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1.1 APPLICATION

This Safety Statement has been developed to assist ABC Company
comply with relevant H&S standards and to ensure that clients and
employees are fully aware of ABC Company’s commitment to high
standards in H&S.

We are a retail based company with warehousing and distribution as
well as the facility to provide installations for customers. The known
day-to-day hazards have been addressed within this S
Statement. As experience grows we will add and amen
measures as necessary.

1.2 OBJECTIVES OF THE SAFETY STATE

To provide a reference for the policies
house. It is also used to assess and a
safety being achieved.

es to ensure
ve Peen thought out and
execute them.

To provide evidence that the poli
health and safety objectives are
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1.3 Company Safety Statement

The general Statement on this page sets out the Safety Policy of
ABC Company.

It is this Company’s intention that its work will be carried out in

accordance with the relevant statutory provisions of the Safety,

Health & Welfare at Work Act 2005, the Safety, Health & Welfare at
Work (General Application) Regulations, the Construction
Regulations 2013 and any other applicable regulations $g@om those
implemented in 2007-16. All reasonable practicabl res will
be taken to minimise risk to employees or others
affected by company activities.

Manager 2 has appointed Manager 1 as h
managing Health, Safety & Welfare. R ade to
Manager 1, in the event of any difficu isi
implementation of this policy. Ma
responsibility for ensuring that t isi Safety
Statement are implemented.

The Success of the polic o-operation of all
employees. It is ther [ at you acquaint yourself will
all areas of the Saf . hould ensure that you
understand your r overall arrangements for Health &
Safety within thg thin your individual area. You

should also e an obligation to take care of
your own ers that might be affected by your
actions.
Sif @

Manager 2
Date:
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1.4 Policy Statement:

ABC Company is committed to, protecting the Safety, Health and
Welfare of all employees at work, avoiding product loss, preventing
property damage and ensuring its processes will not damage the
environment. All reasonable and practicable steps to protect
members of the public who may be affected either directly or
indirectly by its activities will be followed.

All reasonable and practicable steps shall be taken thr

practices and procedures are safe and in complia
safety, health and welfare legislation.

All employees shall be adequately traine d equipped
to carry out their duties and responsibili i ner, with
all operating procedures clearly outlin ill have
access to the company’s safety st

Where necessary employees shall ith suitable
protective clothing, equi ining Where hazards cannot
be eliminated using al ticable steps.

Accidents/incident

shall be investigated by ABC Company
to determine thg i

necessary to prevent recurrence.
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1.5 Revision to the Safety Statement

The table below is a record of all revisions made to the safety
Statement

Revision Date Section Revised by | Authorised

number revised by

01 XX/ XX/ XX All -New Manager 1 Manager 2
doc.

%
&
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PART 2
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ABC Company

Safety Statement

2.1 MANAGEMENT CONTROL SYSTEM

ABC Company is essentially a retail business with the necessary
sales floor, warehouse/storage area and the facility to make home
deliveries for customers.

The companies’ employees operate an average of 40 hours per
week from 7:00am to 10:00pm. However this is subject to change
depending on customer and trading needs

business.
Management points that may be meas

. Workplace safety and housekee
. Staff suggestions and query
. Induction and ongoing trainin
3.1. First aid — as ngcessar
3.2. Manual Hand
3.3.

WN =

o uw

Minutes
Action points

1. Implementation after xx/xx/xx
2. Annual reviews after xx/xx/xx

7.
7.
7.
8. Safety Statement
8.
8.
Annual report

9.

Records of all of the above points will be held within a Safety
Management Folder. This folder is maintained by Manager 1.
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Health and Safety Management process for ABC Company

Process flow below indicates how Health and Safety issues and
procedures are handled.

Workplace

H&S Inspection

Accidents

Incidents/Near
Misses

Staff Feedback

A 4

Mon

thly

Review

Resolution or
Help required.

e\ U

improvem

Actions agreed for
any outstanding
issues and

ent plans

A 4

Feedback to
employees where
necessary.

A 4

Review.

Business year end
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2.2 Manager 2

]

Manager 2 will be responsible for implementation of the
procedures within the Safety Statement.

Manager 2 bears the ultimate responsibility for ensuring that
staff are given correct information and training for them to do
their job effectively.

Manager 2 is also responsible for ensuring that staf
him are supported in enabling them to reach thg corr
decisions in respect of health and safety matte

orting to

Review all safety rules bi-annually
recommend suitable changes.

Investigate all major acciden mpany property
and recommend action.

Ensure that rec miss reports are maintained.

uring that fire precautions are

QP i hen all other performance standards are set.
Q ding is reserved to meet regulatory needs of

sa and health.

policies to achieve the Company's aim to reduce accidents and
health exposures.
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2.3 Manager 1

o Regularly inspect the workplace to ensure that the programme is
being complied with and make recommendations directly to all
employees in matters concerning Health and Safety.

o Ensure the review of Health and safety at the Management
meeting.

o Review the Staff suggestion and query forms week

o Control Sub-contractor work on the premises. essary)

o Supervise the Company Health and Saf

0 Get the assistance of all manage

effectiveness of the Company S

a

a

a

o Monitor the sy ring that fire precautions are

adequa
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2.4 Supervisors

All supervisors will be responsible for planned implementation of
effective health and safety standards within their area of operation.

Supervisors bear the responsibility for ensuring that staff are given
correct information and training for them to do their job effectively
and that their work targets are realistic and do not compromise
health and safety requirements.

are supported in enabling them to reach the corr [ sin
respect of health and safety matters.

SPECIFIC RESPONSIBILITIES OF ALL
o Ensure that all procedures are complj
employees.

the Company's Safety Policy ith information

on accidents and other safety, are information.
o Plan and co-ordinate s
o Plan and supervise ceskes in a safe manner and in

accordance with t t in the Safety Statement.
der your control are aware

aeire not normally carried out by the
gy identify hazards and, if necessary, arrange for

o Know the location of the First Aid Box.

o Ensure that you know the procedure in the event of a fire.

o Report any accident or damage, however minor, to senior
management.

o Commend Employees who by action or initiative eliminate
hazards.
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2.5 All Employees

]

All Employees are to co-operate with management in the wearing
of the correct safety equipment, using the appropriate safety
devices and following proper safe systems of work.

All Employees are to co-operate in the investigation of accidents
and the reporting of them and also the reporting to their
supervisors of any local hazards of which they become aware.

All Employees will be encouraged to promote ideas
improvements of health and safety standards a
suitable suggestions for reduction in risks.

All Employees are forbidden to interfere

All Employees are required to take eir own health and
safety and they should not indu in i

Employees found guilty of wilfu safe’@ets may be liable to

designated "No Smoking" areas and dispose of
atches, cigarette ends etc. properly.

Know tR@location of the First Aid Box.
Ensure that you know the procedure in the event of a fire.

Report any accident or damage, however minor, to management.
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2.6 CONTRACTORS

The following responsibilities are allocated to contractors to whom ABC
Company assigns work:

All contractors must submit their Safety Policies and Insurances to ABC
Company for approval prior to being awarded any sub-contract work.

All Contractors will be expected to adhere to the highest standards of
safety.

All contractors will be expected to comply with the AB
for Health, Safety and Welfare and must ensure that th
Company's policy is made available to the ABC C ilst work
on our behalf.

Any injury sustained by a Sub-Contractor’
sub-contactor’s employee is involved in j i ry on our
behalf, must be reported immediately
Company.

Contractors must comply with arsa i
Company management.

s given by ABC
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3.1 RESOURCES

ABC Company recognises that for the effective implementation of the
safety procedures and policies laid down in this Safety Statement,
adequate resources and funding must be made available.

ABC Company undertakes:
- To ensure that adequate numbers of suitably trained staff are

available to undertake all work activities carried outddy the
company.

- To include health and safety consideratio stimates

for the running of the company.

- Undertake that in so far as is regso cticable resources shall
be made available for any upgga tenagl€, replacement
and repair of facilities

- Undertake to provid
and safety and for;
staff in health a

the ongoing monitoring of health
formation and training of all
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3.2 SAFETY INDUCTION

This procedure will be carried out by ABC Company at the work place
where the new employee will be required to work.

Apart from explaining to the new employee what he/she will be required
to do and to whom he/she will be directly responsible the following points
require highlighting:

1. Show new employee where the Safety Statement is kept, explain its
purpose and ensure that the employee is aware of his/her
responsibility.

2. Advise new employee of any potentially danger in the
work place.

4, The training and instruction re
considered. The supenry
given to an employe
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3.3 TRAINING
HAZARDS

Inadequately trained staff are a hazard to themselves and their co-
employees. ABC Company shall identify the training needs of their staff
and ensure they are fulfilled.

It is the Policy of ABC Company that every employee will receive safety
training on an ongoing basis. All new personnel will receive safety training
as part of their induction. Staff training is not only concerned with
imparting facts but also with notifying staff to face up to
responsibilities and to be equipped to deal with emergenci

Training will include safety induction and safety awar ual
handling training and First Aid training.

ABC Company will keep training records to 4
1. Name of the employee bei
2. Date of training.

3. Training details.

tralner ployee to ensure that the
out, do€umented and understood.

4.  Signature of
training has

on hazards and encouraged to consult
safety issues.
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3.4 SAFETY CONSULTATION

Section 13 of the 2005 Act places a general obligation on ABC Company
as employer to consult with and to take account of any representations

made by the employees for the purpose of giving effect to its statutory

duties.

To facilitate consultation on issues relating to the individuals safety at
work, the company operates a Suggestion or Query form.

A folder of blank forms is held in the main office. Staff members complete
a form as needed. The forms are reviewed on a weekly bagis by ABC
Company.

relevant
gestions

ABC Company will seek more information as necessa
staff member and will then agree any actions arjgi
or Concerns if necessary.

N
&
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3.5 SAFETY REPRESENTATION

In agreement with the 2005 Act the employees may select and appoint a
person, to be called a Safety Representative, from their numbers at their
place of work to represent them in consultations with ABC Company.

However, at the moment, it has not been necessary to elect a Safety
Representative. As the company grows it is accepted that this position
may change.

The rights of the Safety Representative include:

1. Information from the employer as necessary a
from the Safety Statement, to ensure th fet
Welfare of employees.

articularly
ealth and

2.To be informed by the employer o
Inspector.

3. Investigate accidents and ccurrences provided it
does not interfere with y statutory
obligation required to b person.

4. Make representatj dvice from the H.S.A.

5.Carry out in [ tigate hazards and complaints
subject t

5 reasonable to act as Safety Representative

juire the knowledge to carry out that function.

functions defined in the Act and as outlined above.
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3.6 FIRST AID

CONTROL MEASURES

The first aid box should be suitably marked and easily accessible.

The exact location of the First Aid box must be known by all employees
and a specific notice, identifying its whereabouts, must be posted to
include names of qualified First Aiders.

It is the company’s policy that First Aiders shall be appointed who have

certificates of qualifications in Occupational First Aid to engure adequate
cover for all activities.

The first aid boxes are suitably marked and easily ac
is follows;

o Office
o Sales floor

o The First Aid Boxes is inspected gn ee basis the driver. This
check and replenishment is reco ke e.

o When employees are carryi instaM@ion/delivery at a Client
premises, they shall se '

o It should be noted t Aiders are not empowered to dispense
analgesics, pi upplies of such items will not be in
first aid bo yees who believe they might have a
need of th esponsible for their own supplies.
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The following contents are required in a first aid box:
o Card giving general first aid guidance.
o Individually wrapped sterile adhesive dressings.
o Sterile eye pads, with attachment, e.g. Standard Dressing No. 16

BPC.

Triangular bandages (sterile).

Safety pins.

Blue Plasters

A selection of Unmedicated wound dressings which should include:

o Medium size sterile unmedicated dressings (approx. 10cm x 8cm,
e.g. Standard Dressings Nos. 8 and 13 BPC).

o Large size sterile unmedicated dressings (approx
e.g. Standard Dressings Nos. 9 and 14 BPC and t
Dressing No. 1).

o Extra large sterile unmedicated dressing (ap
17.5cm, e.g. Ambulance Dressing No. 3

o Itis also recommended that a pair of la
each first aid kit for use by the first aj

00D D

3cm X 9cm,
Ambulance

PROCEDURE & RECORD KEEPING

o In the event of an accident, a quURllifi i on will be
responsible for dispensing any firs@ai

a All issues of first aid co the relevant treatment must be
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3.7 REPORTING OF ACCIDENTS, DISEASES
AND DANGEROUS OCCURRENCES

All accidents and dangerous occurrences must be reported.

o Accident report Form
o The accident report form must be completed for all accidents.
Copies of this form are available from Manager 1.
o All injuries must be reported on the worksheet also.
o Health & Safety Authority

o If an accident occurs either at the place of work or r

ted to a place
of work or work activity and causes loss of life to a p i

on who is

then written notice must be given to the
Authority at this web link https://weba

o If the accident is fatal, then the sc i ust be left
undisturbed for three days aftergoti iven, other than
for rescue purposes.

CONTROL MEASURES
o All Accidents, near Dakmgerous Occurrences
n with the First Aid person, will decide

ired in the event of an accident. A
ht in all but the most trivial of

o Management, i
upon the immedi
medical opi
injuries
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3.8 WELFARE FACILITIES
Adequate toilet facilities shall be provided and maintained in a good clean
hygienic condition.

Adequate washing facilities and washing and drying materials/equipment
shall be provided and maintained.

Arrangements for eating foodstuffs shall be provided in the form of a
canteen/tea room facility on the premises.

An adequate supply of drinking water shall be provided on@e premises.

Adequate cloakroom facilities shall be provided for th f wet

coats, etc.
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3.9 PERSONAL PROTECTIVE EQUIPMENT

ABC Company shall ensure that all employees use Personal Protective
Equipment where required.

HAZARDS

- Physical Exposures
- Chemical Exposures
- Machine exposures

CONTROL MEASURES

All safety equipment purchased by the Company will roved
standards.

ABC Company will ensure that adequate supp
quired and
that when issued to employees, a signat [ e equipment.

Management will inform any persongn erved carrying
out any procedures which require t clothing or
equipment of both statutory and Co icy equirements and such
persons will be instructed no
or equipment is obtained
(including management

pplies not only to all employees
ctors.

All PPE is signed for upG@ai and replacement PPE may not be issued
unless the dama
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3.10 SMOKING POLICY

The Public Health (Tobacco) (Amendment) Act 2004 became law on
Monday 29th March 2004. This means that smoking will not be permitted
in any enclosed workplace.

In order to comply with the above legislation and for other Safety and
Health reasons, it is the policy of ABC Company that all of our work areas
are smoke free. The Organisation recognises that all employees have a
right to work in a smoke free environment. All staff have a legal obligation
to comply with the legislation. Smoking is prohibited throughout the
workplace with no exceptions. This policy applies to all emg@loyees,
trainees, consultants, contractors, customers and visitors 0 enter the
premises of ABC Company.

Implementation
The overall responsibility for the implementatj
the occupier, manager or other person desj ime being, in

charge of the workplace. All staff have a igat] e to, and
facilitate the implementation of this pqlicy?
All new and prospective employees, ractors shall be

given a copy of the policy on hiring, ' ion by the person
in charge.

Infringements
Infringements of the No [ ill be dealt with, in the first

instance, under empl iSCihi edures. Employees, trainees,
consultants, contracto mers and visitors who contravene the law
prohibiting smokij

Smoking ce @
O

Informati n elp quitting smoking is available from the
Nat%rs itline on callsave 1850 201203 or the Health
on De

Pro of local Health Boards.
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3.12 DRUGS AND ALCOHOL POLICY STATEMENT

ABC Company recognises that alcohol, drugs, or other substance abuse by
individuals can have an adverse effect on their ability to perform work and
consequently put themselves, the Company and others at significant risk.

All Employees, Contractors, Sub - Contractors and Visitors must be able to
perform their duties whilst on company business, or when they are in
Company premises/ work areas in such a manner that will not affect their
safety or the safety of others by acts or omissions.

If the Company has reasonable grounds to suspect that aNgEmployee or
Contractor or Sub Contractor is under the influence of alco or drugs
(illegal or misused legal substances), disciplinary act ' taken

ed materials
s or other off
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3.13 Bullying at Work Policy

ABC Company recognises and accepts its responsibilities as an employer
to provide a safe and healthy working environment for employees. As part
of the policy of maintaining good employer practice, ABC Company wishes
to clearly state that bullying of any kind will not be tolerated.

Bullying at work is defined as: 'Persistent criticism and personal abuse,
both in public and in private which humiliates and demeans the individual,
gradually eroding their sense of self.

Bullying can be best described as repeated inappropriate behaviour,
whether verbal, physical, or otherwise, conducted by one @ more persons
against another or others, at the place of work and/or in tA@course of
employment, which could reasonably be regarded as
individual's right to dignity at work. An isolated |nC|de
described in this definition may be an affront to
once off incident is not considered to be bullyj

ABC Company will strive to ensure that
their work in an environment, which is,fre
intimidation. All complaints of objectio

to perform,
reat harassment and
ehaviour should

Manager 2 gives the undertalg
sensitively and will resolv ible, the source and cause of the
bullying behaviour. If t rrant it, the Company will not
be deterred in invoki al disciplthary / grievance procedures.

All employees ar ike ivedlensuring that our working
environment r, ins d friendly atmosphere.

will stigate all complaints
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3.14 Young persons and inexperienced workers policy

ABC Company does not employ under 18s on a permanent basis. When
under 18s are employed on a casual basis they will be closely supervised.

When ABC Company offer work experience to students from local schools,
the Safety concerns of the school will be fully addressed.

New employees who are experienced receive in-house induction training
and spend an agreed period of time with supervisors before being allowed
to operate independently.

statement and taken through the specific hazard con
equipment/area in which they will be working.

supervision. ABC Company will ensure th e person
responsible for them is and that they are
information and training on any haza

We will ensure that they understand need to do for their own
and " other’s health and saf eople may lack the

e made aware of procedures for
doing so
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4.1 HAZARD INSPECTIONS

The management of the Company recognises that its activities and
premises may present Health and Safety risks and shall identify the areas
where control measures are required. Identification of hazards shall be
undertaken at regular intervals and management shall take all practicable
control measures to reduce the risks to its staff and visitors.

Hazards will be identified, risk assessments made and categorised as per
our risk assessment formula.

HAZARD IDENTIFICATION AND RISK ASSESSMENT

o The policy of the Company is to identify hazards i
and to assess the risk to Safety and Health and to s as far
as is practicable so that they are reduced to

o “Hazard” is taken to mean “any substan i ' ice,
which has the potential to cause har
of employees at work.”

o “Risk” is taken to mean “the pot
the actual circumstances of use.”

o Risk Assessment is bas ' g of the probability of occurrence

formula below. Thi Ip with the giving of priority to the
employment ocation of resources.
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The formula to be used for conducting risk assessments, assessing the
risk from observed infringements/hazards or after an Audit, is shown
here. Very minor injuries should score 1 while very serious ones will score
higher, personal judgement is needed here. Likewise with the likelihood, 1
is very unlikely that anybody would be exposed to the hazard, while 7
means definite exposure to the hazard. Again personal judgement is
needed.

Once the two scores are agreed they should be multiplied, thus giving a
risk rating between 1 and 42.
Scores:

Risk Calculation Matrix

How likely is an injury

1-6 = Very Low risk
7-12 = Low Risk
13-18 = Low to Medium Risk
19-24 = Medium risk
25-30 = Medium to High Risk
31-36 = High Risk, stop the activity and impl ' diat ntrols.
Over 36 = Very high Risk, stop the acti and ent
immediate controls.
6 | 7

How 2 |3 | 4
serious
will
the
injury
be

U WNH

Notes:

Hazards sghhi ca se and injury.
i of an injury happening.

measures are intended to reduce the risk to an acceptable

icable the Company commits itself to the elimination of
hazards, wiether that is by the provision of access arrangements,
machine guarding or the provision of special tools etc.

This approach will take into account normal good practice within this

sector of industry and the standards and guidelines where these are

available.
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4.2 FIRE

FIRE HAZARDS

Fire extinguishers are provided on the premises and are regularly
checked. A fire marshal has to be designated and staff trained in fire

fighting and emergency procedures.

RISK ASSESSMENT:

Likelihood Severity Risk Value

Score = Score = Result =

CONTROL MEASURES
A Fire Safety Programme shall be developed by mana
(@) Guard against an outbreak of fir

(b) Ensure as far as is reasonabl
persons (including memb

(@ The preventj
establishmen

e provision and maintenance of escape routes, free from
bstruction and all exits unlocked and operational.

(e) The provision of adequate fire protection equipment and
systems.

® The inspection and maintenance of the fire protection
equipment systems.

(g) The provision of assistance to the fire authorities.

(h) The maintenance of good housekeeping practice to ensure the
removal of all combustible rubbish.

(i) The testing and maintenance of electrical installations,
prohibition of portable heating appliances, and ensuring that

Revision number Date Document owner Approved by Page number

XX/ XX/ XX Manager 1 Manager 2 34




all electrical equipment is switched off and unplugged when
not in use.

A fire safety register will be maintained by the Company.

4.2.1FIRE FIGHTING EQUIPMENT
The purpose of portable fire fighting equipment is as follows:

Extinguish incipient fires

Protect means of escape in case of fire
Protect employees and visitors

Protect property.

el o\

Portable Fire Extinguishers

Portable fire extinguishers will be provided |
adequate cover as per the advice of our Ej any; Omada.
Action in the event of fire

1. Clear everyone from the imme
actually authorised to [

Brigade, giving
necessary. Adv anager or Deputy pending arrival of the
Fire Brigadg

3. @ ng so, try to put out the fire with the
St i remember our equipment will only be
on mall fire - you must catch it before it gets hold.
4, reak gla@ss fire alarm.
5 The ager of the area will order evacuation of the building as
soon asW® becomes apparent that the fire or smoke is spreading.
6. Employees should not delay their departure to collect personal
belongings from another part of the building and should assemble at
the designated assembly point so that they can be quickly
accounted for.
7. Make sure that the building is cleared of employees and visitors.
Close doors. See that no unauthorised person enters the building.
4.2.2 MEANS OF ESCAPE IN CASE OF FIRE
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It is essential that escape routes be established, clearly identified and
maintained available for use and that the protection afforded them is not
impaired in the operation of the premises.

No person shall obstruct a means of escape. Fire exit routes and doors
must never be obstructed.

4.2.3 FIRE ALARM SYSTEM
The following details shall be entered in a log book:
(a) Causes of all alarms (genuine, practice, test etg.)
(b) Any faults which develop
(c) Any period of disconnection

(d) Nature of work (inspection, mai

(e) Any further action required

(f) Name of person respon

It is important to note that e indi al caNgRoint must be tested at
least once in every period

4.2.4 FIRE DRI

A fire drill shall b er n at | twice per year.
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4.3 ACCESS AND EGRESS
HAZARDS
Inadequate access and egress facilities can result in:
e Restriction of an orderly evacuation of the premises

e Trips and falls
e Obstruction of emergency exits

RISK ASSESSMENT:
Likelihood Severity Risk Value
Score = Score =

CONTROL MEASURES

All doors and access points shall be kept c
All passageways shall be kept clear of @bs
All floor covering and surfaces shall k cle in good condition.

Adequate lighting shall be prdflided at @l entr

corridor and passageway

xit points and along

Waste shall be remov
place until collected for

It is vital that @

and systematically stored in a secure

are not obstructed at any time.
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4.4 HOUSEKEEPING
HAZARDS
Poor housekeeping can pose a wide variety of risks to health and safety.

- Trips:- Materials left lying in open aisles
- Slips:- On a greasy floors, slippery material strewn around

- Falls:- Use of materials for accessing higher work areas.

- Collisions:- Blockage of access aisles with materials

- Objects falling on people:- Improper stacking of materials

- Fire:- Inadequately and infrequent disposal of comlstible rubbish.
- Glass:- from broken jars etc.

RISK ASSESSMENT:
Likelihood Severity
Score = Score =

CONTROL MEASURES

Managers will ensure that access r
programmed to ensure that excess stored in areas that
could cause an obstruction, storage efifed, staff/sub-

uirements with regard to

Dealing broken Glass:

se a dustpan, brush and gloves when clearing glass

breakag€s, never use hands unprotected

e Ensure a full sweep of the area takes place as splinters of glass can
travel after impact

e If liquid is also involved, thereby further compounding the incident
by adding the danger of slipping on the liquid, the area must be
isolated with yellow cones during the clean up process

e Discard of broken glass in an appropriate container - it should not be
transferred to, e.g. plastic bags as further risk of injury will exist
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4.5 MANUAL HANDLING
HAZARDS
. Incorrect method of lifting
. Attempting to lift something which is too heavy
o Lifting sharp/awkward shapes
The main injuries associated with manual handling and lifting are:
- Back strain, slipped disc.
- Hernias.
- Lacerations, crushing of hands or fingers.
- R.S.I.

- Bruised or broken toes or fee

- Various sprains, strains, gt

RISK ASSESSMENT:

Likelihood Se Risk Value

Score = re = Result =

CONTROL MEASURE

All staff are tr, anu dling. This training is in the form of a

briefing using
www.hsad

iple Safety for Retail Series. Download from

Load¢ anually handled shall be assessed on the basis of
alth and safety and due caution exercised where there is a
injury etc. The method of handling shall take account of the
hape, condition and position of the load to be handled.

risk of ba
size, weight;

Where possible measures shall be taken to reduce the amount of manual
handling to a minimum and mechanical handling devices supplied and
used in so far as is reasonably practicable.

All appropriate staff shall be trained in safe manual handling techniques as
per the Simple Safety Series.

Where loads have to be manually handled, safe access shall be assured.
Precautions

1. Manual Lifting Procedure
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b)

d)

The Lift

The key factors in safe lifting are:

a) balance

b) position of back

C) positioning of the arms and body

d) the hold

Balance

Since balance depends essentially upon t
feet, they should be apart about hip
advanced, giving full balance side
tension.

In taking up this position, lifti
knees instead of the hip t are brought
into use are those of th i

Position of the B

kept straight if it is within 15 to 20
. This, coupled with a bent knee

e further the arms are away from the side, the greater the
ain on the shoulders, chest and back. The elbow must at
imes be close to the body, arms should be straight when
carrying a load. One hand should be in advance of the other,
whichever foot is placed forward, the same hand is extended,
the other hand is kept close to the body. This position
ensures that the elbows are into the sides. This coupled with
the correct foot position ensures a safe and easy fit.

Arms close to the Body
The further the weight is away from the centre line of gravity

of the lifter, the greater the strain. At all times get close to the
weight and try to make it part of you.
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e) The Hold

When grasping a weight, one often hears the phrase "get a
good hold". A good hold means a grasp with the roots of the
fingers, not just the tips, plus contact of the weight with the
palm of the hand.

Never forget that size and build has no bearing upon the
amount any one individual can lift. Everyone should know
their own capabilities and should never attempt to exceed
them. If in doubt get help, it is far better to be safe than
sorry.

Besides these key factors, there are othegi nt points to
remember.

2. Centre Line of Gravity

It is essential that the weight of obj ine of gravity
of the lifter should be as close as pOSgi one another. This

reduces strain, discomfort and
during the course of the lift.

3. Testing the Weight
Is within his capability and not

lift. Many accidents happen when a
ches off the floor, realises it is too

of the object. It should be turned, if possible, so
measurement of rectangle is nearer to the centre

5.

The movement should be controlled and smooth. The weight should
be kept close to the body.
Rhythm plays an important part in reducing tension and creating
relation.
Before moving any loads, the job should be sized up and possible
hazards moved or rectified.
An inspection of the load itself must be made to ensure that it can
be moved without danger to the lifter or others.
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The following check list can be usefully applied to all lifting jobs:

e if the load is heavy or too large for one person to handle, help
should be obtained from a work-mate of similar physique

e jerking a load will add a little extra force, but it will also cause
severe strain to the arm, back and shoulder

e even if a load is light in weight, it is dangerous to carry if it is
large enough to obscure vision

e |oads should not be pushed onto stacks above chest level. If
a stack is this high, stand on a sturdy platform

e if the load to be lifted exceeds half the weight of the person
lifting it, it is more than likely that the individual will loose
his/her balance.

Note: if in doubt when lifting GET HELP.
TRAINING

Any employee whose job involves any manual hgaodlin
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4.6 ELECTRICITY

HAZARDS

Electric Shock
Fire
Trips or falls from loose cables

RISK ASSESSMENT:

Likelihood Severity Risk Value

Score = Score = Result =

To ensure that all permanent electrical installations and dis®ibution
networks are installed and maintained in a manner t afe working

conditions for all employees.

CONTROL MEASURES

a
a

ABC Company staff do not carry out
The Manager will ensure that the wgki
checked on an annual basis by
The inspection should provide a ition of the
installation with particular referen
A record should be kept [ ment so that
maintenance can be s
Where appropriate i use to be switched off,
especially at the e ing, unless of a specialist type, e.qg.
servers, etc.
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4.7 OFFICES
HAZARDS

o While office work may not be considered as a high-risk activity unsafe
work systems and layout may result in injury or illness.

RISK ASSESSMENT:
Likelihood Severity Risk Value
Score = Score = Result =

CONTROL MEASURES

o Adequate office space is allocated for the working
o All furniture, fittings and equipment shall be arran

drawers should be closed after use.
o Sufficient lighting and ventilation shal
o Electric or telephone cables shall nggk tr
Cable covers shall be supplied a .
o Chairs desks or drawer should n cess higher areas.
Step ladders shall be used.

falling.

o The mains power su ected before attempting to
o re equipment or machinery shall be
o otocopier toners) read the instructions
ntact with skin or clothing.
0 ear of materials and litter.
0 e.g. broken glass, shall be carefully disposed of.
Revision number Date Document owner Approved by Page number

01 XX/ XX/ XX Manager 1 Manager 2 44




4.8 VISUAL DISPLAY UNITS (VDU'S)

HAZARDS

The main problems that may be associated with VDU's are as follows:

(a)

(b)

(c)

Visual Discomfort
This recognises a contribution from a number of ocular problems:

(1) long/short sight problems
(2) glare

(3) lighting

(4) screen brightness

(5) clarity of characters.

Posture

Good adjustable seating is require diti senti consider

ergonomic factors.
Radiation

Radiation levels across
spectrum are below j

of the electro-magnetic
accepted exposure limits when
i®. close to the screen.
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RISK ASSESSMENT:
Likelihood Severity Risk Value
Score = Score = Result =

CONTROL MEASURES

e Be sure that VDU screens meet the appropriate criteria for
performance, brilliance, character design, etc.

e The intensity of the beam, the brightness of the dots against the
background and their time persistence are the most important
determinants of operator 'safety’.

e This underlines the importance of keeping VDU's in g@@d condition.

e It is important that chairs are correctly selecte
their sitting is at an optimum distance from the

o L|ght|ng, ventllatlon and temperature mus rolled to

e Over two hours with pauses of bet i efore further
use.

e In this respect, short, frequenii eneficial than
infrequent long breaks.

e The total time of continuous w
hours per day.

e Vision should be tes
intervals, or earli
wearers should

e Epileptics should edica adV|ser before starting work.

e Ifthereis g inci

advice @

ould be restricted to 6

ting a VDU and at yearly
experienced. Spectacle
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4.9 HAZARDOUS SUBSTANCES
HAZARDS

Health hazards from substances can be divided into the following
categories:

e External contact - corrosive, skin absorption, dermatitis.
e Inhalation - gases, fumes, vapours.
e Ingestion - swallowing.

RISK ASSESSMENT:
Likelihood Severity Risk Value
Score = Score =

CONTROL MEASURES
TRAINING
Staff using the cleaning substances, rggei ng fogour suppliers. If
we ever stock items for resale that i
seek all relevant safety information
necessary.
The Workplace Supervi
e A written assessm easures and other information are
on site.

e Procedug - e or use any hazardous substance or

, hygiefle measures or protective clothing are
gaintained as required.
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4.10 WORK AT HEIGHTS AND LADDERS

Work at heights is defined as working in an area/location where a person
could fall from any height, other than from a scaffold.

HAZARD
The main hazards associated with Work at Heights are:

e Falls of persons from working places or accesses.
e Falls of materials or articles.

RISK ASSESSMENT:
Likelihood Severity
Score = Score =

CONTROL MEASURES

e The Manager will ensure that work
access/egress and working plac

e Where required Employees wi
safety equipment provided.

work at heights.
in the use of

e Ladders to be inspected monthl

e In general ladders ar ed a@work platforms

e All ladders to be ch before use

e Position ladder c

e Do Not stretch

e All ladders cure flooring/ground
e If possibl cured from falling.
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4.11 WORKING IN THE WAREHOUSE/STORE
HAZARDS

Taking deliveries off lorries

Poor housekeeping.
Spillages/materials on floor.
Materials falling from racking.
Loading/unloading pallets manually.

RISK ASSESSMENT:
Likelihood Severity Risk Value
Score = Score =

CONTROL MEASURES

Only trained g

e Housekeeping cleaning duties must

o All spillages should be cleaned up i

e Restrict access to authorised pe

e (Caution maintained at all tim

e No obstruction to be put in way@of e

e Stairs to not to be blocked.

e Access to the cleanin [ to be¥blocked.

e Housekeeping cleani [ e carried out daily.
e Restrict access t el only.

e Safety signs are e “Caution Beware of Forklift."
[ ]

[ ]

[ ]

[ ]

e Man andling.
o Forklift'@pving
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4.12 PALLET TRUCKS
HAZARDS

May cause serious accident and injury to other members of staff.
Reversing against operator.

Collision with employee.

Material falling from load.

Colliding with objects.

Standing on pallet forks while in motion.
Unsafe pallets/badly damaged pallets.
Poorly maintained pallet truck.

Wet floors.

Carrying excessive weight.

Pallet being dropped on to operator’s feet.

RISK ASSESSMENT:
Likelihood Severity Risk
Score = Score = R It =

CONTROL MEASURES

e Training of operators.
e Only trained personnel
e No personnel allowe

d pa truck/ M.H.E.
llet trucks/ M.H.E.
um weight guidelines only.

Return after use

e Document any damage and report to supervisor.

CONTROL DURING USE
e Always travel so you see your path ahead.
e Do not dismount while M.H.E. is still moving.
e Always travel at a safety speed to the area in which you are
working.
e Always be prepared to stop.
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e When travelling with a load, always lift fully, when exiting a pallet
make sure you are fully down, and looking in the direction in which
you are travelling.

N
&
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4.13 Forklifts

It is the supervisors/managers responsible to ensure that no employee
uses forklift truck, unless they have been properly validated by the
Company. Failure to comply with this instruction is a dismissal offence.

HAZARDS

A truck colliding with object/structure causing collapse of same.
Equally hazardous is the practice of jumping from a truck while still
in motion.

Excess speeding in confined areas, restricted aisle-
Lack of attention can result in any of the following:
Overturning.
Persons being run over/struck by fork lift truck.
Material falling from forks.

A truck colliding with an object.

s etc.

RISK ASSESSMENT:
Likelihood Severity
Score = Score =

CONTROL MEASURES

port and pedestrians will be
segregated, by t trian doors at main access
points and clea

All fork lift trucks

ne’prevention of oil and rubber build-up.
g chemicals are used by the hygiene team for the
) ing rubber build up..
gfs” and working gear of vehicles fitted with forks or any other
ents for stacking, loading or unloading goods must be
examined every six months.

Control during use

Forklift drivers must on no account carry passengers on their
vehicles unless that such vehicles are suitably modified with
appropriate secondary seating etc.

Operatives, shall, under no circumstances position themselves
between the load being delivered and a fixed obstruction e.g., pallet
load and where possible barriers shall be provided to prevent
encroachment by the lift truck into an operatives' work area.
Keep blade approx. 4 inches off the ground with a slight tilt upwards
when travelling.

Operatives are never to be lifted on the forks.
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e When lifting a pallet in a truck or off the floor or rack, always check
your blade is not puncturing the pallet behind and that the load is
stable or safe.

Training of drivers

e The training of drivers on all types of vehicle will be formal and
under the control of a qualified instructor.

e Drivers will be trained on each type of vehicle they are required to
drive if validated by the company.

e Trainee drivers will be tested at the end of the training period, and,
if successful, will be issued with a special "driving li " or other
certificate.

Maintenance

All our Forklifts are maintained by the supplie
the supplier and are available for inspectio he annual
statutory lifting gear check is also carrie
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4.13.1 BATTERY CHARGING AND GAS CHANGE

HAZARDS

Electrocution while charging batteries.

Collision between forklift or truck and personnel at battery charging
area.

Burn caused by leaking batteries.

Battery falling on to operator during battery change.

Handling injury from gas bottles

RISK ASSESSMENT:
Likelihood Severity Risk Value
Score = Score =

CONTROL MEASURES

Truck is powered off and parked bef i ottles or
connecting to charger.

All bottles are stored outside.
All operators fully trained in u
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4.13.2 BATTERY MAINTANENCE

HAZARDS

The main hazards associated with battery maintenance are:

Possible battery acid burns to skins eyes etc.
Trapped limbs/hands during operation
Electrical shock

Exploding gases

ejection of electrolyte if overfilled

e Unsafe manual handling leading to injury to personn r damage to

equipment
RISK ASSESSMENT:
Likelihood Severity
Score = Score =

CONTROL MEASURES

e Only trained and validated pers maintain batteries

e Procedure for safe mai batteM@s must be adhered to at
all times as per the [ i tions.
e P.P.E. e.g. apron , overalls (disposable), must

be worn at all ti
e Maintenance file r

operative
e Eye Wa @ ea ng stations.
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4.14 CASH HANDLING

Hazards Risks

Assault Medium

Physical injury Medium
RISK ASSESSMENT:
Likelihood Severity Risk Value
Score = Score = Result =

4.14.1 Cash Movement Controls

1. Avoid letting large amounts of cash accumulate/ gister.
2. Perform cash drops regularly depositing cash in

3. All cash is collected from the registers j
to the cash office.

rought

4.14.2 Cash Movement to an (o)

1. This is generally done by a casNicolle pany.

4.14.3 Use of Bank ht

As above.

Observe. Note details of the criminal nearest you. Concentrate on:

e Male/Female

e Age

e Height

e Build

e Hair colour

e Colour of eyes

e Mode of dress

e Right or left handed

e Distinguishing features

e Words used and accent

e Number of attackers

o Note where criminals may have placed their hands and feet
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e Identify vehicular transport used (registration, colour, make of

car)
4, Preserve the scene intact. Do not interfere with places where
fingerprints or footprints may be found.
5. Hold witnesses at the scene until the Police arrive; otherwise take
details (name, address, phone number) for contact later.
6. Do not discuss the raid with other Witnesses.
Notes:

Stay out of danger. Never jeopardise your own personal security or the
security of others.

Provide the Police with tapes from the closed circuit securi@system.

N
&
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4.14.5 Post Crime Action — Armed Raids and Personal
Attacks

1. Contact the Police.
2. Lock door until the Police arrive.

3. Preserve the scene intact. Do not allow interference with places
where fingerprints or footprints may be found.

4, Hold witnesses at the scene until the Police arrive, otherwise take
details (name, address, telephone number) for contggt later.

5. Identify if anyone has been injured. If so, not
Call an ambulance if required.

of injury.
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4.15 PALLETS

All pallets/boxes must be of good quality.
HAZARDS

Badly stacked pallets.

Nails sticking out from pallets.
Splintered wood on pallet.

Blocks missing.

Cross pieces missing from pallet.
Stacking pallets too high in stores.

RISK ASSESSMENT:
Likelihood Severity
Score = Score =

CONTROL MEASURES
Before Use:

e Check that all pallets must be st@cked tly'and squarely before

lifting.
e Examine pallets for ilhor part nails.
e Reject pallets th j a hazard to finished product.
e Pallets with mai Issing to be rejected as balance is missing
e Pallets with issjgg to be rejected as they tend to belly
in middle
TRAINING
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4.16 USING COMPACTORS

Description

Compactor unit that is used for the disposal of waste.

Hazard

Entrapment in moving parts causing serious bodily injury.
Back injury from lifting heavy waste materials.

Trip/fall injuries due to waste materials around the compactor.
Electric shock.

Persons at Risk

All personnel charged with waste disposal.

RISK ASSESSMENT:
Likelihood Severity RiglpValue
Score = Score = sult =

Control Measures

Training

Emergency stop butto the cO@trol panel.

Emergency stop but ecked prior to operating the
Baler to ensure t rrectly.

Only persons tr rect manual handling procedures should
be allowed to dis into the Baler

Interlocks gfe% penings.

to enter the compactor.
should be switched off prior to accessing
ir, which is only permitted by maintenance

o Only employees who have been instructed in safe operating procedures
should be allowed to use the Baler.

Revision humber Date Document owner Approved by Page number

XX/ XX/ XX Manager 1 Manager 2 60




4.17 GENERAL MACHINE HAZARDS

Sealer, pallet wrapper, floor cleaners, other.

HAZARDS
e Entanglement
e Electrocution
o Fire

RISK ASSESSMENT
Potential for bodily injury is considered to be low due
nature of the possible injuries and loss.

CONTROL MEASURES

e All of the machines on the precedin
the general points in this assess
specific points they may have.

e All machines required to have a Inspection checklist

e All defects are to be reporte S soon as
they are noticed.

e All machines are serviced ractors; no parts
are replaced or repgi

e All machines are fitt
conveyer edg

stop.
e Emerg ut ' ace on various places on each
mac .

Maintenance
ny policy to maintain the premises in good order.
JRoul| ort any damage or deterioration of company
gperty to Management immediately. Similarly, report any
ample of wear and tear, which may constitute a hazard.
the completion of every task, ensure that goods are in
broper place and the area is left in good order.

e Ventilation and Heating: Staff must remember that heating
appliances constitute a fire hazard. Clothing or other
flammable materials should never be placed on or near the
room heaters.

TRAINING
e Staff are only allowed to use machines they have been
trained for.
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4.18 STORAGE AND FALLING STOCK/ITEMS

DESCRIPTION

e High storage can result in stock or boxes falling.

HAZARDS

Falling boxes

RISK ASSESSMENT:
Likelihood Severity
Score = Score =

CONTROL MEASURES

All racking/shelving checke

e Boxes are stored in areas
access.

e Box storage is kept to a mi

e Pedestrians are no

0 not have

ere product is stored

at height.
e Pedestrians a under racking/shelving.
e All storage i be kept in an orderly fashion.
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4.18.1 RACKING AND SHELVING
HAZARDS
e The main risks from the racking are from:
e Goods collapsing from stacks or tiers.
e Improperly stacked goods falling onto employees.

RISK ASSESSMENT:

Likelihood Severity

Score = Score =

CONTROL MEASURES

e All racking shall be inspected w
as per the SEMA code of practi
be reported to Supervisor/

e All damage to racking and
the earliest possibl

e Ifthereis a
collision

chanical damage due to forklift truck
e adequately protected by
arriers or equally effective

cking is not allowed. Proper access
¥cedures, i.e. the use of stepladders and ladders must be
hered to.
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4.19 BULLYING AND STRESS

Dignity in the Workplace.

ABC Company Anti-Bui lying and Anti Harassment in the
Workplace

Policy
It is the policy of ABC Company that behaviour of bullying andyharassment
by an employee or group of employees within the Company
accepted or tolerated. It is the belief of the Company that all
are expected to respect the right of each individual to i

is upheld and to that end the company have puti
procedures. /

What is Bullying?
Bullying is repeated inappropriate behaviour, direct or indirect
whether verbal, physical or otherwise, conducted by one or more
persons against another or others, at the place of work and/or in
the course of employment, which could reasonably be regarded
as undermining the individual's right to dignity at work. An
isolated incident of the behaviour described in this definition may
be an affront to dignity at work but, as a once of incident, is
not considered to be bullying.
- N o

The following are some examples of such behaviour:

> Humiliation > Exclusion and isolation

> Intimidation > Pestering, spying and stalking

> Verbal Abuse > Implied threats
A> Victimisation

A

ployees
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What is Sexual Harassment?

Sexual Harassment is conduct towards another person which is
sexual in nature or which has a sexual dimension and which is
unwelcome to the recipient.

The following are some examples of such behaviour:

> Suggestive remarks > Unnecessary touching
> Jokes or Tricks of a sexual> Indecent exposure
nature

> Degrading abuse or insults
> Gesturing of a sexual nature
> Displaying of pornographic material

What are the effects of bullying and harassment?
Being the victim of bullying and/or harassment can lead to

many physical and psychological problems including: -

Severe Anxiety
Concentration problems
Excessive drinking or smoking
Raised blood pressure

Heart Disease

V V V VYV

> Reduced resistance to infections or other medical
conditions

> Skin problems. \I
Company procedure for dealing with bullying and harassment
allegations

AN

Employees have two forms of procedures available to them for
reporting bullying and harassment allegations.

Informal Procedure
> If an employee believes that the conduct of another
employee constitutes bullying or harassment they may
raise the matter with the individual in an informal manner.

> This involves highlighting that their conduct is
unwelcome, offensive or interfering with the working
environment.

> Alternatively the employee may approach the Manager 1
and request that the matter be dealt with in an informal
manner. As this is an informal procedure, the Company
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Health and Safety Officer will listen to the matter

and discuss the options open to the employee, without
forming any judgement on the case, as the views of the
alleged harasser will not have been heard.

> This kind of process will not result in disciplinary action
being taken against the alleged harasser.

> The objective of the informal approach is to resolve the
difficulty with the minimum of conflict and stress for the
individuals involved.

Formal Procedure L
> If an employee feels that the informal procedure is
inappropriate or if the employee has used such an approach
without success he/she may instigate formal procedures.

> An employee should approach Manager 1, with an outline of
the complaint in writing.

> The company will treat all such complaints with paramount
seriousness and undertake an immediate investigation. This
may be conducted by members of management or if
appropriate a third party.

> The complainant will be interviewed and asked:
v Who was involved?
v When did the incident(s) occur?
v Where did the incident(s) occur?
v Were there any witnesses?

/gthey feel would be a desired solution?
> The alleged harasser will be interviewed and:
v' Advised of the complaints made against them.

v' Given an opportunity to respond.

v Any witness will be interviewed and asked what they saw
and/or heard at the time of the incident(s).

Both the complainant and alleged harasser will be given notice
of the findings of the investigation.

All complaints and investigations will be conducted in a confidential
manner. During investigations both parties are entitled to have
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representation at all meetings. The Company may, in certain
circumstances, suspend an employee with pay pending an
investigation.

Any decision following an investigation may be appealed to Manager
2 within a reasonable period of time.

Revision Date Document owner Approved by Page number
number

01 XX/ XX/ XX Manager 1 Manager 2 67




ABC Company
Safety Statement

LOGO HERE

4.20 GENERAL SHOP HAZARDS

HAZARDS

Slips trips and falls Medium
Fire Low
RISK ASSESSMENT:

Likelihood Severity Risk Va
Score = Score = Result =
Controls

. Q
Housekeeping: - A good guide is to keep the premises, as you
would wish to find your own home. Use bins provided for litter
and waste. These are to be emptied regularly as per cleaning
list requirements. Make sure that all aisles and passageways are
kept clear. Pay particular attention to goods being placed on the
floor in the shop area. Items to be placed on shelves must sit

firmly and safely.
S L\ "

Where hosepipes, electrical cables or vacuum cleaner pipes are in

use, extra care must be taken not to create a hazard. Warnings

should be given to people in the area either visually or verbally.
- N o

Take extra care to ensure that sweeping brushes and other tools

are always stored upright safely out of people's way and that

they do not constitute a‘tripping hazard.

Any spillage of water onto the shop floor, canteen, or in the
toilets should be protected immediately with a warning sign
and the water taken off and mopped dry.

Take care when unpacking goods delivered, not to allow wrappers
and strapping to stay on the floor - plastic and cellophane can be
extremely dangerous.
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4.21 Floor Washer

DESCRIPTION
Risk assessment on use of the shop floor washer.

HAZARDS
The main hazards associated with hygiene machines are:
Slips & Trips from wet floors, debris, trailing pipe
Moving parts

Crash or strike with equipment or personnel
Chemicals may result in skin or eye damage

attachments
e Battery gas build up when unchar

RISK ASSESSMENT:

Likelihood Severity

Score = Score =

CONTROL MEASURES

Authorised &@ai rsonnel may only operate the hygiene
machines

at all times e.g. gloves, shoes,

alls (disposable where required), etc.

on hygiene machines

ical mixing unit provided on machine

ery charging procedure must be adhered to at all times
ined on a regular basis
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4.22 Home Deliveries

DESCRIPTION

Use of the company van to make deliveries to customer’s houses.
Five main hazards are addressed under the risk assessment: Road
Traffic Accident, Manual Handling, Wheel Change, Mobile Phones
and Van Maintenance.

HAZARDS

1. Road Traffic Accident — Injury due to collisio

RISK ASSESSMENT:

Likelihood Severity

Score = Score =

CONTROL MEASURES

e Only suitably qualifi d ins@ed e oyees may operate
the rules of the road and

nd scheduled programme of
DOE certificates as necessary.

e Good manual handling practice must be exercised in loading
and unloading of the van.

Be very aware of your own capabilities

Be very careful of trap points on doors.

Ask for help from the customer whenever possible.

Be careful of uneven steps or surfaces in customer houses.
Ensure all equipment is safely stowed in the vehicle so that it
will not slide or shift forward in the event of an emergency
stop

Revision Date Document owner Approved by Page number
number

01 XX/ XX/ XX Manager 1 Manager 2 70




LOGO HERE ABC Company
Safety Statement

3. Wheel Change - Cuts, Bruises, MH injury, traffic passing by.
RISK ASSESMENT:

CONTROL MEASURES

Van is issued with full wheel changing kits.

The van supplies the jack, screwdriver, spare wh
iron. The reflective jacket, torch and red tria
by the company.

and tyre
supplied

vehicle drivers.
e If a puncture occurs and a wheel c i do the
following:

e - Turn on hazard lights

e - Pull in to the left-hand side fe to do so

e - Get out of the vehicle an

e - Place the red triangle app

e - It is imperative that the yelf@w ja is'worn even in broad
daylight

e - If the punctur
to change the
handling

- If the pus

d side of the vehicle proceed
re with regard to manual

en changed replace all equipment
eir original storage places

< ncture repaired as soon as possible, especially if
g temporary wheel

ones —road traffic accident

RISK ASSESMENT:

CONTROL MEASURES
e At no time is it permitted to drive the vehicle while holding a
mobile phone or receiving / sending text messages
e Training / instruction must be given to staff on the dangers of
using a mobile phone while operating a vehicle
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5. Van Maintenance — RTA due to poor maintenance
RISK ASSESMENT:

CONTROL MEASURES
e Maintenance / service contract with local garage.
e A bi-monthly Health & Safety Vehicle Review will be made on
the van and a record kept in the Health & Safety folder
o Staff will occasionally be requested to carry out an assessment
on the van.

Van to include the following:
- Current Vehicle Service Record
- Fire Extinguisher
- Torch
- Reflective Jacket
- Bin for litter
er

- Warning Triangle
- Emergency Breakdown/Accident
- First Aid Kit Accident number

&

ne
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4.23 ROLL CAGES (occasionally sent by suppliers)
HAZARD

The main hazards associated with roll cages are:

Slipping and Tripping

e Moving parts wheels and shelves with the danger of trapping
limbs

e Damaged metal parts which may cause lacegii other
injuries

e Possible overturn due to poor or uns

e Strike with either other machin

e Incline drift due to no braki on bay not
being level “slip way use”
RISK ASSESSMENT:
Likelihood Risk Value

Score = Result =

Damage control procedure must be followed when defect is
found.

e Authorised holding areas in warehouse/yard.

e Authorised holding area for damaged cages
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4.24 Collapsed pallets

Hazards
e Injury from person falling or falling stock

Risks Identified

Likelihood Severity Risk Value

Score = Score = Result =

Persons Affected:
Warehouse staff and any person walking in the wareho

Control Measures:

attachments.
e In the event of a pallet collapsin [ k in the
racking the area will be segr
remove the stock.
e The plan may involve the h
appropriately qualified pers

r%

g icker and an
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4.25 Assembly and Installation at Customer

Location

HAZARDS

- Multi hazard

Risks Identified

Likelihood

Severity

Risk Value

Score =

Score =

Result

CONTROL MEASURES

installations.

Clients will provide the services
to the new equipment.
All technical employees wil

expertise.

Copies of the qualifications
ABC Company empl
work.

Work areas a
times.
Work areg

the dwelling.

Always ask permission before opening any closed doors within

If there is a problem at the dwelling such as a family dispute,

offer an alternative time for the assessment.

Never enter into a situation of imminent hazard or danger.
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PART 5
1. ANNUAL REPORT

ABC COMPANY

SAFETY STATEMENT

The following is a report of progress with our Health a
Policy as required by Section 12(6) of the Safety Health
at Work Act 2005.

Safety
d Welfare

SAFETY TRAINING;

During the year, the following safety
1
2
3

ning rses

External safety and healt rses gitende@@by our staff included:

rangements were put in place during the
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2. Safety Statement Document Review

ABC COMPANY

To ensure the proper implementation of our Safety Systems we
shall review the Safety Statement periodically and at least annually.

Date of
Review

Signed Description of
for Company Changes
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Part 6 Staff Sign Off
We the undersigned accept that:

e We have been shown the Safety Statement,

e We know where it is to be kept for review,

e We will adhere to all safety rules as set out by ABC Company

e We will not act in any way that could be harmful to ourselves

Name in block

or any other person.
Signature D

2
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7. Appendix
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Accident Report Form

Location: Department:

Date of Accident/Incident: Date of Review:

Management present:

a

Injured Party Details

Nature and extent of actual or potential lo peodple, ty,
A process or the environment
o
Yo
°
)
1.
3
whd
S
4

Description of the Accident/InGident o, t, how, when)
c
2
whd
o
‘=
Q
(0]
0
(a]

Why did t i i ccur, (root, basic and immediate
0
9]
(0]
3
[
O

recurrence, responsibility & action by dates:

0
=
o
S
[}
o
c
)
£
£
o
Y]
()
x
Distribution of investigation information organisation wide and
2 | statutory reporting / reply:
S
e
o
Q
Q
x
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Safety Inspection Sheet

& work
practice)

Inspector: Area: Date:
Structure, Inspection | Substandard | Corrective Action
equipment, | item (relating | condition / action by &
tool & work | to each practice required date

. structure,
practlce equipment, tool noted

«/@f

2
&
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Staff Suggestion forms

SECTION A: To be completed by staff member with
suggestion

Staff Member Name: Position:
Date:

Details of Suggestion:

SECTION B: to
Manager 1

Supervisor or

Signature:

Date
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PART 8 Related Policies

8.1 ABC Company Environmental Policy

ABC Company will seek to promote the conservation and sustainable
use of natural resources and to minimise environmental pollution in
all their activities and, where possible, by it's influence over others.
The objective will be to minimise the environmental impact of all
operations.

Consideration will be given to substitution of pollu
with "greener" alternatives wherever possible. Ste
minimise smoke, dust, noise, and vibration ni ntial
for which will be identified during the asse

All waste disposals shall be carried ou
removed to registered disposal siteg.

ation shall be held to
demonstrate compliance with thig. '

waste shall be

atercourses. All liquid
is a risk.

Liquid pollutants will not
storage will be bunded

Revision Date Document Approved by Page
number owner number

01 21/06/07 Manager 1 Manager 2 83




ABC Company
Safety Statement

LOGO HERE

8.2 ABC Company Equality Policy

ABC Company are an equal opportunities Employer & thus, as laid
out in this policy, seek to comply with all legal regulations &
directives with regard to dealing with individuals or groups in a fair
& legal way.

It is the policy of ABC Company to deal (employ, pay, consult,
interview, speak to, and write to etc.) with any person/s equally &
with dignity Regardless of disposition:

e Gender

e Race

e Colour

e Creed (Religious Persuasion)

e Nationality

e Disability or Physical Impairment
e Financial Status

ABC Company, its Management an
with this policy. Failure to compl
immediate disciplinary action & p

& comply
uld result in

Should any person causgh , sexually harass or
disadvantage any of of their disposition, that
person/s will be re ies & will be dealt with on a
legal basis.

It is the ovey
fair to all.
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