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1. GENERAL
Introduction
The Health and Safety at Work etc., Act 1974, requires that the Company, Premier Lifts Ltd has a written Health and Safety Policy containing details of our organisation, arrangements and means for managing and monitoring health, safety and welfare.

To assist us in our programme, we have appointed Fitzpatrick Wilkes & Co as our Health and Safety Consultants.

To ensure that this Policy is implemented effectively, the following actions are needed:
1. Responsibilities
The responsibilities of each identified job title will be provided to the individual concerned with an explanation of its content and the performance expected.

2. Information for Employees and Others
The Health and Safety at Work etc., Act 1974 requires the Company to inform all our Employees, Subcontractors, Visitors and Contractors, as may be necessary, of this Health and Safety Management Policy. Our Employees also have a legal obligation to familiarise themselves with the Policy. Full copies of the Policy will be made available to all employees who are encouraged to read it. 

3. Fire Procedure Notices
This section will be copied and displayed in appropriate positions.

4. Fire Log Book
A Fire Log Book will be maintained by the Health and Safety Manager which will contain records of the testing of the fire extinguishers together with the results of Emergency Evacuations.

5. First Aid Facilities
This section will also be copied and displayed in prominent positions on our premises.

6. Records, Notices and Registers
The location of Notices, Registers etc., in this section of the Policy shall be completed.

7. Contractors/Subcontractors
Details of the "Information for Contractors/Subcontractors" will be made known to all persons liable to be involved in bringing Contractors onto our premises or using Subcontractors for external site work.

8. Training.
Records will be kept of all Health and Safety related training programmes.

9. Visitors

It is essential to control visitors to our premises and to draw their attention to the rules concerning them by displaying a copy in the Reception area. We will also maintain a record of who is on our premises by way of a Visitors Book located in Reception.

Policy Statement
The Policy of Premier Lifts Ltd (the Company) is to provide and maintain a safe place of work, plant/equipment, environment and systems of work including the safe 
storage, transport and usage of hazardous substances for all our employees and other persons who may be affected by our undertakings.

In discharging our responsibilities, the Company will comply with all relevant Acts and Regulations, follow Approved Codes of Practice and pay due regard to professional advice from our Health and Safety Consultants who will act as our centre of competence.
The Company similarly requires our employees and subcontractors to recognise their responsibilities with relation to the safety of themselves, other workers and other people who may be affected by their work and to co-operate fully with the Company and its Management in achieving this Policy.
In particular, the Company accepts that it has a responsibility to:
· Provide information, training and instructions, where necessary, to enable employees and others to perform their work safely and efficiently.

· Make available all necessary safety devices and protective equipment and supervise their use.

· Maintain a constant and continuing interest in Health and Safety matters applicable to the Company's activities.

· Review annually this Policy and amend and update it to take into account any additional or amendments to Health and Safety Legislation and operational changes and business expansion.

The Law

The Health and Safety at Work Act 1974 and all associated Regulations are legally binding and any breach of this law may result in prosecution of the Company and/or our employees.
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2. ORGANISATION

Health & Safety Management Structure




Responsibilities of the Managing Director
The Managing Director has the responsibility to establish and maintain an effective Policy for the management of Health, Safety and Welfare within the Company by:
· Ensuring that the objectives of this Health and Safety Management Policy are fully understood and observed by all levels of Management, the employees and subcontractors.

· Ensuring adequate arrangements and organisation are provided and operate efficiently to carry this policy into effect.

· Ensuring that adequate staff, funds and materials are available to meet the requirements of the Health and Safety at Work etc., Act 1974 and all Regulations pertinent to our activities.

· Ensuring that responsibilities are properly assigned and accepted at all levels.

· Continually reviewing their responsibilities.

· Taking a direct interest in our Health and Safety Management Programme and publicly support all persons carrying it out.

· Reviewing the Health and Safety Managers reports whether written or verbal and take action to reduce unfavourable trends.

· Ensure that Employers, Public and all other liabilities, where there is a statutory obligation to insure, be covered by insurance so as to satisfy all the requirements.

· Review insurance and claims records periodically and advise when adverse trends arise. 

· Draw to the attention of the self-employed and employers of persons engaged to carry out work within the Company premises or on external sites, their responsibility to see that they and their employees are fully conversant with the Health and Safety at Work Act 1974 and are properly covered by insurance.

Responsibilities of the Health and Safety Manager
The Managing Director will act as our Health and Safety Manager and shall:
· Be fully familiar with this Health and Safety Management Policy and have adequate knowledge of Health and Safety legislation i.e. HASWA, CDM Regs., the Lift Regs., and all other Regulations pertinent to the Company's activities.

· Supervise the Company Health and Safety Management Programme.
· Regularly inspect the premises and external sites to ensure that the Programme is being complied with, and make recommendations directly to the Managing Director concerning matters relating to Health and Safety.

· Monitor that action on all work necessary to ensure Health and Safety, as agreed by management, is being taken and report back findings as appropriate.

· Arrange adequate material and publicity for the Health and Safety Programme.
· Investigate all accidents and near misses and recommend corrective action.

· Inspect all new and unusual equipment and processes for potential hazards and arrange for additional Risk Assessments to be conducted where needed.

· Similarly inspect all new plant and plant layouts and arrange for Risk Assessments on them before they are commissioned.
· Recommend any additional safety rules.
· Arrange instruction courses on Health and Safety.
· Ensure that all work necessary to ensure safety is carried out properly.
· Seriously review any safety recommendations received.
· Ensure that all lifting equipment and lifting tackle is regularly inspected and Serviced (in compliance with LOLER Regs) and adequate records maintained.

· Maintain all Registers required by law and pertinent to the Company's activities.
· Ensure, as far as is possible, that all maintenance work is carried out by competent persons and who are fully aware of the hazards.

· Where appropriate, ensure that an adequate Permit to Work system is used for contractors working on the premises or on sites where needed.

· Ensure that any reported unsafe machine, tool or process is immobilised

· Specify adequate guarding on any machines/equipment ordered.

· Review absences due to accident, illness or injury at work and notify the Enforcing Authority where there is a Statutory obligation to do so (RIDDOR)

· Maintain accident and incident records

· Ensure that adequate first aid records are kept and regularly inspect them

· Ensure that all necessary safety equipment is issued to employees (and others) as required

· Arrange for the testing of the Fire Alarm, Emergency Lighting, Fire Extinguishers etc., and ensure that the requirements of any Fire Certificates are being complied with.

· Liaise with the Health and Safety Consultants where deemed necessary or appropriate

· Provide all Managers and Supervisors with adequate authority to administer disciplinary enforcement of this Health and Safety Management Policy

General Responsibilities of Managers and Supervisors

All Directors, Managers, Controllers and Supervisors have the following responsibilities:
· To fully familiarise themselves with this Company Health and Safety Management Policy and the Statutory Instruments and Regulations as issued 
from time to time.

· In conjunction with the Health and Safety Manager, draw up and continually develop safe working procedures. These procedures will define particular safety precautions and procedures and will detail protective equipment available, both statutory and optional.  

· Ensure that persons in their department or on site are adequately trained and are fully aware of any hazards in the department or on the site.

· Ensure that all employees in their department or on site know what to do in case of fire or other emergency and how to use and the location of fire fighting equipment where necessary.

· Ensure that employees in their department or on site know the whereabouts of first aid facilities at all times.

· Continually seek to improve the preventive and protective measures from the Risk Assessments to ensure maximum safety for all persons under their supervision.

· Ensure that adequate supervision is available at all times, particularly where young or inexperienced workers are concerned.

· Liaise with the Health and Safety Manager to investigate all accidents and near misses promptly to discover their cause and eliminate recurrence.

· Ensure that any accident report forms are completed for all accidents involving injury, damage or lost time in their department or on sites. 

· Accompany the Health and Safety Manager on departmental and site Safety Inspections and co-operate with him on safety matters.

To assist the Health and Safety Manager in:

· Advising of suitably competent persons for the inspection of new plant, equipment and processes.

· The conducting of COSHH Assessments, Manual Handing Assessments and all other forms of Assessment or Survey required under the Regulations.

· To ensure that all Contractors/Subcontractors are familiar with and comply with this Policy including the Rules for Contractors/Subcontractors.

· Ensure that all safety rules are observed and that protective equipment is used or worn where appropriate.

· Ensure that all machinery and all equipment is safe to use and is authorised to close down any machinery or dispose of any equipment considered to be in an unsafe condition. 

· Ensure, by regular inspection, that any guards or safety devices on all machines are correctly fitted and operational.
· Ensure that all defects in their workplace are properly reported by way of a maintenance order and rectified.

· Maintain good housekeeping within their departments at all times.

· Seriously consider any representation about Health and Safety from other employees.

Specific Responsibilities

The Service Supervisor and Repair Manager shall:
· Have a thorough understanding of the Construction, Design and Management Regulations (CDM).

· Arrange for the development of a Health and Safety Plan for any project within the CDM Regulations and ensure that a copy of the Plan and Form 10 are located on site prior to commencement of work.

· Arrange for a Site Induction Training programme with site staff prior to the commencement of work on the site.

· Liaise with the CDM Co-ordinator for CDM projects and supply him with the necessary data for a Health and Safety File.

· Act on the recommendations of the Health and Safety Consultants to ensure that all Regulations are being observed on site.

· Carry out safety inspections on site to ensure that the Health and Safety Plan for the site and this Health and Safety Management Policy are being complied with. When on any site, set a good example particularly by wearing all necessary PPE and following all safety rules. 

· Ensure that all plant and equipment sent to external sites is safe to use, adequately guarded, equipped with all necessary safety devices and tested/inspected in accordance with any statutory regulation and/or our Health and Safety Rules.

· Arrange for periodic testing, inspection and maintenance of all plant and equipment.

· Check that all hired plant and equipment is safe to use as in 7 above and where appropriate, ensure that copies of any current test certificates are available.

· Ensure that all repair and maintenance work carried out on site is done by competent persons and that any emergency repairs are dealt with promptly.

· Use all site visits as an opportunity to conduct safety inspections and when on any site, set a good example particularly by wearing all necessary PPE and following all safety rules. 

Responsibilities of the Site Supervisor
The Senior Engineer on external sites will be designated as Site Supervisor and shall:
· Regularly inspect the Company's site operations to ensure that the objectives of this Health and Safety Management Policy is being achieved. 

· Ensure the display on site of signs, notices and posters which are either required to be posted by law or are deemed essential.

· Assist with site induction training and instruction on health and safety with particular reference to the site Health and Safety Plan. 

· Ensure that action on all work necessary to ensure health and safety, as agreed by the Client, CDM Co-ordinator or Management is being taken and report back findings to the Health and Safety Manager as appropriate. 

· Ensure that any reported unsafe equipment, tool or process is immobilised. 

· Ensure that all necessary safety equipment is issued to employees (and others) as required.

· Ensure that all employees, contractors and sub-contractors know what to do in case of fire or other emergency on site and how to use and the location of fire fighting equipment where necessary.

· Ensure that employees, contractors and sub-contractors know the whereabouts of site first aid facilities at all times.

· Ensure that all site safety rules are observed and that protective equipment is used or worn where appropriate.

· Ensure that all site machinery, plant and equipment is safe to use and is authorised to close down any machinery, plant or equipment considered to be in an unsafe condition.

· Ensure, by regular inspection, that any guards or safety devices are correctly fitted and operational.

· Ensure that all defects and hazards on site are either immediately rectified wherever feasible or properly reported to the Health and Safety Manager. Seriously consider any representation about health and safety from other employees, contractors or sub-contractors.
Responsibilities of all Employees

It is the duty of all our employees to:-

· Observe and conform to the Company's Health and Safety rules as set out in this Policy and all arrangements provided for securing Healthy and Safe conditions.

· Wear sensible footwear (not open-toed sandals or soft sports shoes) and appropriate safety clothing, safety equipment and use appropriate safety devices and correct tools and equipment for the job at all times.

· Conform to all advice given by the Directors, Health and Safety Manager, Managers, Controllers, Supervisors, Site Foreman and instructions of others with a responsibility for Health and Safety.

· Report any accident, dangerous occurrence, hazard or near miss (whether or not personal injury results) to their immediate Manager, Controller, Supervisor or Foreman and seek first aid treatment for any injury no matter how slight.

· Make suggestions for the improvement of Health, Safety and Welfare within the Company to their immediate Manager, Supervisor or to the Health and Safety Manager.

· Take all reasonable care for the Health, Safety and Welfare of themselves and of other persons who may be affected by their acts and omissions at work.

· Co-operate with the Company and its management to ensure that any duties or requirements imposed by or under any relevant statutory provisions is fully accepted and carried out.

· Refrain from intentional or reckless interference with or abuse of anything provided in the interest of Health, Safety and Welfare in pursuance of any relevant statutory provisions or to misuse anything similarly provided.

· Co-operate with management in ensuring that this Health and Safety Management Policy together with the organisation and arrangements for carrying it out are complied with.

· Assist, where required, in the investigation of accidents, dangerous occurrences and near misses to discover their cause and prevent recurrence.

· Maintain good standards of housekeeping, especially within their own working area and where others may be expected to have access.

· Inspect regularly and report any defects in tools, machines and equipment without delay to their immediate supervisor and not to attempt repairs which they have not been authorised and specifically trained to undertake.

· Be aware of the correct emergency actions to be taken in the event of fire.  

· Refrain from using personal radios etc., where it may affect their ability to hear the Fire Alarm or other warning.  

Responsibilities of Subcontractors and Visitors
The responsibilities of subcontractors, visitors and all persons on the Company's premises or external sites are to:
· Fully comply with the Company's Health and Safety Management Policy.

· Not work on the premises or sites until the relevant rules are read, understood and accepted.

· Not work on the premises or sites until covered by insurance against risk.

· Take reasonable care for their protection.

· Take all reasonable care for the protection of the Company's employees, those for whom the Company provides a service, the public and others who may be affected by their activities.

Safety Committee

The Safety Committee consists of the Health and Safety Manager, Health and Safety Consultant and by invitation, other Employees who have been delegated specific safety responsibilities for consultation and communication or those who have raised safety issues. 

The purpose of the Committee is to ensure that the safety system functions and to ensure that workers rights to consultation and participation in safety matters are upheld. 

As part of the routine System Review process the Safety Committee will meet at regular intervals. Typically under the agenda item ‘Health and Safety’ the following will be discussed:

· Update on actions from the previous meeting

· Accident statistics

· An identification of unresolved hazards and risks 

· Action and training plans

· The Risk Assessments and Safe Systems documentation will also be reviewed 
Any staff member wishing to raise a safety issue may do so by bringing the matter to the attention of the Health and Safety Manager who shall, if appropriate, ensure the issue is put on the agenda for discussion at the meetings.

Misconduct

Any employee or subcontractor will be subject to disciplinary measures if found to have acted in any of the following ways:-
· Any serious or wilful breach of the Safety Rules or non compliance with the Preventive and Protective measures in our Risk Assessment.

· Unauthorised removal or interference with any guard or protective device.

· Wilful damage to, misuse of or interference with any item provided in the interests of Health, Safety and Welfare at work (e.g. unauthorised removal of first aid materials, unhygienic use of toilet facilities etc).

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

· Misuse of chemicals, flammable materials, pressurised gases, hazardous substances or toxic materials.

· Smoking whilst handling or in the close vicinity of flammable substances or where it is prohibited.

· Horseplay or practical jokes which could cause accidents to persons or equipment.

· Making false statements or in any way deliberately interfering with evidence following an accident or any dangerous occurrence.

· Misuse of compressed air or other gases, pneumatic, hydraulic or electrical equipment.

· Working under the influence of alcohol, drug or solvent abuse.

· Failure to wear PPE when instructed to do so.

This list is not exhaustive.
NOTE: - All subcontractors and their employees are subject to all the rules and regulations contained within this Health & Safety Management Policy.
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See Appendix 1
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