

	Injection
	
	Others (Specify ):



	No. of people at risk:  Directly  : Male
	
	 Female
	
	Indirectly:   Male
	
	Female
	

	DISPOSAL INSTRUCTIONS

	 Normal  Collection / Disposal Satisfactory 
	
	Classified as Special Waste*
	

	* If so, Name of the person responsible for ensuring compliance with legal requirements :
	

	Special disposal requirements (specify) :

	ALTERNATIVES

	Have safer / alternative substances been considered ?
	Yes
	
	No
	

	Details of alternatives considered.

	

	CONTROL MEASURES OVERLEAF


CONTROL MEASURES

	VENTILATION

	
	Legal Requirement
	Recommended
	Details

	Local Exhaust ventilation / extraction
	
	
	

	Forced ventilation
	
	
	

	General ventilation
	
	
	

	Other (Specify)
	
	
	

	
	
	
	

	MONITORING

	
	Yes
	No
	Details & Frequency

	Atmospheric Sampling
	
	
	

	Personal Sampling
	
	
	

	Routine Health Surveillance
	
	
	

	Biological Monitoring
	
	
	

	Statutory Examination of R.P.E
	
	
	

	Statutory Examination of plant / equipment
	
	
	

	 Additional Routine Plant Inspections
	Frequency :

	PERSONAL PROTECTIVE EQUIPMENT

	Overalls
	
	Aprons
	
	Skin Creams
	
	Arm Protection
	
	Leg Protection
	

	Eye / Face Protection
	
	Gloves - Type
	
	Other Specify :

	IDENTIFY PARTICULARLY SUSCEPTIBLE EMPLOYEES

	

	PROVISION OF INFORMATION

	
	Yes
	No
	Details

	Signs and notices at the workplace
	
	
	

	Written information for all employees
	
	
	

	Specific information for employees at risk
	
	
	

	Direct instructions to employees at risk
	
	
	

	Additional Training needs identified
	
	
	

	EMERGENCY PROCEDURES

	Procedures written  below (as appropriate) and available at point of use
	Yes
	No

	Spillage :

	Mixtures :

	Fire :

	First Aid :

	Other :

	SIGNED
	POSITION
	DATE

	
	
	

	 Review date for this assessment 
	


EQUIPMENT TESTING AND MAINTENANCE CHECKLISTPRIVATE 

	PRIVATE 
Equipment
	Present on site?

Y or N
	Locations
	Frequency of tests
	Months due
	Date of last test
	By whom

	FIRE DETECTION/ALARM SYSTEMS

	Alarm panel
	
	
	Quarterly
	
	
	

	Manual call points
	
	
	Annually
	
	
	

	Heat detectors
	
	
	Annually
	
	
	

	Smoke detectors
	
	
	Annually
	
	
	

	Flame detectors
	
	
	Annually
	
	
	

	Alarm signals (audible)
	
	
	Annually
	
	
	

	Alarm signals (visual)
	
	
	6 monthly
	
	
	

	Door hold-open devices
	
	
	Quarterly
	
	
	

	Other linked devices
	
	
	Quarterly
	
	
	

	PORTABLE FIRE EXTINGUISHERS/HOSEREELS

	Water
	
	
	Annually
	
	
	

	CO2
	
	
	Annually
	
	
	

	Other gaseous
	
	
	Annually
	
	
	

	Foam
	
	
	Annually
	
	
	

	Dry powder
	
	
	Annually
	
	
	

	Fire blanket
	
	
	Annually
	
	
	

	Fixed hosereels
	
	
	Annually
	
	
	

	FIXED SUPPRESSION SYSTEMS

	Sprinklers
	
	
	Quarterly
	
	
	

	Water spray
	
	
	Quarterly
	
	
	

	Drenchers
	
	
	Quarterly
	
	
	

	CO2
	
	
	6 monthly
	
	
	

	Other gaseous
	
	
	6 monthly
	
	
	

	Foam
	
	
	6 monthly
	
	
	

	Dry powder
	
	
	6 monthly
	
	
	

	Fire pumps
	
	
	Quarterly
	
	
	

	Water supplies
	
	
	Quarterly
	
	
	

	Fire mains
	
	
	Quarterly
	
	
	

	Hydrants
	
	
	Quarterly
	
	
	

	SMOKE CONTROL SYSTEMS

	Manual
	
	
	Quarterly
	
	
	

	Automatic
	
	
	Quarterly
	
	
	

	OTHER

	Emergency lighting
	
	
	Monthly
	
	
	

	Evacuation lifts
	
	
	Monthly
	
	
	

	Firefighting lifts
	
	
	Monthly
	
	
	

	Emergency generators
	
	
	Monthly
	
	
	


FIRE DRILLPRIVATE 

	PRIVATE 
Location of drill (building / site, etc):   
	 

	Date:     
	Time:    

	PRIVATE 
Total number of participants:    

	Staff:    
	Visitors:    
	Others: 

(specify) 
	 

	PRIVATE 
Evacuation time:    

	Miscellaneous information (simulated inaccessibility, etc):    



	Problems identified
	Action to be taken
	Date action completed

	PRIVATE 
Signature:

Job title:
	Date of next drill:  


FIRE SAFETY AUDIT CHECKLISTPRIVATE 

Building Number/Name and/or Department (if applicable): 

Date of Audit:
Audit undertaken by 


Auditors name

	PRIVATE 

	N/A
	Yes
	No

	1.
	FIRE PRECAUTIONS (WORKPLACE) REGULATIONS 1997

	
	(a)
	Have appropriate risk assessments been carried out in accordance with the requirements of these regulations?
	
	
	

	
	(b)
	Have the assessments been properly recorded?
	
	
	

	
	(c)
	Have all necessary risk reduction/risk control measures been introduced?
	
	
	

	
	(d)
	Have staff been trained/retrained to provide for these measures?
	
	
	

	
	(e)
	Have risk reduction/risk control measures been monitored to ensure suitability and effectiveness?
	
	
	

	
	(f)
	Are there procedures in place to ensure that the risk assessment is reviewed periodically or sooner if alterations are made to the premises, etc?
	
	
	

	If your premises does not need a fire certificate, go straight to question 3.

	2.
	FIRE PRECAUTIONS ACT 1971

	
	(a)
	Has a fire certificate been issued?
	
	
	

	
	(b)
	Are the conditions of the fire certificate being complied with?
	
	
	

	
	(c)
	Is the fire certificate kept on the premises in a safe place?
	
	
	

	
	(d)
	Where changes have been made to the building or its fire precautions since the certificate was issued or last amended, have the Fire Brigade been advised with a request for updating?
	
	
	

	3.
	FIRE PREVENTION – GENERAL

	
	(a)
	Is there a system for controlling the quantities, safe use and storage of combustible and/or flammable substances (materials, liquids and gases) on the premises? 
	
	
	

	
	(b)
	Are the above system and its controls operating properly?
	
	
	

	
	(c)
	Is the workplace clean and tidy with combustible waste materials and rubbish placed in designated containers?
	
	
	

	
	(d)
	Is waste and rubbish collected regularly and placed in safe and secure receptacles outside the premises?
	
	
	

	
	(e)
	Are all designated ‘smoking’ areas clearly indicated?
	
	
	

	
	(f)
	Do smoking areas have suitable facilities for the disposal of smoking materials which are emptied regularly?
	
	
	

	
	(g)
	Are "No Smoking" rules rigorously enforced?
	
	
	

	
	(h)
	Are employees working in high-risk areas (eg areas where ‘hot’ processes or flammable/combustible liquids/gases are used) aware of the risks and the safety procedures to adopt?
	
	
	

	
	(i)
	Is all upholstered furniture in good condition?
	
	
	

	
	(j)
	Prior to leaving the premises, are all rooms and areas inspected to check for fire risks and that electrical appliances have been switched off?
	
	
	

	
	(k)
	Have appropriate measures been taken to reduce the risk of arson?
	
	
	

	
	(l)
	Have all staff received basic fire prevention instruction?
	
	
	

	
	(m)
	Do staff understand the need to report any potential fire hazards?
	
	
	


	
	N/A
	Yes
	No

	
	(n)
	Do staff understand the role of self-closing and other fire-resisting doors (ie the need to keep them closed and free of obstruction to ensure that they will control the spread of fire and smoke)?
	
	
	

	
	(o)
	Are all fire-resisting and smoke-stop doors, especially those on hold-open devices, closed at night?
	
	
	

	
	(p)
	If any permit-to-work systems are in place, are they operated correctly at all times?
	
	
	

	4.
	FIRE PREVENTION - ELECTRICAL INSTALLATION, APPLIANCES, ETC

	
	(a)
	Is the entire electrical installation in order?
	
	
	

	
	(b)
	Have all electrical systems and equipment been tested in accordance with the provisions of the Electricity at Work Regulations 1989?
	
	
	

	
	(c)
	If the latest inspection shows work is necessary to make systems and equipment safe, has this been carried out?
	
	
	

	
	(d)
	Are records regarding regular testing of installation, equipment and portable appliances up to date?
	
	
	

	
	(e)
	Is flexible electrical cable used safely (eg use kept to a minimum and only short lengths used)?
	
	
	

	
	(f)
	Is there any evidence of overloading of electrical circuits?
	
	
	

	
	(g)
	Is electrical equipment (eg light bulbs / fittings and any electrical heating appliances) kept well away from combustible materials?
	
	
	

	
	(h)
	Are staff aware that only trained personnel authorised by management can make repairs or alterations to electrical systems and equipment?
	
	
	

	5.
	FIRE PREVENTION – HEATING AND COOKING APPLIANCES, ETC

	
	(a)
	Are all heating appliances safe (eg securely fixed in position, suitably guarded, and with an adequate clear space free of storage of any kind)? 
	
	
	

	
	(b)
	Is the entire heating installation in good order?
	
	
	

	
	(c)
	Are all cooking appliances safe (eg securely fixed in position, properly maintained and used only for their originally intended purpose)?
	
	
	

	
	(d)
	Are arrangements for liquid/gaseous fuel supplies for heating and cooking equipment adequate (eg easily accessible with well marked shut-off valves)?
	
	
	

	
	(e)
	Are appropriately qualified/registered contractors used to carry out all installation and maintenance of liquid/gaseous fuel supply equipment?
	
	
	

	
	(f)
	Are staff aware that only trained personnel authorised by management can make repairs or alterations to liquid/gaseous fuel-fired equipment and fuel supply systems?
	
	
	

	6.
	BUILDINGS, PLANT AND MACHINERY

	
	(a)
	Are all fire/smoke barriers in good condition (eg with any openings for pipes ducts, etc properly protected by provision of fire-resisting materials or fire dampers?)
	
	
	

	
	(b)
	Are fire dampers tested regularly for correct operation and results recorded?
	
	
	

	
	(c)
	Are there proper systems and procedures in place to control work on new buildings and/or alterations, repairs and decoration of premises, such that no fire hazards are introduced?
	
	
	

	
	(d)
	Are legal or other requirements for testing, maintenance and record keeping complied with for equipment such as lifts, hoists, escalators, air handling systems, heating boilers, pressure vessels, etc?
	
	
	


	
	
	
	N/A
	Yes
	No

	7.
	ESCAPE FACILITIES

	
	(a)
	Are fire exits sufficient (ie a sufficient number of sufficient width) to enable the people present in any and all areas to evacuate safely?
	
	
	

	
	(b)
	Do all final exits lead to a place of safety?
	
	
	

	
	(c)
	Are all fire exits readily available?
	
	
	

	
	(d)
	Are all final exits and intermediate doors easily operable from the inside without the use of a key?
	
	
	

	
	(e)
	Are all corridors, gangways and stairways forming part of escape routes free from obstruction and not used for storage?
	
	
	

	
	(f)
	Are floor and stairway surfaces in good condition and free from tripping and slipping hazards (including any external stairs and paths)?
	
	
	

	
	(g)
	Are fire-resisting and smoke-stop doors in good condition, with fully operating self-closing devices and the doors closing fully onto rebates?
	
	
	

	
	(h)
	Do all doors on escape routes open in the direction of travel?
	
	
	

	
	(i)
	Are all escape routes clearly and properly signed throughout their lengths with internal doors not forming part of a route clearly labelled as such?
	
	
	

	
	(j)
	Are all escape routes provided with adequate lighting at all times of the day and night?
	
	
	

	
	(k)
	Is adequate emergency lighting provided and is it fully serviceable?
	
	
	

	
	(l)
	Have appropriate provisions been made for the safety of persons with disabilities, e.g. assistance, refuges?
	
	
	

	8.
	FIRE ACTION AND EMERGENCY EVACUATION

	
	(a)
	Are there clearly defined written fire action and emergency evacuation procedures, including provision for roll calls?
	
	
	

	
	(b)
	Are all employees fully aware of these procedures and their own particular duties and responsibilities in the event of an evacuation?
	
	
	

	
	(c)
	Are suitable ‘Fire Action’ notices prominently displayed around the premises (including on the room side of all hotel and similar bedroom doors)?
	
	
	

	
	(d)
	Have appropriate staff been instructed to summon the fire brigade for all fires, no matter how small?
	
	
	

	
	(e)
	Are there sufficient fire wardens available to provide for all working hours (including lunch and tea breaks) taking into account holidays and sick leave?
	
	
	

	
	(f)
	Have appropriate arrangements been made for dealing with those who are not normally on the premises (eg visitors and contractors)?
	
	
	

	
	(g)
	Are the fire evacuation assembly areas in safe locations, clear of the building and away from fire brigade vehicle access and parking?
	
	
	

	
	(h)
	Are there alternative evacuation areas available in the event that the nominated ones are not available?
	
	
	

	
	(i)
	Are emergency evacuation drills carried out at least once per year?
	
	
	

	9.
	FIRE DETECTION AND ALARM SYSTEMS

	
	(a)
	Can a fire alarm be raised without placing anyone in danger?
	
	
	

	
	(b)
	Is the fire alarm system in full working order?
	
	
	

	
	(c)
	Are there fire alarm call points located near to every exit from each floor and from each building?
	
	
	

	
	(d)
	Are all alarm call points unobstructed and clearly visible?
	
	
	

	
	(e)
	Are the audible signals from the fire alarm operated weekly and clearly audible throughout the premises?
	
	
	

	
	
	
	N/A
	Yes
	No

	10.
	FIRE FIGHTING EQUIPMENT

	
	(a)
	Is there adequate provision of portable fire extinguishers which are suitable types for the fire risks where they are positioned?
	
	
	

	
	(b)
	Are ALL portable fire extinguishers and fire blankets suitably located, positioned on brackets securely fixed to the wall and available for immediate use (not obstructed or hidden)?
	
	
	

	
	(c)
	Are the locations of ALL portable fire extinguishers and fire blankets clearly identifiable even without the provision of appropriate signs?
	
	
	

	11.
	NOTICES AND SIGNS ON FIRE STOP AND EXIT DOORS

	
	(a)
	Are appropriate notices and signs of the type 'Fire Door Keep Closed' provided on all visible sides of all fire-resisting and smoke-stop doors?
	
	
	

	
	(b)
	Are appropriate 'pictogram' notices provided on all fire exit doors and routes such that at least one sign is always visible for all points on an exit route?
	
	
	

	
	(c)
	Do all ‘panic bar' fire exit doors have suitably positioned 'Push Bar to Open' signs?
	
	
	

	12.
	FIRE SERVICE FACILITIES AND LIAISON

	
	(a)
	Is there adequate access to the site and all buildings to enable fire brigade vehicles to get close enough for fire-fighting and rescue purposes?
	
	
	

	
	(b)
	Are all fire hydrants in the vicinity clearly indicated and accessible?
	
	
	

	
	(c)
	Is the fire brigade familiar with the premises?
	
	
	

	13.
	TESTING, MAINTENANCE AND RECORDS

	
	(a)
	Are the required regular tests and maintenance carried out on:
	
	
	

	
	
	(i)
	fire detection and alarm systems?
	
	
	

	
	
	(ii)
	emergency lighting systems?
	
	
	

	
	
	(iii)
	fire extinguishers and hose reels?
	
	
	

	
	
	(iv)
	automatic sprinkler systems?
	
	
	

	
	
	(v)
	other fixed suppression systems installed?
	
	
	

	
	
	(vi)
	smoke and smoke/heat control systems?
	
	
	

	
	
	(vii)
	automatic closing doors, shutters, etc?
	
	
	

	
	
	(viii)
	emergency generators?
	
	
	

	
	
	(ix)
	evacuation and fire-fighting lifts?
	
	
	

	
	(b)
	Are appropriate records kept of all such tests and maintenance?
	
	
	

	
	(c)
	Are appropriate records kept of fire evacuation drills?
	
	
	

	
	(d)
	Are appropriate records kept of staff fire training?
	
	
	

	
	(e)
	Are copies of the fire risk assessment and the emergency action plan kept in a safe place away from the premises?
	
	
	


AUDIT RESULTS 

Signature (((((((((((((((((((. 
   Date (((((((..

Hot Work Permit

PRIVATE 

	PRIVATE 
Project.

	Document Ref No.

	Task or work operation.
	Duration of permit.

	This Permit to Work is issued for the following work. No work other than that detailed must be carried out:

	Is work to be carried out when plant, equipment or systems are in operation?  

	Location of work: 



	Description of work:

 

	Method of isolation/making safe:

 

	Precautions
- Ensure hot work equipment is suitable for use and in good order

- Check location and means of raising alarm

- Ensure location extinguishers/hose reels

- Inspect nearby areas

- Remove any combustible material from work area

- Remove any flammable liquid containers from work area (whether full or empty)

- Provide suitable and adequate protections against sparks and hot particles.

- Follow‑up inspection (               hours               mins later)  

	Extra precautions to be taken if plant, machinery or systems are in operation:



	Authorisation

	Name of person issuing Permit:  

	Designation:  

	Signature:

	Time:  
	Date:  

	Receipt

	I hereby declare that no work other than that stated above will be carried out, and all precautionary measures will be adhered to:

	Name (person i/c work): 

	Designation: 

	Signature:



	Company: 

	Clearance

	I hereby declare that the work stated above been completed.

Details if not completed:

	Name: 

	Designation: 

	Signature:



	Company:

	Cancellation

	All copies of this permit to work are hereby cancelled.

	Name:

	Designation: 

	Signature:



	Date: 
	Time: 


	Summary of Assessment

Operations or person covered by this assessment:


	Overall priority for remedial

action (Tick )



	
	   TRIVIAL

   TOLERABLE

   SUBSTANTIAL

   INTOLERABLE

	People performing these operations:


	

	
	Date by which action is to be taken



	Location of assessment:


	Date for re-assessment



	
	Assessor’s Name




	Date of assessment:


	Signature




	Section A - Preliminary
	YES
	NO

	Q1 Do the operations involve significant risk of injury?

       If yes go to Q2. If no the assessment need go no further, if in doubt answer ‘YES’      


	
	

	Q2 Can the operations be avoided / mechanized / automated at a reasonable cost?

       If no go to Q3. If ‘Yes’ state the actions in section C and check that the result is satisfactory
	
	

	Q3 Are the operations clearly within the guidelines given in the regulations?

       If ‘YES’ go to section B (Overleaf). If ‘NO’ you may go straight to Section C if you wish.                                                                                                                              
	
	


	Section B: More detailed assessment (overleaf)

Triv = Trivial       Tol = Tolerable       Sub = Substantial       Intol = Intolerable


	Section C – Remedial action
	By Who
	By When

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	


And finally: Complete the summary above.

Decide the priorities and take action – check it has the desired effect

(Continue overleaf)
	Section B – More detailed assessment

	Questions to consider. Score the activity in line with Risk Assessment Guidance 1 – 4. Add total and look at level of further action that is required.
	Does

it/they

apply
	Level of risk
	Possible remedial action. Make rough

notes for completing in section C

	1) The Tasks – Do they involve:
	Y/N
	Triv
	Tol
	Sub
	Intol
	

	Holding loads away from trunk?
	
	
	
	
	
	

	Twisting? Stooping?
	
	
	
	
	
	

	Stretching? Bending?
	
	
	
	
	
	

	Large vertical movement?
	
	
	
	
	
	

	Long carrying distance(s)?
	
	
	
	
	
	

	Strenuous pushing/pulling?
	
	
	
	
	
	

	Unpredictable load movement?
	
	
	
	
	
	

	Repetitive handling?
	
	
	
	
	
	

	Insufficient rest or recovery?
	
	
	
	
	
	

	A workrate imposed by process?
	
	
	
	
	
	

	2) The Loads – Are they:
	

	Heavy? Bulky? Unwieldy?
	
	
	
	
	
	

	Difficult to grasp?
	
	
	
	
	
	

	Unstable/Unpredictable?
	
	
	
	
	
	

	Sharp? Hot? Cold? Rough?
	
	
	
	
	
	

	3) The Work Environment – Are there
	

	Constraints on posture?
	
	
	
	
	
	

	Uneven, slippery or unstable floors?
	
	
	
	
	
	

	Variations in levels?
	
	
	
	
	
	

	Hot/Cold/Humid conditions?
	
	
	
	
	
	

	Strong air movements?
	
	
	
	
	
	

	Poor lighting conditions?
	
	
	
	
	
	

	4) Individual capability.
	

	Require unusual capability?
	
	
	
	
	
	

	Is it a problem to those with health problems?
	
	
	
	
	
	

	Is it a hazard to those who are pregnant?
	
	
	
	
	
	

	Require special information or training?
	
	
	
	
	
	

	Is movement hindered by wearing PPE?
	
	
	
	
	
	

	Any line scoring a risk rating of 4 should

receive immediate attention
	
	Triv

1
	Tol

2
	Sub

3
	Intol

4
	Total Score
	


	0                              30
	31                            55
	56                            80
	81                          100

	Trivial
	Tolerable
	Substantial
	Intolerable

	No overall action. Monitor and review.
	Look at ways to reduce the risk. Start regular monitoring to ensure risk does not increase.
	Action is required to

reduce the overall level

of risk
	You need to look at the whole activity and reduce the overall level of risk urgently.



NOISE ASSESSMENT RECORDPRIVATE 

	PRIVATE 
Name of organization: 



	Activity / process: 



	Area(s)
	Levels

dB(A)Leq
	Duration of

exposure
	Fractional

exposure (f)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total exposure (f):


	
	
	

	LEP.ddB(A):


	
	
	

	Peak action level exceeded:

	
	
	

	Area in which peak action level was exceeded:


	
	
	

	Assessment: ***assessment 1***

	
	
	

	What actions are necessary to reduce sound levels and exposure: 



	Date for next assessment:
	

	Instruments used:



	Date of last calibration:
	

	Signature:
	Date:


PRIVATE 
EMERGENCY LIGHTING SYSTEMS: RECORD OF REGULAR TESTING AND/OR MAINTENANCEtc  \l 1 "EMERGENCY LIGHTING SYSTEMS\: RECORD OF REGULAR TESTING AND/OR MAINTENANCE"PRIVATE 

	PRIVATE 
Type of luminaire
	Location
	I.D. No.
	Frequency of testing
	Date/type

of test
	By whom
	Date/type 

of next test
	Remarks (details of faults or problems)

	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 


FIRE DETECTION AND ALARM SYSTEMS: RECORD OF REGULAR TESTING AND/OR MAINTENANCEPRIVATE 

	PRIVATE 
Type of device
	Location
	I.D. No.
	Frequency of testing
	Date of test
	By whom
	Date of 

next test
	Remarks (details of faults or problems)

	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 


PRIVATE 
PORTABLE AND HAND-OPERATED FIRE EXTINGUISHING EQUIPMENT: RECORD OF ANNUAL TESTING AND/OR MAINTENANCEtc  \l 1 "PORTABLE AND HAND-OPERATED FIRE EXTINGUISHING EQUIPMENT\: RECORD OF ANNUAL TESTING AND/OR MAINTENANCE"PRIVATE 

	PRIVATE 
Location
	Portable extinguishers
	Other equipment
	Date of test
	By whom
	Date of 

next test
	Remarks (details of faults or problems)

	
	Water
	CO2
	Other gas
	Foam
	Dry powder
	Fire blanket
	Hose reel
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


FIRE RISK ASSESSMENT FORMPRIVATE 

	PRIVATE 
Location/activity:  

	Date of assessment:  
	Assessor 1:  
	Assessor 2:  

	Nature of hazard
	Persons/property at risk
	Risk Analysis
	Comments

	
	
	Likelihood
	Severity
	Risk rating
	Level of risk
	Reasons for unacceptable level of risk. Changes to control measures required to reduce risk to acceptable level

	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	 Signature of assessor(s)                                                                                              Date completed


ACTION REQUIRED FOLLOWING FIRE SAFETY AUDIT
	PRIVATE 
Deficiency
	Remedial action required
	Action taken

(date)
	Verified by (name)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


PRIVATE 
FIXED FIRE SUPPRESSION AND FIRE‑FIGHTING SYSTEMS: RECORD OF REGULAR TESTING AND/OR MAINTENANCEtc  \l 1 "FIXED FIRE SUPPRESSION AND FIRE‑FIGHTING SYSTEMS\: RECORD OF REGULAR TESTING AND/OR MAINTENANCE"PRIVATE 

	PRIVATE 
Type of system or device
	Location
	I.D. No.
	Frequency of testing
	Date/type

of test
	By whom
	Date/type 

of next test
	Remarks (details of faults or problems)

	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 


General Risk Assessment FormPRIVATE 

DATE:


ASSESSED BY:




LOCATION:

ASSESSMENT No:

TASK/PREMISES:




REVIEW DATE:

	PRIVATE 
No.
	Activity/plant/materials, etc
	Hazard
	Persons in Danger
	Likelihood
	Severity
	Rate
	Measures/Comment
	Result*

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


* Key to Result - T = Trivial Risk   A = Adequately controlled   N - Not adequately controlled   U = Unable to decide (decision deferred). Further information required.














Likelihood
5
Certain or Imminent

Severity
5
Death






4
Very Likely



4
Major Injury, Disabling Illness, Major Damage





3
Likely



3
Over 3 day injury






2
Unlikely



2
Minor Injury, Minor Damage






1
Very Unlikely


1
First Aid Treatment or Delay Only







General Risk Assessment Form cont…
	PRIVATE 
No.
	Activity/plant/materials, etc
	Hazard
	Persons in Danger
	Likelihood
	Severity
	Rate
	Measures/Comment
	Result*

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



Index of Record Keeping RequirementsPRIVATE 

	PRIVATE 
Assessment
	Record

	Assessment

Reference
	Work area, process or activity
	Type of record
	Plant, machinery or equipment  reference

(if applicable)
	Frequency of

update of record
	Person responsible

for record

keeping

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Index of Risk AssessmentsPRIVATE 

	PRIVATE 
Assessment
	Re-Assessment
	Cancellation

	Assessment Reference
	Work area, process or activity
	No of people involved in activity assessed
	Date of assessment
	Date Re-Assessment due
	Date Re-Assessment completed
	Date of cancellation
	Retention date

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	





























EMPLOYEES











FOREMAN








MANAGING


DIRECTOR


























FINANCE


DIRECTOR








COMPETENT


PERSON





No





Yes








Hrs








GE/BGL/H&SPOL


GE/BGL/H&SPOL


