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1. INTRODUCTION 

This Health and Safety Policy and the associated Safety Guidance have been prepared to 
manage the hazards and risks presented by all operations and employees of the Adler and 
Allan Group. A list of current company sites is maintained on the company intranet system.  
This document contains our Health and Safety Policy Statement as required by the Health and 
Safety at Work Act 1974 and it defines our organisation, responsibilities, arrangements and 
rules for managing health and safety hazards and risks associated with our business, premises 
and activities. 
 
Adler and Allan Ltd are committed to managing health and safety effectively to protect our 
employees and others with whom we interact from ill health, injury or loss. This commitment 
extends to maintaining security of premises, equipment and information, protecting the 
environment, conservation of clients resources and avoiding property damage. We recognise 
that we have not only a moral and legal duty but also that our employees are our greatest 
asset. Our scope is the provision of oil and environmental services and we operate in a wide 
range of environments, many of which are hazardous, such as petrol forecourts, electrical 
distribution sites, refineries, airside, trackside, aquatic and marine environments. Therefore 
we recognise the importance of providing industry recognised accredited training to protect 
our personnel and those affected by their activities. Such training may include Distribution 
Network Operators (DNOs), CITB CSCS, CPCS and SPA UK PIA and CCNSG Passports to name a 
few. 
 
Our Health and Safety Policy Statement sets out our commitment and the objectives we 
aspire to in managing health and safety. It is signed by the most senior person in our 
organisation to demonstrate that our commitment is led from the top. Our approach to 
managing health and safety will be pragmatic and proportionate and will be prioritised 
according to risk with the objective of maintaining continuous improvement. We accept that 
we cannot eliminate risk from everything we do but we can manage risk in such a way that 
exposure to hazards is controlled as far as is reasonably practical. We recognise that 
improvement in health and safety will not happen by chance and that planning to manage 
using a systematic approach through risk assessment is a necessary first step and an ongoing 
process. In moving forwards we will wherever possible eliminate risk through selection and 
design of buildings, facilities, equipment and processes. Where risks cannot be eliminated 
they will be minimised by the use of physical controls or, as a last resort, through systems of 
work and personal protection. 
 
Various indicators will be utilised to monitor health and safety performance. These will be 
used to remedy any shortfalls in arrangements and also to identify opportunities for further 
improvement. The results of our measurement will be recorded and used to shape efforts to 
achieve continuous improvement and will form one of the most important inputs to reviews 
of our management system. This system aims to ensure compliance with legal and other 
requirements to which the business subscribes and reflects the requirements of OHSAS 
18000/ISO 45001 and will be subjected to third party audit. 
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POLICY REVIEW AND AMENDMENT 
 
Based on our performance measurement in the form of accident monitoring, internal 
monitoring and external audits we will review our health and safety arrangements 
periodically and at least annually. Review of this Policy and the associated guidance will be 
considered when events question its pertinence and on changes to organisation, 
arrangements, introduction of new technology, development of best practice or external 
expectations. This Health and Safety Policy will be reviewed annually by the Group H&S 
Manager and will be authorised by the Executive Chairman. Our Health and Safety Managers 
and Advisors are all appointed Competent Persons as defined in Regulation 7 of the 
Management of Health and Safety at Work Regulations 1999 and all efforts shall be 
maintained to ensure co-operation and co-ordination across the function. This Policy 
document will be controlled by the Group H&S Manager and reviews and any information on 
associated amendments shall be recorded below. All amendments will consider the wider 
impact upon our operation and on our clients and other interested parties. 
 
POLICY REVIEW AND AMENDMENT RECORD 
 

Date 
Secti

on 
Ref / Title Details of review / amendment 

29/11/12 All H&S Policy Policy issued in revised format. 

27/11/13 All H&S Policy 
Annual review, minor amendments to correct typographic errors and 
reflect organisational changes. 

27/11/14 All H&S Policy 
Annual review, inclusion of E&S and AJ Bayliss and minor amendments 
to correct typographic errors and reflect organisational changes. 

23/04/15 3 H&S Policy 
Organisation chart updated to reflect appointment of N Horler as 
Chairman. 

20/10/15 All H&S Policy 
Policy reviewed to incorporate requirements of OHSAS 18000 and 
include objectives. 

12/10/16 All H&S Policy 
Annual review with minor typographic error corrections, inclusion of 
WES and update of objectives. 

05/04/2017 All H&S Policy Inclusion of Managing Director, minor improvements and clarifications. 

18/01/2018 All H&S Policy 
Executive Team changes, addition of OHES, removal of AJ Bayliss and 
minor additions / improvements / clarifications. 

09/05/2018 All H&S Policy Executive Team changes and Policy Statement update. 

30/4/2019 All H&S Policy 

General update and changes made to incorporate the following; 
Alignment as one business, inclusion of 45001, change from compliance 
to SHEQ Team, role/title changes to align with revised structure, current 
initiatives. 

 
DOCUMENT CONTROL 
 
Electronic copies of this Policy and associated guidance shall be maintained on the company 
intranet website. All hardcopies shall note the revision date but shall be considered as 
uncontrolled documents. Any amendments made to the Policy and associated guidance will  
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be brought to the attention of all personnel via suitable means including display at permanent 
sites and availability on the company intranet website. 
 
DISTRIBUTION 
 
This policy shall be made available to all employees and other interested parties via bid 
proposals, posting in a prominent position at all permanent and semi-permanent work sites. 
This policy should be brought to the attention of all new employees during their induction 
and revisited upon a change or role to ensure that they remain aware of their responsibilities 
and the Company’s expectations from them. 
 
GUIDANCE AND LEGISLATION 
 
Guidance on health and safety issues and compliance should be raised with line management 
in the first instance, with additional support being sought from a member of the Health and 
Safety Department as required. Should specialist knowledge be required the Health and 
Safety Manager should be contacted. Where it is identified that external advice or guidance 
is required the Health and Safety Manager shall seek appropriate support. Health and Safety 
Executive guidance and Approved Codes of Practice can be accessed free of charge via the 
HSE website (http://books.hse.gov.uk/hse/public/home.jsf). Legislation is available on the 
Office of Public Sector Information website  (http://www.legislation.gov.uk/). 
 
FORMS 

Relevant forms and templates associated with the management of health and safety within 
the group are available via the company intranet which can be accessed via 
(http://intranet.adlerandallan.co.uk/). 
RISK AND COMPLIANCE REGISTERS 
The SHEQ team will develop and maintain registers of the hazards and risks posed by the 
company’s operations and the legal and other requirements that must be observed and 
achieved. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://books.hse.gov.uk/hse/public/home.jsf
http://www.legislation.gov.uk/
http://intranet.adlerandallan.co.uk/
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2. SAFETY POLICY STATEMENT 

ALTH AND SAFETY POLICY STATEMENT 
The management of Adler and Allan recognises that it has a duty of care towards protecting 
the health and safety of its employees and others who may be affected by the company’s 
activities by preventing injury and ill health, and that managing health and safety is a business 
critical function. 
 
In order to discharge its responsibilities, the management will: 
 

 bring this Policy Statement to the attention of all employees 

 carry out and regularly review risk assessments to identify proportionate and pragmatic 
solutions to reducing risk 

 communicate and consult with our employees on matters affecting their health and safety 

 comply fully with all relevant contractual and legal requirements, codes of practice and 
regulations at International, National and Local levels 

 set objectives in support of continuous improvement and implement appropriate 
programmes 

 eliminate risks to health and safety, where possible, through selection and design of 
materials, buildings, facilities, equipment and processes 

 encourage staff to identify and report hazards so that we can all contribute towards 
improving safety 

 ensure that emergency procedures are in place at all locations for dealing with health and 
safety issues 

 maintain our premises in good order and provide and maintain safe plant and equipment 

 only engage contractors who are able to demonstrate due regard to health & safety matters 

 provide adequate resources to control the health and safety risks arising from our work 
activities 

 provide adequate training and ensure that all employees are competent to undertake their 
assigned tasks and satisfy client expectations 

 provide an organisational structure that defines the responsibilities for health and safety 

 provide appropriate information, instruction and supervision for employees 

 regularly monitor performance and revise policies and procedures to pursue a programme 
of continuous improvement 

 where risks cannot be eliminated they will be minimised by substitution, safe systems of 
work, the use of physical controls or as a last resort the use of personal protective 
equipment 

 transition to ISO 45001 Occupational Health and Safety management system 
 

This Health and Safety Policy will be reviewed at least annually and revised as necessary to 
reflect changes to the business activities and any changes to legislation. Any changes to the 
Policy will be brought to the attention of all employees. 

Signed: Bob Contreras 

 

Position: Executive Chairman        Dated:       May 2019 



 

Page 7 of 28 
 

 
 
 

3. ORGANISATION FOR HEALTH AND SAFETY AND RESPONSIBILITIES 

 
SAFETY ORGANISATION 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
The overall accountability for health and safety rests at the highest management level. 
However, it is the responsibility of each and every employee to co-operate in providing and 
maintaining a safe place of work and safe systems of work. All personnel have a direct 
responsibility to draw attention to any shortfalls in our approach and controls. 
 
This policy allocates responsibilities to line managers to provide a clear understanding of each 
individuals’ areas of accountability in controlling factors that could lead to ill health, injury or 
loss. Managers are required to provide clear direction and accept responsibility to create and 
nurture a positive attitude and culture towards health and safety. 
 
The following positions have been identified as having key responsibilities for the 
implementation of our health and safety arrangements: 
 

Board of Directors 
Executive Chairman 
Group Operations Director 
Group H&S Manager 
Managers 
Supervisors 
Health and Safety Managers and Advisors 
Fire Wardens and First Aiders 
Employees 
Contractors 
 

 

Bob Contreras  
Executive Chairman 

Directors 

Managers 

Operational 
Personnel 

SHEQ Team 

Regulatory 
Authorities 
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Board of Directors 
 
The Board of Directors led by the Executive Chairman have ultimate responsibility for health 
and safety within Adler and Allan but discharge this responsibility through the Group 
Operations Director down to Individual Directors, Managers, Supervisors and other 
Employees. 
 
The Board has nominated the Group Operations Director to have special responsibility for 
health and safety. 
 
The Board will ensure that: 
 

 they will lead by example in developing a positive health and safety culture throughout the 
organisation and its operations 

 all its decisions reflect its health and safety intentions 

 adequate resources are made available for the implementation of this policy 

 they promote the active participation of workers in improving health and safety 
performance 

 they will review the health and safety performance of the company on an annual basis 

Executive Chairman 
 
The Executive Chairman has overall accountability for ensuring our compliance with health 
and safety legislation but delegate’s authority for implementation to the Group Operations 
Director. 

 

The Executive Chairman will ensure that: 
 

 our Health and Safety Policy is implemented, monitored, communicated effectively, 
reviewed and amended as required 

 a health and safety plan of continuous improvement is created and that senior management 
monitor progress against agreed targets and objectives 

 suitable and sufficient resources in terms of funds, people, time, materials and equipment 
are provided to meet all health and safety requirements 

 senior management designated with health and safety responsibilities are provided with 
support to enable health and safety objectives to be met 

 a positive health and safety culture is promoted and that senior management develop a 
proactive safety culture which will permeate into all activities undertaken and reach all 
personnel 

 a system of communication and consultation with employees is established 

 effective training programmes have been put in to place 

 an annual review of the safety performance and the implementation of this policy is 

undertaken 
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Group Operations Director 
The Group Operations Director has overall responsibility for ensuring our compliance with 
health and safety legislation. 

 

The Group Operations Director will ensure that: 
 

 our Health and Safety Policy is implemented, monitored, communicated effectively, 
reviewed and amended as required 

 a health and safety plan of continuous improvement is created and that senior management 
monitor progress against agreed targets and objectives 

 suitable and sufficient resources in terms of funds, people, time, materials and equipment 
are provided to meet all health and safety requirements 

 senior management designated with health and safety responsibilities are provided with 
support to enable health and safety objectives to be met 

 a positive health and safety culture is promoted and that senior management develop a 
proactive safety culture which will permeate into all activities undertaken and reach all 
personnel 

 a system of communication and consultation with employees is established 

 an annual review of the safety performance and the implementation of this policy is 

undertaken 

 competent persons are appointed to provide health and safety assistance and advice 

 an adequate system of maintenance exists and operates to keep premises, plant and work 
equipment in a safe condition 

 statutory examinations are planned, completed and recorded 

 there is effective communication and consultation with staff on health and safety issues 

 a training programme is established to ensure staff are competent to carry out their 
allocated work in a safe manner 

 safe systems of work are developed, implemented and monitored 

 accidents, ill health and 'near miss' incidents at work are recorded, reported and 
investigated in a proportionate manner 

 safety issues raised are thoroughly investigated and, when necessary, further effective 
controls implemented and communicated to staff 

 contractors engaged are reputable, suitably resourced, can demonstrate effective health 
and safety management and are made aware of relevant local health and safety rules and 
procedures 

 effective contingency plans are in place with a designated competent person in charge of 
the planning and control measures for situations potentially involving imminent danger 

 health and safety objectives are set and their achievement is monitored and reported 
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Group H&S Manager 
 
The Group H&S Manager is assigned with authority for day to day implementation of our 
systems and achievement of compliance. Working with the Group Operations Director to 
ensure effective and efficient utilisation of resources to achieve the aims of this policy, with 
an input to longer term strategy to ensure continuous improvement. 
 
They will ensure that: 
 

 our Health and Safety Policy is implemented, reviewed and amended to reflect changes in 
performance and expectations 

 a health and safety plan of continuous improvement is created and that senior management 
are provided with accurate and timely information to allow progress against agreed targets 
and objectives to be monitored 

 resources provided to achieve compliance and implement our systems are effectively 
applied 

 effective communication is maintained with external interested parties 

 competent persons are appointed to provide health and safety assistance and advice 

 systems of maintenance are implemented to keep premises, plant and work equipment in a 
safe condition 

 statutory examinations are planned, completed and recorded as required 

 communication and consultation with staff on health and safety issues is effective 

 a training programme is implemented to ensure staff are competent to carry out their 
allocated work in a safe manner 

 safe systems of work are developed, implemented and monitored 

 accidents, ill health and 'near miss' incidents at work are recorded, reported and 
investigated in a proportionate manner 

 safety issues raised are thoroughly investigated and, when necessary, further effective 
controls implemented and communicated to staff 

 contractors engaged are reputable, suitably resourced, can demonstrate effective health 
and safety management and are made aware of relevant local health and safety rules and 
procedures 

 effective contingency plans are in place with a designated competent person in charge of 
the planning and control measures for situations potentially involving imminent danger 

 health and safety objectives are set and their achievement is monitored and reported 
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Managers 
 
Each Manager will ensure that in their areas of control: 
 

 they actively lead the implementation of our Health and Safety Policy 

 they supervise their staff effectively to ensure that they work safely, providing increased 
supervision for new and young workers 

 safe systems of work are developed and implemented 

 risk assessments are completed, recorded, implemented and regularly reviewed 

 accidents, ill health and 'near miss' incidents at work are reported, recorded and 
investigated in proportion to their potential outcome 

 they communicate and consult with staff on health and safety issues and facilitate 
communication of at least four toolbox talks for each operational employee monthly 

 they encourage staff to report hazards and raise health and safety concerns 

 safety training for staff is identified, undertaken and recorded to ensure staff are competent 
to carry out their work in a safe manner 

 issues concerning safety raised by anyone are thoroughly investigated and, when necessary, 
further effective controls implemented 

 premises, plant and work equipment are maintained in a safe condition statutory 
examinations are planned, completed and recorded 

 appropriate personal protective equipment is provided, staff instructed in its correct use, 
care and limitations and that associated records are maintained 

 adequate arrangements for fire safety and first aid are established and maintained 

 any safety issues that cannot be dealt with are referred to the Health and Safety function for 
action 

 welfare facilities provided are adequate and are maintained in a satisfactory state 

 hazardous substances are stored, transported, handled and used in a safe manner according 
to manufacturers' instructions and established rules and procedures 

 health surveillance is carried out where identified by risk assessments and associated 
records are maintained 

 contractors engaged are reputable, can demonstrate a good health and safety record, are 
adequately resourced and are made aware of relevant local health and safety rules and 
procedures 

 appropriate health and safety notices are displayed 

 agreed safety standards are maintained particularly those relating to housekeeping 

 health and safety rules are understood and followed by all 

 report performance on a monthly basis as required, in a timely fashion 

 test emergency plans at least annually and implement improvements where shortfalls are 
identified 

 undertake at least one audit each month 

 record and report on each monthly audit (Operational Managers only) 
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Supervisors 
 
The Supervisors will ensure that in their areas of control: 
 

 they implement this Health and Safety Policy 

 they supervise their staff effectively to ensure that they work safely, providing increased 
supervision for new and young workers 

 they communicate and consult with staff on health and safety issues and assist in 
communicating a least four toolbox talks for each operational employee monthly 

 health and safety rules are followed by all  

 undertake at least two audits each month 

 record and report each monthly audit (Operational Supervisors only) 

 they encourage staff to report hazards and raise health and safety concerns 

 issues concerning safety raised by anyone are thoroughly investigated and, when 
necessary, further effective controls implemented and communicated to staff 

 any safety issues that cannot be dealt with are referred to a senior manager for action 

 safety training for staff is identified, undertaken and recorded to ensure they are 
competent to carry out their work in a safe manner 

 safe systems of work are developed and implemented 

 accidents, ill health and 'near miss' incidents at work are reported, recorded and 
investigated in proportion to their potential outcome  

 personal protective equipment is readily available and maintained, and relevant staff are 
aware of the correct use of this, its limitations and the procedures for care and 
replacement 

 hazardous substances are stored, transported, handled and used in a safe manner 
according to manufacturers' instructions, COSHH risk assessments and established rules 
and procedures 
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Health and Safety Managers and Advisors 
 
Health and Safety Managers and Advisors shall maintain their professional standing and 
ensure that their knowledge of legislation, other requirements and accepted good practice 
remains current. 
 
The Health and Safety Managers and Advisors will ensure that: 
 

 management are advised of relevant changes in health and safety legislation, codes of 
practice, industry standards and established best practice 

 risk assessment requirements are co-ordinated and the implementation of any action 
required is monitored 

 risk assessments are reviewed regularly and any changes are brought to the attention of 
staff who may be affected 

 regular meetings are held where health and safety issues can be discussed, progress made 
against objectives and plans monitored and actions decided 

 provide advice on health and safety training requirements and competency 

 Where appropriate deliver both informal and formal training sessions to facilitate the 
development of competency across the group 

 notifiable accidents, dangerous occurrences or diseases are reported to the Enforcing 
Authorities in good time 

 assist operational Managers in investigating and recording accident investigations 

 contact with external organisations such as the emergency services is co-ordinated 

 health assessment requirements are identified and advised to management 

 the schedule of statutory examinations of plant and equipment is maintained 

 opportunities to improve our systems are identified and acted upon 
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Fire Wardens and First Aiders 
 
Trained Fire Wardens will ensure that in their designated area of responsibility that they: 
 

 Monitor the general fire safety precautions of the area they have been allocated 

 Check corridors and walkways to ensure combustible materials are not stored there 

 Ensure safe storage of flammable materials 

 Enforce measures taken to achieve compliance with applicable legislation 

 Monitor escape routes to see they are kept free of obstructions 

 Check that fire doors are not tied, propped or wedged open 

 Check that final exit doors are not obstructed 

 Check that extinguishers are where they should be and no obvious misuse or defect has 
occurred 

 Bring shortfalls in arrangements to the immediate attention of their Line Manager 

 
When the fire alarm sounds they shall: 
 

 Ensure that the emergency services are contacted without delay 

 If the fire is in their area of responsibility and they are trained to do so, try to extinguish the 
fire, using an appropriate fire extinguisher, without putting themselves at risk 

 Without putting themselves at risk, sweep through their allocated area, verbally encouraging 
staff to leave via the nearest fire escape route, while moving toward the designated fire exit, 
but not delaying their own escape unduly 

 If there are signs of fire in a room (e.g. smoke coming out around the door), note the fact but 
do not enter or open the door 

 Only if there is no immediate danger, ensure that all windows and doors are closed on their 
way to the exit 

 The fire warden should normally be the last person out of the building, checking all accessible 
rooms including toilets and offices to make sure staff have evacuated the area or in case 
someone is waiting for assistance to evacuate 

 Report to the senior manager at the fire assembly point, to report any signs of fire in their 
area, to report if anyone is at risk or to advise their area is clear 

 Prevent re-entry of personnel into the affected facility until it has been deemed safe to do so 

 To take part in any post-alarm de-briefing to identify any shortcomings in the fire evacuation 
procedures 

 Wardens are not expected to unnecessarily delay their own exit from the building or to 
jeopardize their own safety at any time 

 Assist in testing emergency arrangements annually 

 
Trained First Aiders will ensure that in their designated area of responsibility that they: 
 

 Monitor and maintain the resources provided and ensure that relevant personnel are aware 
of their role 

 Bring shortfalls in arrangements to the immediate attention of their Line Manager 

 Make and retain suitable records of treatment and advice provide and ensure that the 
requirements of our Incident, Accident and Near Miss Guidance are achieved 
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All Employees 
 
All employees must: 
 

 take reasonable care of their own safety 

 take reasonable care of the safety of others affected by their actions 

 co-operate with the company to allow legal duties and other imposed requirements to be 
effectively discharged 

 observe all safety rules 

 comply with this health and safety policy and associated guidance, risk assessments, method 
statements and procedures and bring shortfalls in arrangements to the attention of their 
supervisor 

 conform to all written or verbal instructions given to them to ensure their personal safety 
and the safety of others 

 dress sensibly and safely for their particular working environment or occupation 

 conduct themselves in a professional manner in the work place and refrain from any antics 
or pranks 

 maintain and use all safety equipment and/or protective clothing as directed, in line with its 
intended use and as trained 

 avoid any improvisations of any form which could create an unnecessary risk to their 
personal safety and the safety of others 

 maintain all equipment in good condition and report defects to their supervisor 

 Only use plant and equipment for which they are trained and competent 

 report any safety hazard or malfunction of any item of plant or equipment to their 
supervisor 

 report all accidents and near misses to their supervisor without delay, whether an injury is 
sustained or not 

 attend as requested any health and safety training course 

 observe all laid down procedures for processes, materials and substances used 

 observe the fire evacuation procedure and the position of all fire equipment and fire exit 
routes 
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Contractors 
 
All contractors must: 
 

 take reasonable care of their own safety 

 take reasonable care of the safety of others affected by their actions 

 observe the safety rules 

 submit their health and safety policy and relevant risk assessments to us for review 

 comply with and accept our health and safety policy, if they do not have one 

 conform to all written or verbal instructions given to them to ensure their personal safety 
and the safety of others 

 dress sensibly and safely for their particular working environment or occupation 

 conduct themselves in an orderly manner in the work place and refrain from any antics or 
pranks 

 maintain and use all safety equipment and/or protective clothing as directed, in line with its 
intended use and as trained 

 avoid any improvisations of any form which could create an unnecessary risk to their 
personal safety and the safety of others 

 maintain all equipment in good condition and report defects to their supervisor  

 Only use plant and equipment for which they are trained and competent 

 report any safety hazard or malfunction of any item of plant or equipment to their 
supervisor who shall inform our personnel in turn 

 report all incidents to their supervisor and to us whether an injury is sustained or not 

 attend as requested any health and safety training course 

 observe all laid down procedures for processes, materials and substances used 

 observe the fire evacuation procedure and the position of all fire equipment and fire exit 
routes 
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4. HEALTH AND SAFETY ARANGEMENTS 

 
The identification of hazards, assessment of the risks that these hazards pose and pragmatic 
and proportionate implementation of control measures to combat the risks we face is 
fundamental to successful health and safety management. These processes can be used to 
safeguard everyone affected by our operations including our employees, clients, contractors, 
visitors and the public. This includes the provision of a workplace or safe place of work at our 
depots, offices and work sites and also extends to company provided travel arrangements.  
 
This policy and the systems that support its implementation have been developed to satisfy 
the requirements of OHSAS 18001/ISO 45001 and this standard is used as a basis for our 
systems. The company is committed to successful implementation of this policy and 
maintaining third party approval of our health and safety management system. 
 
It is acknowledged that the organisation already operates Environmental and Quality 
Management Systems and where appropriate common elements will be shared in the 
interests of efficiency and consistency of approach. 
 
Planning 
 
Planning is an essential consideration for all elements of our health and safety management 
system to ensure that it effectively; 
 

 Controls risks; 

 Reacts to changing demands, and 

 Sustains a positive culture. 
 

Effective planning is concerned with prevention through identifying, eliminating and 
controlling hazards and risks. This can be a relatively simple process when dealing with 
immediate physical hazards but it is equally important to consider longer term health risks, 
which might only become apparent after a long latency period. It is recognised that the people 
exposed to hazards and risks are often the best placed to provide input to such planning 
processes. 
 
Hazard identification, risk assessment and determining controls 
 

Hazard identification, pragmatic and proportionate assessment of the risks posed and the 
identification and implementation of effective controls are fundamental to provide safe 
conditions for our workforce, our clients and all others affected by our operations and 
activities.  
 
A hazard is by definition something with the potential to cause harm in terms of injury or ill 
health. Hazard identification is a straightforward process whereby consideration is given to 
the hazards presented by our and others activities (routine and occasional), tasks, materials,  
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substances, equipment and working environments. By its very nature hazard identification 
should be used primarily as a predictive tool rather than as a reactive process.  
 
Another source of information on hazards is provided by loss history. Our organisations 
history provides valuable information on the hazards that have historically proven 
problematic and the statistics reported by the Health and Safety Executive give an insight into 
the national picture.  
 
Once the hazards that we face have been identified we can assess the risk that they present 
by considering who they are potentially going to harm and the likelihood and severity of any 
such injury or ill health. Length and frequency of exposure obviously affect the level of risk as 
do the measures taken to control the risks. It must be noted that some control measures are 
much more effective than others and we must be mindful of this when planning to control 
risks. The following hierarchy must be applied when selecting control measures; 
 

Most effective  
Eliminate 

  
Reduce / Substitute 
 
Isolate / Engineering Controls 
 
Control 
 
Protective Clothing / Devices 

 
 
Least effective 

 
Discipline / Rules 
 

 
Priority must be given to passive controls over active and collective over individual. A passive 
collective measure such as edge protection protects many without being actively “turned on”. 
Active individual measures, such as fall arrest harnesses can still be a suitable option but only 
protect one individual and must be correctly used to afford full protection. Consideration 
must also be given to human behaviour and individual capabilities which offer some insight 
into why some controls prove much more effective than others. 
 
The SHEQ Team will maintain a Risk Register which identifies anticipated hazards, the risks 
that they pose and the control measures that the company has identified. Consideration will 
be given to prioritisation of risks on the basis of likelihood of exposure and severity of harm 
and the potential effectiveness of the identified controls. This assessment will be revisited 
periodically when its accuracy is brought into question by events and at least annually to 
ensure that it remains pertinent to ongoing operations. RAMS Guidance is provided to assist 
operational personnel in developing suitable and sufficient risk assessments and method 
statements for individual tasks and activities. 
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Legal and other requirements 
 
The SHEQ Team maintains a register of legal requirements from a health and safety 
perspective. This register is one source of information that is utilised to ensure that the scope 
and content of this management system are and remain pertinent. This register is reviewed 
as necessary and at least annually and is used to identify subject areas that would benefit 
from the development of additional controls including company specific guidance. 
Legislation, learned body guidance, manufacturers / importers information, HSE guidance and 
HSE approved codes of practice are all used as sources of information when establishing the 
legal register and in developing in house guidance.  
 
Similar registers shall be maintained to ensure appropriate consideration is given to 
compliance requirements of other systems and expectations placed upon the company such 
as accreditations and insurances.  
 
Periodic reviews of the Risk Register will consider the legislative and voluntary aspects of 
compliance when amendments become necessary.  
 
It should be noted that access to legislation and other information sources may rely upon 
electronic access to external sources rather than maintenance of a hard copy library. 
 
Details relating to contractual agreements and requirements are maintained by the Sales and 
Marketing function who seek advice and guidance from the Group Operations Director on 
specific client requirements and compliance issues. 
 
Objectives and programme 
 

Planning, monitoring, review and assessment activities all provide an input to the process of 
establishing and prioritising objectives and the actions necessary to ensure their delivery or 
achievement. Annual objectives are established and documented during the management 
review process and reflect the effectiveness of the health and safety management system, 
performance achieved, areas of concern, areas requiring corrective action or improvement 
and client initiatives. It is appreciated that the dynamic nature of the business, the services it 
provides and the clients it supports will necessitate the introduction of additional objectives 
from time to time.  
 
Current Objectives 
 

 Implement an effective H&S monitoring and inspection process to assist with 
identifying trends and overall improvements 

 Develop and revised training matrix so as to ensure people have necessary skills 
knowledge, training and experience to carry out their work safely 

 Target zero harm and losses within the business by implementing suitable KPI’s 
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 Improve overall culture on a journey to H&S excellence though implementation of 
suitable initiatives and engagement programs which promote a positive and “just” 
culture 

 
Functional Managers will consider the overriding health and safety objectives of the business 
and will, with their teams, develop and document their own local objectives in support of 
these (and this policy) for the personnel under their control.  
 
Development Programme 
 
The Group H&S Manager will maintain and periodically review a development plan to track 
progress against annual and additional objectives and other improvement activity.  
 
The status of key activities will be reported to the senior management of the organisation on 
a monthly basis to ensure timely consideration of both progress and resources.  Key 
performance indicators (KPI’s) will be established for critical measures and will be tracked to 
ensure attainment or identify issues in achievement. 
 
Management arrangements 
 
Our arrangements for the management of health and safety are defined for critical roles in 
the organisation section of this policy and form a significant part of everyone’s 
responsibilities.  
 
Implementation and operation 
 
The management structure, resources and processes within the organisation have been 
established to ensure effective; 
 

 Establishment and operation of our health and safety arrangements 

 Promotion of a collaborative approach between functions and levels 

 Provision of effective communication 

 Attainment and retention of a competent workforce at all levels 

 Provision of clear and visible proactive health and safety leadership 

 Continual improvement 

 
Competence, Training and Awareness 
 
Competence is the achievement and maintenance of an appropriate level of experience, 
education or training, ability and knowledge. All employees have an impact upon the 
implementation and performance of this management system and securing safe and healthy 
conditions and the competence of individuals in their allocated duties is critical to this. Any 
gaps between the demands of a role and the competence of those undertaking it are 
addressed in the short term by application of an appropriate level of supervision and in the 
longer term with training, development and further assessment. 
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Inputs to this assessment from an individual perspective include the training undertaken, 
experience gained, knowledge of the subject, demonstration of aptitude or ability and 
observed behaviours. From a task perspective inputs to the assessment include legislative 
requirements, the risk review, risk assessments, established control measures, the criticality 
and complexity of the task, required attributes, the findings of near miss and incident 
investigations and training needs analysis. 
 
Competence assessment is particularly important before and immediately after appointment 
of new personnel or in changes of role and duties. This extends to temporary workers, visitors 
and contractors and efforts to establish competence should be proportionate to their 
exposure to and impact upon our risk burden. Existing personnel are reminded of their duty 
to revisit our health and safety policy and guidance to ensure that they understand and can 
comply with the requirements of any changes in their job role. 
 
Additional consideration will be given to competence of personnel assigned to; 
 

 Perform risk assessments and identify legal and other requirements 

 Perform exposure assessments 

 Undertake incident investigations 

 Undertake audits 

  
Due to the nature of our operations our organisation invests heavily in the provision of 
training. Competence assessments will be used to evaluate the effectiveness of the training 
provided and to ensure that it is delivered in a way which reasonably accommodates ability, 
literacy and language skills and is proportionate to the responsibility and impact upon risks 
that each delegate holds, or is likely to attain. This affords trainers the opportunity to use 
appropriate methods to engage their audience and to apply differentiation in their 
assessment of delegates.  
 
Four fundamental areas will be covered by training programmes which address the needs of; 
 

 Personnel who are new to a role or site (induction and awareness) 

 Individuals who manage other employees (supervisory),  

 Senior managers, and 

 Skill / task / risk / environment based training. 

 
Communication, Participation and Consultation 
 
Communication is essential to ensure awareness and understanding of our expectations, 
hazards, risks, controls and developments as well as share good practices and lessons learnt. 
All formal communication relating to this management system will be channelled through the 
SHEQ Team and the Group H&S Steering Committee to ensure consistency and clarity of 
message and to allow understanding to be evaluated. All such communication shall consider 
the target audience and their needs and expectations, the most effective media or delivery 
methods and potential barriers to effective communication.  
 



 

Page 22 of 28 
 

 
 
It is accepted that health and safety is not perceived as the most dynamic and entertaining of 
subjects and traditional approaches have been legislative in nature and longwinded. Our 
approach to developing policy, guidance and manuals has developed to be less text intensive 
and more graphic and bullet point driven. This facilitates the needs of the busy reader and 
hopefully draws attention to the most significant information. Communication needs are 
summarised below; 
 

 Policies, guidance and manuals are formal in nature and are developed to remain pertinent 
for some time to come.  

 Some documentation is required to satisfy legislative duty. Such documents include risk 
assessments, safe systems of work and emergency plans. Although developed to achieve a 
statutory duty it should be noted that these are useful working documents and should assist 
efforts rather than hamper them. 

 Some communications are more progressive and temporary in nature such as newsletters, 
TBT’s, Safety Alerts and other such methods of sharing knowledge and awareness of issues, 
developments and progress toward objectives and targets.  

 Other communications rely primarily on verbal delivery and discussion such as inductions and 
task briefings. Considerable care is required when relying upon verbal methods to ensure that 
the message is unambiguous and not subject to misinterpretation. Non-verbal 
communication such as body language can have a distinct and unwanted impact upon the 
effectiveness of verbal communication. 

 Some communication is passive in nature relies solely upon signage to convey hazards, risks 
and controls. Accepted protocols are adopted for warning, mandatory and safe condition 
signage. This in itself is an acceptable method of communication but must be periodically 
reviewed to ensure that it remains both pertinent and legible. 

 
It must be remembered that communication is a two way process and can provide an insight 
into the thoughts, knowledge and experience of those with whom we communicate. This 
effectively forms the basis of consultation and should encourage the active and ongoing 
participation of our employees. This is of particular importance when considering; 
 

 Hazards, Risks and implementation of appropriate controls 

 Investigations 

 Development of new or revised policies and objectives 

 Development of new or revised arrangements and procedures, and 

 Changes that affect the health and safety of our employees through the introduction of new 
technologies, materials, methods, equipment, facilities or approaches. 

 
Accurate and timely communication with other parties such as contractors and those affected 
by our operations is important to ensuring understanding, consistency of approach and clear 
understanding and management of hazards, risks and controls. Similarly, consultation to bring 
unfamiliar, novel or amended situations to their attention is of vital importance. The nature 
that such consultations will take will be established at the start of the relationship and 
periodically thereafter to establish and maintain mutual understanding.  
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Documentation 
 
This Policy and the system that it describes will be documented, as needed, to ensure 
consistency of approach and effective communication of expectations. All documentation 
required to support the implementation and operation of the system shall be appropriate to 
the organisation and the needs of its employees and proportionate to the hazards and risks 
it aims to address and the complexity of the controls required.  
 
Control of Documents 
 
All documentation required to support the implementation and operation of the system shall 
be approved for adequacy prior to issue and any updates identified by reviews will similarly 
be reviewed before implementation. Where documentation is updated its issue status will be 
made clear and previous revisions shall be taken out of circulation. It should be noted that 
earlier revisions may need to be retained to demonstrate earlier arrangements and approach 
but appropriate measures must be taken to ensure that they are not inadvertently used.  
 
Operational Control 
 
The overriding aim of this management system is the systematic identification of hazards and 
the risks that they pose. This allows pragmatic and effective controls to be established and 
resources required to effectively implement them (including training) to be made available. 
Our systems are defined to provide, as far as possible, as consistent approach. This is 
hopefully reflected in the guidance that we develop to describe the hazards and risks that we 
face and define accepted control methods to effectively manage them. 
 
Emergency Preparedness and Response 
 
Emergency plans shall be developed and maintained to ensure that adequate resources are 
available should an emergency situation occur, that the impact is limited and that our 
personnel have a clear understanding of actions to be taken and their roles and duties. 
Emergency plans shall be tested periodically.  
 
Performance Measurement and monitoring 
 
Our systems and their implementation shall be subjected to checks and audits. Such checks 
shall range from safety tours undertaken by Directors and Senior Managers through Safety 
Team audits to local audits by operational Managers and Supervisors which form monthly 
targeted Depot KPI’s. 
 
Evaluation of Compliance 
 
Our Legal Register records the legislation that pertains to our operations and forms the basis 
of legal compliance audits and assessments. These shall be undertaken periodically based 
upon the nature of the requirement. It is recognised that some measures remain effective  



 

Page 24 of 28 
 

 
 
following initial implementation and some require more frequent assessment as they are 
more temporary in nature and therefore an annual plan shall be implemented and results 
made available and acted upon as appropriate. 
 
Incident Investigation, Nonconformity, Corrective Action and Preventive Action 
 
The company encourages the reporting of any and all health and safety issues and the 
Incident, Accident and Near Miss Guidance has been developed to ensure that the full benefit 
is gained from such reports. Existing procedures for reporting and managing nonconformity, 
corrective and preventative actions shall be utilised to avoid repetition or duplication of core 
procedures.  
 
Control of Records 
  
Documentation includes all elements of the system designed to implement our requirements 
and records form an important element of our documentation. Records are of significant 
importance as they demonstrate the implementation of our system and reflect the 
performance that we achieve and play a vital role in establishing areas which would benefit 
from improvement. Existing procedures shall be utilised to avoid repetition or duplication of 
core procedures. 
 
Internal Audits 
 
Systematic assessment of the effectiveness of our procedures and approach are essential to 
ensuring that we achieve our aims and objectives and continuous improvement. Audit Plans 
shall be maintained to allocate auditors to system elements or sites. Auditors shall be 
assigned who are suitably independent of the subject of the audit to ensure that an 
appropriate level impartiality is maintained.  
  
Management Review  
Management reviews shall be undertaken at least annually at both board and Local levels. 
The Board Management Review aims to assess the overall suitability and performance of our 
systems across the company and to set objectives which will impact positivley on future 
performance whilst maintaining compliance. Local Management Reviews aim to review on a 
more focused basis and to develop objectives which support the achievement of the wider 
businesses objectives. 
 

5. HEALTH AND SAFETY RULES 

 
This section of our Health and Safety Policy specifies the rules laid down for the attention of 
all employees and contractors. These rules are prepared in accordance with legal 
requirements and acknowledged safe working practices. In addition to the legal duty imposed 
upon employees to comply with these rules, failure to observe them will be considered to be 
a breach of the contract of employment and will result in disciplinary action being taken. 
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Employees are reminded that a breach of health and safety legislation by an employee is a 
criminal offence and action taken by an Enforcing Officer against an individual may result in 
prosecution and substantial penalties which may include fines, imprisonment or both. 
 
Safety rules may vary depending upon the nature of work and the circumstances therefore 
the overriding requirement is that employees are expected to act in a sensible manner and 
adhere to verbal instructions given by Management. Where client or specific site rules exist 
in parallel to these rules, the more arduous rule will prevail. 
 
General 
 

 It is the duty of all employees to co-operate with management in fulfilling our legal 
obligations in relation to health and safety. 

 Employees must not intentionally or recklessly interfere with anything provided in the 
interests of health, safety or welfare. 

 Employees are required to notify management of any unsafe activity, item or situation. 

 
Working Practices 
 

 Employees must not operate any item of plant or equipment unless they have been trained 
and authorised. 

 Employees must make full and proper use of all equipment guarding, safety features, PPE 
and RPE. 

 Employees must not clean any energised or moving item of plant or equipment. 

 Employees under the age of 18 years must not operate any item of plant or equipment 
unless they have received sufficient training or are under the direct supervision of a 
competent person. 

 Employees must not make any repairs or carry out maintenance work of any description 
unless authorised to do so. 

 Employees must store, handle, use and transport all substances, chemicals, liquids etc, in 
accordance with the training they have received and all written instructions. 

 Employees must be suitably trained to undertake their job role and should co-operate fully 
in attaining any client required qualifications.  

 Employees must give due consideration to manual handling tasks associated with their work 
activities. 

 Employees must not smoke except in prescribed areas. 

 
 
Safety Signs and Notices 
 

 Employees must comply with all hazard / warning / prohibition / mandatory / safe condition 
signs and notices displayed in places of work. 

 
Working Conditions / Environment 
 

 Employees must make proper use of all equipment and facilities provided to control working 
conditions / environment. 
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 Employees must keep stairways, passageways and work areas clear and in a clean and tidy 
condition. 

 Employees must dispose of all rubbish, scrap and waste materials within the working area, 
using the facilities provided. 

 Employees must clear up any spillage or liquids within the work area in the prescribed 
manner. 

 Employees must deposit all waste materials and substances at the correct disposal points 
and in the prescribed manner. 

 Employees must give due consideration to slip and trip hazards introduced by their 
activities. 

 Employees must always make sure their work area is cordoned off where needed to protect 
themselves, other site users and the public. 

 
Protective Clothing and Equipment 
 

 Employees must use all items of protective clothing / equipment provided as instructed. 

 Employees must store and maintain protective clothing / equipment in the approved 
manner. 

 Employees must report any damage, deterioration, loss, fault or unsuitability of protective 
clothing / equipment to their supervisor. 

 
Fire Precautions 
 

 Employees must familiarise themselves with site emergency plans and raise the alarm when 
required 

 Employees must comply with all laid down emergency procedures. 

 Employees must not obstruct any fire escape route, fire equipment or fire doors. 

 Employees must not misuse any safety or firefighting equipment provided. 

 Employees must report any use of fire fighting equipment to their supervisor. 

 
Accidents 
 

 Employees must seek medical treatment for work related injuries they receive by contacting 
a designated first aider. All incidents must be reported as soon as possible without 
compromising prompt first aid or medical treatment. 

 Employees must ensure that any accident or injury treatment is properly recorded in the 
Accident Book or Accident / Incident Form. 

 Employees must co-operate fully with reporting and investigation processes and must offer 
all and any information and material facts relating to incidents. 

 

 Employees must notify management of any incident in which damage is caused to 
equipment, materials or property. 

 Further information is available in the company’s Incident, Accident and Near Miss 
Guidance. 
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Health 
 

 Employees must report to management in writing any medical condition or medication 
which could affect the safety of themselves or others. 

 Employees must co-operate with management on the implementation of medical and 
occupational health provisions. 

 
Employer's Transport 
 

 Employees must carry out prescribed checks of company vehicles prior to use and in 
conjunction with the laid down checking procedures. 

 Employees must not drive or operate any vehicles for which they do not hold the 
appropriate driving licence or permit. 

 Employees must not carry unauthorised passengers or unauthorised loads. 

 Employees must not use vehicles for unauthorised purposes. 

 Employees must not load vehicles above the stated capacity. 

 Employees must not drive or operate vehicles whilst suffering from a medical condition, 
illness or treatment that may affect their driving or operating ability. 

 Employees must observe site and highway rules. 

 
Site Safety Rules 
 

 All employees visiting or resident on site must ensure they are aware of, and comply with, 
the prevailing site safety rules including the emergency evacuation procedures as laid down 
by the Principal Contractor or Site Manager. 

 All employees must attend the site induction programme before entering the site. 

 All employees must ensure they are aware of the fire prevention measures for the site 
including the procedure for reporting fires, as designated by the Principal Contractor or Site 
Manager. 

 Employees must ensure they are aware of the first aid facilities available on site and the 
location of the Accident Book which must be used to report an accident in addition to our 
own Accident Record and associated procedures. 

 Employees must inform their Supervisor / Manager when going to site, for what purpose, 
and when they are expected to return. 

 If required by works rules, employees must sign in at the contractors’ site office and obtain a 
‘permit to work’ or a ‘clearance to work’ prior to commencing tasks. 

 Employees must make full use of the personal protective equipment provided as identified 
in site rules and associated risk assessments. 

 Proper routes and gangways must be used at all times, avoiding unauthorised short cuts. 

 Employees must wear safety footwear, high visibility clothing, safety helmet and any other 
PPE or RPE as directed or as required by the Principal Contractor or Site Manager. 

 Employees must observe and obey all safety signs. 

 
Rules Covering Gross Misconduct 
 
An employee will be subject to the company disciplinary and grievance procedure and may 
be liable to summary dismissal if they are found to have acted in any of the following ways: 
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 A serious or wilful breach of Safety Rules. 

 Unauthorised removal or interference with any guard or protective device. 

 Unauthorised operation of any item of plant or equipment. 

 Unauthorised removal of any item of first aid equipment. 

 Wilful damage to, misuse of or interference with any item provided in the interests of Health 
and Safety or Welfare at work. 

 Unauthorised removal or defacing or any label, sign or warning device. 

 Horseplay or practical jokes which could cause accidents, injury or loss. 

 Making false statements, deliberately interfering with evidence or withholding material facts 
following an incident, accident or dangerous occurrence. 

 Misuse of any item of equipment, utensil, fitting / fixture, vehicle or electrical equipment. 

 Deliberately disobeying an authorised instruction. 

 Failure to undertake activities in the manner so trained and instructed. 

 
The above list relates to Health, Safety and Welfare issues and is not intended to be an 
exhaustive list of disciplinary offences.  
 
It should be noted that the limitations of humans is recognised and accepted. Our systems 
are designed to limit the effects of this fallibility and genuine slips, lapses and misjudgements 
will be treated in a proportionate manner. Deliberate violations shall be treated as cynical  
 
acts and will be subjected to the full weight of the disciplinary process. The aim of this is to 
provide and protect a just culture, providing a safe and healthy working environment for all. 

 


