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SECTION 1 – GENERAL STATEMENT OF POLICY

Absolute Commercial Interiors are committed to protecting the health, safety and welfare of our employees whilst at work. We are also fully committed to protect contractors, visitors, members of the public or anyone else who may be affected by our activities.

To achieve our commitments, we will:

· Provide adequate control of the health and safety risks arising from our activities

· Consult all our stakeholders on matters affecting their health and safety

· Provide and maintain safe plant and equipment 

· Ensure the safe handling and use of substances

· Provide information, instruction and supervision for employees and other stakeholders as is necessary

· Ensure all employees are competent to do their tasks, and to give them adequate training

· Prevent accidents and cases of ill health related to our activities so far as is reasonably practicable

· Maintain safe and healthy conditions for all our stakeholders

· Review and revise this policy as necessary at regular intervals
Signed:____________________

Phil Brown – CEO             

  Date: 19th October 2021
SECTION 2 – COMPANY STRUCTURE
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SECTION 3 – RESPONSIBILITIES

· The overall and final responsibility for health and safety is that of Phil Brown.

· Phil Brown shall ensure that the necessary resources are provided and planning takes place to implement, monitor, review and amend formal arrangements as is necessary to eliminate or minimise the health and safety risks posed by our activities
· To ensure health and safety standards are maintained/ improved the following people have responsibility in the following areas

Sound Safety Advice Ltd. – Provision of competent health & safety advice.

Department Directors/ Managers – All health and safety matters within their department. 
Project Managers – Coordination of all work on site including developing, communicating and monitoring formal safe systems of work for each project under their control.

Site Managers – Management of health and safety issues onsite and travel to and from site
· All Employees have a responsibility to themselves and others to

· Carry out their duties in a safe manner at all times, taking care of their own health and safety and that of others.

· Adhere to company rules and procedures.

· Bring to the notice of the appropriate person (as detailed above) any potential hazards to health, safety or the environment, which they know or learn, whether in the course of normal work or arising from faults in plant or equipment.

· Report all accidents whether injury occurs or not.

· Seek first aid for all injuries.

· Wear Personal Protective Equipment (PPE) when instructed and use safety devices as necessary. Under no circumstances must anything provided for health and safety be tampered with.

· Keep their work area clean and tidy and maintain good housekeeping standards.

· Cooperate with their employer to enable them to fulfil their legal duties.

· Be aware of emergency procedures and follow them when necessary.

· Assess the hazards involved in their work activity and do all they can to minimise the risk.

· Seek clarification on any health and safety issue that is not understood and offer suggestions for improvement to health and safety operations within the organisation.

SECTION 4 – ARRANGEMENTS

Section 4.01 – Risk Assessment

The Relevant Director/ Manager shall ensure that

· Risk assessments are carried out on all existing and updated plant, equipment, processes and tasks.

· Specific risk assessments e.g. Fire, CoSHH, DSE, Manual Handling etc. are carried out and recorded. 

· Risk assessments are only carried out by competent personnel and are carried out in the workplace and involve discussions with all relevant personnel.

· All hazards on a particular task are identified and assessed for risk

· All current control measures are documented and additional control measures required are identified 

· Action plans are developed to implement any additional control measures identified

· The residual risk for each hazard is calculated based on the adoption of all of controls identified

· All risk assessments are reviewed every 12 months or when there is a change of circumstances such as after an accident, process change or a new design.

· Where necessary safe systems of work are developed from the findings of risk assessments

Section 4.02 – Communication and Consultation

The Relevant Director/ Manager shall ensure that:
· Risk assessments, method statements and other safe systems of work are discussed with the relevant personnel 

· Tool box talks take place with all personnel on a regular basis where appropriate
· All employees are consulted directly about matters that affect health and safety and the environment
· All employees are provided with information on risks to health and safety arising from work activities, and any preventive measures implemented to deal with the associated risks.
· All employees are consulted upon any changes within the company that may substantially affect their health and safety


· An “open door” policy exists for employees to discuss issues relating to health and safety

Section 4.03 – Workplace Equipment

The Relevant Director/ Manager shall ensure that 

· All work equipment is suitable for its intended use and meets with current standards
· Risk assessments are carried out on all work equipment to identify the hazards associated with it. 

· Any control measures are implemented and communicated to all employees.

· Appropriate training, inspection and maintenance records accompany hired or borrowed equipment.

· Employees are given information, instruction and training on the safe use of work equipment. 

· All work equipment is maintained in a safe condition, 

· Any guards, or protection devices fitted to work equipment are inspected and maintained. 

· All work equipment is inspected and records kept

· Any defective equipment is taken out of service until repaired by a competent person.
· Formal weekly inspections of plant and equipment used on site takes place
Employees shall ensure that defective work equipment is not used and the defects reported to their Direct Superior
Section 4.04 – Substances Hazardous to Health

The Relevant Director/ Manager shall ensure that

· An inventory of all substances used is kept and maintained.

· An up to date Manufacturers Safety Data Sheet is obtained for all substances used.
· CoSHH assessments are carried out on any task that involves, or may involve exposure to substances hazardous to health is and control measures are taken where necessary.

· Exposure monitoring is carried out where appropriate

· Employees are not exposed to hazardous substance at concentrations above their workplace exposure level (WEL)

· Any new substances are assessed and approved prior to being used. 

· All employees are provided with information and appropriate training on the nature of the hazardous substances with which they are working.

Section 4.05 – Information, Instruction and Supervision

 The Relevant Director/ Manager shall ensure that 

· The Health and Safety Law poster is displayed.

· The company’s health and safety policy statement of intent is displayed in a prominent place.

· All information relating to the company’s health and safety policy is communicated effectively.

· All employees understand the information that is being communicated. 

· All employees, especially young persons, are provided with adequate supervision.

Section 4.06 – Training and Competency

The Relevant Director/ Manager shall ensure that

· Evidence of competency of prospective employees is checked prior to employment.

· All new starters receive health and safety induction. 

· All employees are made aware of their responsibilities, including safe working practices, the need to obey company rules and the need to report defective equipment. 

· All new starters are assessed to ensure understanding of the training given.

· Job specific training includes any health and safety aspects of the job.

· Training is identified, arranged and monitored through discussions with equipment/ materials suppliers or employees.
· Refresher training is given when appropriate
· Training requirements are reviewed on a regular basis and additional training if identified.
· All records of training and assessment are kept.
· A skills matrix is produced and maintained
Section 4.07 – Incident Management

All Employees shall ensure that 

· All injuries (major, minor and first aid), occupational illnesses/diseases and non-injury incidents are reported to the Appointed First Aider as soon as possible after the incident as occurred.

· The Appointed First Aider is informed if any items of first aid equipment are used.

The Appointed First Aider shall ensure that

· The relevant sections of the incident report form are completed 

· The completed incident report form is passed onto the Relevant Director/ Manager
· They take charge when someone is injured or falls ill including calling for an ambulance if required

· They only carry out first aid if they have been trained to do so

· All first aid boxes are checked and items of first aid equipment are replaced when used
The Relevant Director/ Manager shall ensure that 

· All reportable injuries, dangerous occurrences and diseases are reported to the appropriate authority as required by legislation. 

· All relevant sections of the Incident Report form are completed and passed on to Phil Brown for approval

· All actions required to prevent a recurrence are completed within the agreed completion dates.

· All investigations are reviewed and the remedial actions taken are effective.

· All incident records are kept for 3 years.

· An appointed person(s) is/are provided in relation to first aid
· The names of all appointed first aiders is/ are displayed on the notice board in the main office
· Adequate provisions in relation to first aid are provided

· All vehicles used for company business have a well-stocked first aid kit 

Section 4.08 – Monitoring

The Relevant Director/ Manager shall ensure that

· Daily site inspections are carried out the Site Manager/ Supervisor

· Formal workplace inspections are carried out on a regular basis
· Health and safety systems and procedures are audited on an annual basis.

· Management ‘Spot Checks’ of health and safety compliance are conducted.

· All accidents and incidents are reported and investigated.

· All actions arising from monitoring are completed and pose no additional risks.

Section 4.09 – Emergency Preparedness and Response

Shellene Heselton shall ensure that

· A fire risk assessment is undertaken and implemented for all company premises.

· All fire extinguishers are maintained and checked every 12 months.

· An emergency evacuation of the premises is conducted every 12 months and necessary actions taken to improve this process.

· All employees are made aware of and understand the emergency evacuation procedure. 

· All escape routes are identified and checked every day.

The Project Manager shall ensure that

· Fire risks for work on site are evaluated and appropriate control measures are adopted

All Employees shall ensure that

· The use or part use of any fire extinguisher is reported to their Direct Superior
· They do not return used or part used fire extinguishers to their fire point

Section 4.10 – Drugs and Alcohol

All Employees shall ensure that

· They do not come to work under the influence of alcohol or drugs.

· They do no not bring alcohol or non-prescribed drugs into the work place

· They do not drive on company business if affected by alcohol or drugs

· They are willing to undertake random drugs and alcohol testing if asked to do so
The Relevant Director/ Manager shall ensure that

· All employees are advised of the risks to health and safety arising from the effects of alcohol/drugs.

· Job performance problems that may be attributable to the effects of alcohol and drugs are identified.

· Medical advice is sought if there is sufficient concern to warrant a medical evaluation. 
Section 4.11 – Housekeeping

All Employees shall ensure that

· Their workplace is maintained in a clean, tidy and safe condition.

· Work areas, walkways, stairways, doorways, guards and handrails are kept clear of obstructions.

· Spillages, scrap and debris are removed as soon as possible, to a properly designated place.

· Access to fire fighting equipment shall be unobstructed.

· Tools, spares parts and cleaning materials are properly stored in suitable racks or lockers.

· Good storage and stacking practices are used.

The Relevant Director/ Manager shall ensure that

· Suitable tools and cleaning materials are provided.

· Formal inspections of areas are carried out on a monthly basis to ensure that the required housekeeping standard is maintained. 
Section 4.12 – Site Work

FOR ALL SITE WORK 

The Project Manager shall ensure that 
· The client is aware of the client duties under CDM 2015 (if applicable) before any work starts
· A construction phase plan is developed if the company is acting as sole contractor in the project if CDM 2015 applies.
· All work carried out by is planned, managed and monitored 

· The risks to anyone who might be affected by the work are identified and control measures are implemented. These will be documented in a suitable and sufficient risk assessment
· The significant findings of the risk assessment will be discussed with those carrying out the work

· A method statement is prepared that shall be followed by all those involved in the work. 
· All workers they employ or appoint have the skills, knowledge, training and experience to carry out the work, or are in the process of obtaining them
· A competent person is appointed who shall be responsible for the supervision of the work
· All workers under their control have a suitable, site-specific induction, unless this has already been provided by the principal contractor

· Appropriate supervision, information and instructions to workers under their control is provided
· They do not start work unless reasonable steps have been taken to prevent unauthorised access
· Suitable welfare facilities are provided from the start and are maintained throughout the project
· The work is coordinated with the work of others in the project team

· Any directions given by the principal designer or principal contractor are compiled with 
· The relevant parts of the construction phase plan are complied with

· The specific requirements in Part 4 of the CDM Regulations 2015 are complied where CDM applies
· There are adequate welfare facilities for all workers
· Any other local safe systems of work such as permits to work, isolation procedures etc. are followed

· All the necessary equipment including PPE to allow the work to be carried out safely is provided

· Sufficient lighting is provided 

· Suitable plant and equipment is provided to enable the materials used during the course of the work to be safely lifted to, and stored if necessary, at the workplace
· Regular inspection is arranged for all plant and equipment particularly where there is a statutory requirement to do so.

· Employees are advised of any local site rules and safe systems of work prior to work starting.
FOR SITE WORK WHERE THE COMPANY ACTS AS PRINCIPAL CONTRACTOR
The Project Manager shall ensure that

· Work is planned, managed, monitored and coordinated throughout the entire construction phase.
· The health and safety risks to everyone affected by the work are considered and plans are developed to manage and control them

· Liaison takes place with the client and principal designer for the duration of the project to ensure that all risks are effectively managed 
· A written health and safety plan including site rules is prepared, developed and implemented 

· The initial health and safety plan is produced prior to the work starting and is reviewed regularly
· All contractors receive the relevant parts of the plan

· Welfare facilities are provided and maintained throughout the project

· The competencies of all those involved in the project are checked prior to their involvement 

· Workers are given site induction and any other information/ training required to complete their work

· Consultation takes place with the workers involved

· Liaison takes place with the principal designer in relation to ongoing design

· The site is secure at all times
FOR SITE WORK WHERE THE COMPANY ACTS AS PRINCIPAL DESIGNER

The Lead Designer shall ensure that
· The client is informed of their duties under CDM 2015
· Health and safety is planned, managed and monitored during the pre-construction phase;
· All foreseeable risks are identified, eliminated or controlled at the pre-construction phase
· Designers carry out their duties under CDM 2015
· They help compile pre-construction information and provide it to designers and contractors. 

· They prepare the health and safety file and review, update and revise it as the project progresses. 

· They liaise with the principal contractor to help in the planning, managing, monitoring and co-ordination of the construction phase. 

· They take into account the general principles of prevention. (ERICPD)
· All persons working in relation to the pre-construction phase cooperate with the client, the principal designer and each other.
FOR SITE WORK WHERE THE COMPANY ACTS AS A DESIGNER

The Project Designer shall ensure that

· Hazards from the construction, cleaning, maintenance, and proposed use and demolition of any structure are eliminated during design

· Risks from any remaining hazards are reduced so far as is reasonably practicable

· Collective risk reduction measures are given priority over individual measures
· The Workplace (Health, Safety & Welfare) Regulations 1992 are complied with 

· Information is provided with the design to assist the client, other designers, & contractors

· Information is supplied about residual risks particularly ones that are unusual/ “not obvious” 

· Design review meetings with the relevant duty holders take place on a regular basis 

· Information is provided to the Principal Designer for inclusion in the health and safety file

Section 4.13 – Control of Contractors

The Relevant Director/ Manager shall ensure that

· All contractors used are competent to carry out the work that they have been employed to do. 

· All contractors have adequate liability insurance cover.

· RAMS produced by contractors are assessed for suitability prior to them commencing work

· All work carried out by contractors is coordinated.

· Where appropriate contractors complete a questionnaire, which is used to evaluate the competency of the contractor prior to work starting
· Where appropriate contractors receive a basic health and safety induction prior to starting work.

· Regular inspections are carried out on all work carried out by contractors.
· Contractors have suitable procedures in place to assess the competence of any sub contractors
Section 4.14 – Electricity

The Relevant Director/ Manager shall ensure that 

· All fixed electrical systems are inspected and tested every 5 years.

· Where possible all hand held, electrical tools are either battery operated or 110 volts. 

· Where appropriate RCD’s are used with portable electrical tools above 110 volts.

· Information regarding all portable electrical equipment including RCD’s is kept on a register. 

· All portable equipment is inspected and tested on a regular basis dependent on risk.

All Employees shall ensure that

· Informal checks are carried out on electrical equipment before use.

· Faults on electrical equipment are reported to their Direct Superior immediately.

· Faulty electrical equipment is not used.

· They do not carry out any electrical repairs or maintenance unless authorised to do so by their Director/ Manager
Section 4.15 – Manual Handling

The Relevant Director/ Manager shall ensure that

· Operations that involve manual handling are eliminated so far as is reasonably practicable. 

· Manual handling assessments are carried out where relevant and records kept.

· Anyone carrying out manual handling receive adequate training and are suitably screened 

All Employees shall ensure that

· Any personal conditions that may be affected by the manual handling activity are reported to their Director/ Manager before the activity is carried out.

· They comply with any instruction and training provided in safe manual handling activities.

· They use equipment that has been provided to minimise manual handling activities.

· They report any other problems relating to manual activities to their Director/ Manager.
Section 4.16 – Asbestos

The Relevant Director/ Manager shall ensure that
· Any Asbestos or Asbestos containing materials present in non domestic premises for which the company has a responsibility to maintain or repair are identified 

· An Asbestos register and Management Plan are produced and maintained where appropriate

· Information is obtained from the client regarding Asbestos prior to the work commencing on site

· No work is carried out on Asbestos or Asbestos containing materials

· Asbestos Awareness training is provided to all personnel who could come into contact with Asbestos or Asbestos containing materials.

· Annual refresher training is carried out in relation to Asbestos Awareness
· The client is informed of the discovery of any suspected Asbestos or Asbestos containing materials
· Where necessary any work on or removal of Asbestos is carried out by HSE licensed contractors 
All employees shall ensure that

· They suspend operations if they encounter any suspected Asbestos or Asbestos containing materials and inform their Direct Supervisor immediately
Section 4.17 – Vehicle Safety

The Relevant Director/ Manager shall ensure that

· Risk assessments are carried out on all driving operations by a competent person    
· Anyone who drives a road traffic vehicle on company business has a full driving license, a copy of which shall be maintained and reviewed every 12 months

· All drivers have written authorisation to drive each type of vehicle

· All vehicles used in journeys are matched to the purpose of the journey and shall be suited to any load being transported, terrain to be covered and delivery conditions

· All company owned vehicles are serviced in line with the manufacturers servicing schedules

· Records of vehicle checks are maintained

· Further checks on vehicles are carried out as part of management health and safety inspections
· All drivers of road vehicles have access to a mobile phone
· All drivers of road vehicles have adequate access to technical and personal support which should be in the case of breakdown or accident. 
· All road traffic accidents and other driving incidents are investigated

· Driving hours are maintained within sensible limits (no more than 9 hours/day or 45 hours/week)

· Drivers are given adequate information relating to the route and destination of the journey

· Drivers are informed of any specific requirement or restrictions at the destination.

All Drivers ensure that

· They declare details of any further driving related convictions likely within 5 days of the incident leading to a likely conviction occurring

· They declare if they suffer from “a DVLA notifiable medical condition” on employment or within 5 days of being diagnosed as having such a condition.

· This driving policy and the Highway Code are strictly adhered to when driving on public roads
· They never drive faster than the road or driving conditions safely allow and they obey all posted speed limits and reduce speed further if necessary.

· They do not drive under the influence of drugs or alcohol.

· They do not use hand held mobile phones whilst driving or hands free unless professionally fitted

· They carry out visual checks on all vehicles before use and formal checks on a regular basis
· They do not drive any knowing that it is in an unfit state

· They report all road traffic accident and other driving incidents to their Director/ Manager
· Regular breaks are taken when driving long distances. A break of at least 15 mins every 2 hours driving is recommended or more often if the driver feels tired. 

Section 4.18 – Stress

The Relevant Director/ Manager shall ensure that

· Information is provided for employees on the general effect of stress at work.
· The demands of the job are not excessive for each individual employee.

· Employees are consulted on a regular basis with regards to their role.

· Employees are provided with adequate support at work.

· Conflict between employees is kept to a minimum and is quickly resolved when necessary.

· Employees understand their roles and responsibilities within the organisation.

· Employees understand the reasoning behind any proposed changes.

· Suitable support mechanisms are available for employees suffering from the effects of stress.

· Employees suffering from stress are encouraged to approach them in confidence.

Section 4.19 – Personal Protective Equipment (PPE)

The Relevant Director/ Manager shall ensure that

· PPE is only used where there are no other practicable risk control measures available.

· Risk assessments are carried out to determine the need for and suitability of PPE. 

· Records are kept of PPE issue and maintenance where necessary

· Users of PPE are trained in its use, maintenance, cleaning, fault detection and storage.

· Facilities for the maintenance, cleaning and storage of PPE are provided.

· All PPE worn is compatible.

Employees shall ensure that any issues relating to the use, maintenance or storage of PPE is reported to their Direct Supervisor.
Section 4.20 – Display Screen Equipment

The Relevant Director/ Manager shall ensure that

· An assessment of each workstation is carried out 

· Action is taken to reduce any significant risk identified as part of the workstation assessment
· Eye tests are provided for DSE users on request. Where the test shows that “special” appliances are necessary for DSE work the employer shall meet the cost of the basic appliance.

· DSE users are provided with appropriate information and training. 

Users of DSE shall ensure that 

· They report any discomforts or headaches as a result of working with DSE to their Director/ Manager
· They comply with any training and information given in respect to working safely with DSE

Section 4.21 – Young Persons (under 18’s)

The Relevant Director/ Manager shall ensure that

· Young persons are prohibited from work, where the work poses significant risk to their health and safety

· Risk assessments are carried out before the young person starts work.

· Control measures in place are considered and that additional measures are introduced where necessary to address the lack of experience of the young worker.

· Additional training, instruction and supervision is provided until the young person has demonstrated a satisfactory degree of competence.

· Both the young person and the supervisor are aware of any prohibitions placed on the young person.

Section 4.22 – New and Expectant Mothers

The Relevant Director/ Manager shall ensure that

· Where appropriate a risk assessment is carried out on the work activities to identify and address particular risks to new and expectant mothers.

· Arrangements for reasonable and appropriate health assessments for pregnant women are made and limitations or special arrangements are imposed on medical grounds where necessary.

· The work undertaken by new or expectant mothers is monitored, especially during the development of pregnancy, in order to continually assess the individual’s ability to work safely and without risk.

All Employees shall ensure that their Director/ Manager is notified when they become pregnant, if they have given birth within the previous six months, or they are breastfeeding.

Section 4.23 – Working at Height

The Relevant Director/ Manager shall ensure that

· Working at height is avoided wherever possible.

· All work at height is properly planned and organised

· All personnel involved in work at height are competent to do so

· The risks from working at height are assessed and safe systems of work developed

· Appropriate work equipment is selected and used

· Equipment for work at height is properly inspected and maintained

· The risks from working on or near fragile surface are properly controlled

· Ladders are only used for access and short duration light work

Section 4.24 – Site Welfare Facilities

The Project Manager shall ensure that

· Wherever possible arrangements are made with the Client and/or Principal Contractor for the use of their welfare facilities at sites under their management. 
· Where these facilities are not provided by the Client or Principal contactor, the company will provide suitable welfare facilities
· Welfare facilities provided on site include toilet/washing facilities and eating/rest facilities as a minimum
Section 4.25 – Health Surveillance

The Relevant Director/ Manager shall ensure that 

· All new starters complete a medical questionnaire 

· The medical questionnaire is checked and medical advice is sought if concerns arise

· Health surveillance is carried out where it is identified as a control measure from risk assessments 

· All records of health surveillance of employees and former employees are kept for at least 40 years

Section 4.26 – Noise and Vibration

The Relevant Director/ Manager shall ensure that 
· Reduced noise/ vibration work equipment is purchased where possible

· All work equipment is maintained in line with manufacturer’s instructions and checked before use

· All users of work equipment are appropriately trained

· Training is given in relation to noise and vibration

· Job rotation takes place where possible

· Hearing protection is provided and worn if it is identified as a control measure from risk assessments

· All other control measures identified from risk assessments are implemented.
Section 4.27 – COVID-19

The Relevant Director/ Manager shall ensure that 

· All government legislation and guidance in relation to COVID-19 is complied with.
· Sufficient resources are provided to ensure the risks from COVID-19 are managed effectively
· Risk assessments are carried out in relation to COVID-19 and all of the control measures identified are implemented
· The risk assessment and associated controls are continually monitored, reviewed and communicated to ensure COVID-19 controls remain effective and are known by everyone
· Sufficient information, instruction, training and supervision is provided to ensure ongoing compliance with COVID-19 controls 
· Welfare and cleaning arrangements are enhanced to ensure good hygiene levels are maintained 
· Home working is still considered where practical
· Arrangements are implemented so that everyone understands what to do in the event of a suspected or confirmed case of COVID-19
· They act as a single point of contact with PHE in the event of a COVID-19 outbreak in their department
Employees shall ensure that 

· They do not come to work if they show symptoms of COVID-19 until the period of self isolation identified in the risk assessment has expired
· They self isolate if advised to do so

· They comply with the controls identified in the risk assessment
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