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1.0
GENERAL STATEMENT OF SAFETY POLICY

The company Knight Asphalte Co Ltd take their responsibility for Health, Safety and Welfare very seriously.  They will do all within their power to comply with the legal, moral, financial and environmental responsibilities imposed upon them by statute.  The company also considers that Health and Safety is of equal importance as production and profit and this is reflected in the policy.  The aims of this policy are to minimise accidents and damage, and to develop a “Safety Culture” that will benefit everyone.

Mr K C Knight will be ultimately responsible for health, safety and welfare.  He considers that it is everyone’s duty to co-operate “so far as is reasonably practicable” to help in ensuring that the ideals set out in this policy are achieved.

Knight Asphalte Co Ltd employ the services of a company of safety consultants, they are Construction Safety (SE) Ltd, to assist them with their duties.

Our policy is to provide and maintain safe and healthy conditions, equipment and systems of work for all or our employees and sub-contractors and ensure that they have sufficient information, training and supervision necessary for their tasks.  This will be aided by using techniques of “Risk Assessment” and good communication.  The company will “as far as is reasonably practicable” fulfil its duties under the HASAWA 1974 and all subsequent and relevant regulations.

Our company and all under their control, are under a “Duty of care” to safeguard its contractors, sub-contractors, clients, members of the public and anyone else who may be adversely affected by its activities.

Our company considers that “practical jokes” and “horseplay” of any kind is a serious breach of discipline.  As these may be instrumental to accidents and damage, the company retain the right for “Instant Dismissal”.

Our company will set Occupational Health and Safety Objectives, measure our safety performance and review this at management review meetings so these are met.

This policy will be updated and amended as necessary.  It will be reviewed annually and all employees will be notified of any changes. Our company will strive to continuously improve our safety policy and performance.
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Revision 

Signed.........................................................    
Date 16/11/2011
               K C Knight Managing Director
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2.0
CO-OPERATION, RESPONSIBILITY & FEEDBACK

All employees and subcontractors are required to fully co-operate and support this policy.  All Directors are actively involved in the administration of the Company Safety Policy.  Mr K C Knight however is ultimately responsible for all matters of Health and Safety.  The Board of Directors have appointed Mr D Knight as having particular responsibility for heath, safety and welfare matters.  The directors encourage all employees by "open door" policy to bring any health and safety concerns to them. Any operative having need to discuss or report matters of Health and Safety may also contact any of the following:-

a)
The Chargehand who is responsible to the Contract Manager

b)
The Contract Manager who is responsible to the Board of Directors

c)
The Director with Special Responsibility for Safety (Mr D Knight)

2.1 Responsibility of Senior Directors (Mr K Knight and Mrs C Knight):- To ensure that the Health and Safety Policy is workable, effective for today's needs and that it is reviewed and/or revised at regular intervals.

a)
To liaise with the Safety Manager and the Contract Managers in order to ensure that the policy is working and current.

b)
To receive and act upon the advice and recommendations put forward by Safety Consultants.

c)
To ensure that sufficient funds and other resources are provided to enable this Policy to be successfully achieved.

d)
To ensure that training is organised where and when necessary to enable all operatives to execute their duties safely and operate in a safe environment.

e)
To ensure that a copy of the policy is given to all employees and all sub-contractors and that it is displayed at all premises occupied by the Company.

f)
To hold regular Management Meetings where training needs can be appraised, accident trends and reports are reviewed and site safety inspection reports are reviewed.

2.2 Responsibilities of the Director with Special Responsibility for Safety (Mr D Knight):- The Safety Manager has a responsibility to monitor the policy and its effectiveness, to regularly visit both sites and workshops.  To advise the other directors of any recommendations and advice that may be relevant and to act independently of production requirements.

a)
To ensure all new office employees receive Health & Safety Induction training.

b)
To consult with employees and provide a system for safely managing the operations of the company, including convening regular meetings with the employee's representative.
c)
To analyse training needs, plan training and implement appropriate safety training.
d)
To liaise with appropriate organisations and maintain a library of relevant safety documentation.

e)
To assess risk and determine safe working guidelines for the office and staff.

f)
To investigate all significant accidents and report to the other Directors including 



recommendations to prevent repeats. To delegate contracts managers to investigate minor 

accidents and near misses when appropriate. To employ Construction Safety SE (or other 

consultants) to advise in the event of major accidents when appropriate. To make 


RIDDOR reports when necessary.
g)
To review changes in legislation or work practices and advise the Directors when any changes to this policy are needed.

h)
To ensure that Safety is fully considered at the management review meetings that appropriate OH&S objectives are set at these meeting and that safety performance is reviewed.

i)
The Director with Special Responsibility for Safety is also responsible to the other Directors for ensuring safe and healthy working conditions and the provision of adequate fire precautions and first aid arrangements at the Lenham office.  In particular he will:-

i) Ensure that in offices:

· A reasonable temperature of 16ºC is achieved soon after starting, is maintained and that works areas and corridors are adequately lit.

· Cleaning is carried out at the end of each working day and rubbish disposed of.

· Adequate washing and toilet facilities are maintained.

· Electrical installations are properly maintained and that electrical equipment is periodically checked.  (Portable Appliance Testing) and fixed installations are safe.

· Flooring is maintained in safe condition.

· Practices of fire drills are carried out.

ii) Ensure that maintenance and repair work, window cleaning and all non routine work is carried out safely and without risks to employees or members of the public.

iii) Ensure that any recommendations of the Local Fire Authority are implemented, that adequate fire precautions are maintained and that all office staff are familiar with action to be taken in the even of fire.

iv) Ensure the provision of adequate first aid facilities and that all office staff are aware of the arrangements.

v) Ensure that all office staff are familiar with and understand the Company Safety Policy.

vi) COSHH – Ensure that necessary Assessments for substances and processes carried out in the office are made.

vii) Ensure that all staff are aware of their responsibilities under the Display Screen Equipment Regulations.  If users are at all concerned they should consult the safety library for up to date information.  The equipment of classified users will be assessed by The Director with Special Responsibility for Safety and the results actioned.  Classified users may request eye sight tests by written request to the Director With Special Responsibility For Safety ,

viii) Ensure fire safety by:- 

· Regularly inspecting at not more then 3 month intervals and making a record of the working of fire doors, posting of fire exit signs.

· Check the positioning of fire extinguishers.  Note the general condition, identify hazards and report all to the Directors.

· Assess fire risk and implement control measures.

· Issue or post fire and emergency evacuations instructions.

· Set a personal example.



ix)
Undertake hazard spotting or identification reviews at not more then 3 month  



intervals, to identify new hazards, risks to all visitors to the Lenham yard and 



whether all adequate facilities are available and used.


j)
Use management reviews, regular audit reports, employee consultation, safety performance 

measurements and external best practice to develop ways to continually improve 


safety 
performance.
2.3
Responsibilities of Contracts Director (Mr P Knight):- The Contracts Director has a responsibility to monitor the policy and its effectiveness at site level, regularly visit sites and advise the board on trends and changes in ways of working which would require changes to the policy.
2.4
Duties of Contract Managers: - To understand the firm’s Policy and its implications.

a)
To be aware of the various responsibilities within the Company.

b)
To ensure all new site employees receive Induction training. See
 Procedure PR-IMS-010 for more information.
c)
To ensure that Chargehands and operatives are adequately trained and/or released for training as necessary.

d)
To assess risk and determine at the planning stage:-

i) The most appropriate order and method of working to ensure safety at all stages of the contract.

ii) The allocation of responsibilities with Client or main contractors' representatives and sub-contractors including who will provide suitable safety equipment.

iii) The location of existing services and liaison with Statutory Authorities if appropriate in order to determine safe working procedures.

e)
To undertake manual handling assessment.  The main object here is to avoid manual handling whenever possible.  The guidance given in CITB’s Construction Site Safety Manual Section 9 – “Manual Handling” will be followed to ensure the final risk is low. See also 3.22 below.
f)
To ensure adequate provision of instructions to establish safe working methods and indicate precautions to be adopted.   

g)
To provide Contract Work Instructions (and Hazard specific Standard Work Instructions when appropriate).

h)
To assess our subcontractors’ competence at managing Health & Safety. See Procedure 
PR-IMS-008 for more information.
i)
To control risks during the works:-

j)
To check working methods and precautions with Chargehands at commencement, and at suitable periods during the contract.

k)
To consult with employees PR-IMS-009.

l)
To ensure that work once started is carried out as planned and that the relevant legislation is observed on site.  Ensure continued communication and discussion with Customer or their representatives during the works.

m)
To set a personal example during site visits by showing an interest in all aspects of safety.

n)
To ensure that all relevant information on known hazards is passed on to main contractors, persons who may be affected and sub-contractors.

o)
To ensure that the working environment in respect or noise and dust control is within the acceptable limits, to educate the workforce in recognising the dangers in substances being used and to make available any necessary protective equipment to create safe working conditions.

p)
To monitor subcontractors competence and if it becomes evident that such management is ineffective or inadequate, then require the subcontractor to work to our management system in addition to their own.

q) To give toolbox talks on all aspects of safety at regular intervals, including for example advice on propane, falls from heights, and kinetic lifting techniques.

r)
To undertake formal site safety audit inspections at monthly intervals.

2.5 Duties of Site Supervisor / Chargehand: - The Site Supervisor / Chargehand is the                         Company’s representative and is responsible for the day to day organisation and control of all persons and their activities on site.  His main responsibilities are:-

a)
To consult with and carry out the instructions of the Contract Manager.

b)
To organise and control sites so that work is carried out to the required standard with minimum risk to persons who may be affected.  To implement method statements when appropriate.

c)
To inspect the site on a daily basis, identify hazards and assess risks that may exist and ensure that either appropriate safety measures are in place to avoid such risks or draw such risks to the Contracts Managers attention, immediately by telephone and in writing by noting the matter on the Chargehand report sheet.

d)
To actively monitor and closely supervise all new operatives joining the company.

e)
To know the broad requirements of The Construction (Design and Management) Regulations 2007 and other relevant legislation and to request training as necessary.

f)
To see that The Construction (Design and Management) Regulations 2007 and other legal requirements are observed on site.  He will, as required, inspect equipment and site workings in accordance with Construction Regulations and ensure that all Site Registers are kept up to date as required.

g)
Whilst carrying out regular inspection he should take into account possible dangers to children and other persons who may be on site during working hours.  To give all operatives precise instructions on their responsibilities for correct working methods and to see that they do not, or permit others (especially young persons) to take unnecessary risks.

h)
To arrange and control delivery and stacking of materials so as to avoid risk and to limit manual handling to a minimum where unavoidable.        
i)
To inspect all plant when delivered and report / return any defective equipment.

j)
To position plant effectively and to plan and maintain a tidy site.  To liaise fully with Customers, other contractors and subcontractors representatives on site so as to avoid any confusion about areas of responsibility.

k)
To check that machinery and plant, including power and hand tools, are maintained in good condition.

l)
To ensure that necessary information is available on hazardous materials to enable adequate precautions to be taken. Hazardous materials are defined as materials which may present a danger
m)
To make sure that suitable protective equipment is available and that is used as and when necessary.

n)
To ensure the wearing of Safety Helmets, unless advised by written Contract Work Instruction that the wearing of Safety Helmets is not necessary.

o)
To ensure the relevant facts of all accidents will be recorded and reported to Head Office.

p)
To co-operate with Safety Advisers and Health and Safety Inspectors and to act on their reasonable recommendation.

2.6 Responsibility of all operatives: - If you know of anyone involved in works for Knight Asphalte Co Ltd who has a reading problem, ensure that the policy is read out to them before they acknowledge having received a copy.

a)
To co-operate with Management to ensure that the policy works, that it complies with current legislation and to suggest improvements that can be made.

b)
To work in a manner so as not to put their own or other persons safety at risk.

c)
To use protective equipment provided and not to misuse equipment or materials.

d)
To not operate tools, plant or equipment unless authorised to do so.

e)
To report hazards, or defects in plant and equipment.

f)
To develop a personal concern for the safety of themselves and others.

g)
To keep their work area tidy.

h)
To maintain the standard of welfare facilities that are provided.

i)
To suggest ways of eliminating hazards.

j)
To report any injuries incurred at work.

k)
Set a personal example.

COSHH –Regulations are designed to make the working environment safe.  It is essential that operatives are properly instructed and understand the safe methods of working.  Operatives should be aware that some processes can be hazardous to their health if the assessed precautions are not maintained.

Noise – Certain work practices produce noise levels above 85db and at this level operatives are required to wear ear protectors.  The Contracts Manager will assess the risk and provide operatives with suitable equipment, and inform the operative of the safe exposure time allowed.

Manual Handling – Regulations are designed to make the work process safer.  It is essential that safe methods of manual handling of heavy or awkward items be carried out in a way that will lessen the risk of damage to yourself.

Workplace Equipment –Regulations require all plant equipment to be properly regularly tested and certified as being fit for use.

Operatives require a certificate of competence or have to have received training for driving mechanical plant, erecting scaffold, changing abrasive wheels, use of cartridge tools etc.  The Contracts Manager will advise you on site.

It is stressed that neglect of Health and Safety matters will be considered a serious disciplinary matter and considered sufficient cause for immediate dismissal.

2.7 Responsibility of Sub-Contractors:-General Requirements:  

a) To carry out their work efficiently and in accordance with statutory provisions.  

b) To have their own “safety policy” if required by HASAWA 1974 and to assist Knight Asphalte Co Ltd in carrying out their “safety policy”.

c) To ensure that they employ competent people who are adequately trained and supervised.  

d) To have a policy for ongoing training.  This includes induction training, and other training as necessary.  

e)
To carry out the responsibilities noted for operatives and Chargehands.

f)
To maintain a good working relationship and to co-operate with Knight Asphalte Co Ltd and their customers.

g) To comply with the site safety plan and to monitor their own performance for health and safety.  

h) To not cause damage to the environment.

i)
To ensure that all plant, equipment and tools that are brought on site meet the current statutory requirements i.e. they are suitable for their use and the environment and have an adequate maintenance procedure.

j)
To ensure that any portable electric tools used on site are maintained as required by the “Electricity at Work” regulation 1989.  (Portable electric tools used on site must be 110 Volts).

k)
To ensure that when plant, tools and substances are left/stored in the premises, that they are rendered harmless and adequately secured.  This should be discussed with the Site Manager.

l)
To ensure, that where applicable “risk assessments” are carried out and adequately resourced.  Information is passed to those at risk and to Knight Asphalte Co Ltd.  Any training needs identified must be addressed and records kept.

m)
To reprimand and discipline any of their workers who are careless in regard for their own or others safety.

n)
To not allow unauthorised persons on site.

o)
To set a personal example of health, safety and welfare.

The HASAWA states that employers must provide a safe place of work and safe systems of work.  An untidy workplace may be instrumental to accidents and damage, therefore to minimise this risk, all subcontractors must clear their own waste/debris as the work proceeds.

Provisions for first aid will be the responsibility of the sub-contractor unless Knight Asphalte Co Ltd makes other contractual arrangements.

All accidents must be reported and an entry made in your Accident Book.  Any accident or occurrence must be immediately referred to the Knight Asphalte Co Ltd office and confirmed in writing within 4 days.

3.0 ARRANGEMENTS FOR IMPLEMENTING HEALTH AND SAFETY & SAFETY RULES

3.1
General:  The company carries Employers’ Liability (Compulsory Insurance) and Public Liability Insurance.  It will be the policy of the company to ensure that adequate Welfare Facilities including first aid are provided on all sites.  Employees, sub-contractors and self employed have a duty to respect these facilities and assist in maintaining them to a suitable standard.

Good housekeeping is the responsibility of employees and sub-contractors.  It is expected that all workers will keep a clean and tidy work place, clear waste and debris as work proceeds and do not block or restrict access routes.  Do not leave tripping hazards on roofs, roof edges or by stairs, ladders etc.  If possible use a catenary wire to raise leads and cables above floor level.


Generic risk assessments and COSHH assessments will be kept at the Lenham offices and on larger sites.  Specific risk as identified will be addressed either by the Contract Manager or “other competent person”.  All personnel must comply with these special arrangements.


All employees and sub-contractors who do not have their own safety policy approved by Mr D Knight will abide by the conditions of this policy and will also conform to any “Principal Contractors” Health and Safety Plan that may be applicable.

3.2 Hazard Identification, Risk Assessment and Risk Control:  Many of the things we do and products we use are hazards which could cause harm.  We know that we need to think about these and the safety measures needed so that the risk of someone getting hurt or becoming ill is small.  Hazard means anything that can cause harm.  Risk is the chance, high or low that someone will be harmed by the hazard. We carry out risk assessment in three stages.

Because we are a specialist contractor, many of the hazards that exist are the same on most sites where we work.  These common hazards have been recognised and the safety measures and safety systems of work to be taken by our staff and operatives at all times are included in this booklet which details our Safety Policy, Responsibilities and Arrangements. 
It is important that each site is also carefully considered to make sure that any special or unusual factors of the site do not allow the remaining risks to increase.  When work starts on a site, the Contract Manager will undertake a risk assessment in accordance with our written procedure.  The most common cause of death on construction sites is falling from height and this, together with fire prevention, preventing objects falling, minimising risk to the public and others and all the other hazards will be considered.  The results of this risk assessment are recorded in a site specific Contract Work Instruction and Method Statement which is given to the Chargehand.  This document describes the special safety control measures and safe systems of work that need to be followed on that site.

The Chargehand must not start work until he has the Contract Work Instruction and Method Statement.  He will check that he understands the work to be done and safety measures needed.  He will brief the other operatives and comply with any of our customer’s safety induction procedures.  The Chargehand will inspect the work area and use his own practical knowledge and experience to make sure that no significant risk exists from, perhaps other contractors, scaffolding etc, before starting.  If the Chargehand is not sure the area is safe he will leave the area and report the situation to the office at Lenham immediately so that advice can be given.

3.3
CDM Statement:  The Company is aware of the impact of the Construction Design & Management Regulations and the responsibility of duty holders under these regulations.  The company has an efficient management system in place and has within its employ competent persons who are adequately trained to take on duties, or to assist other duty holders to comply with their responsibilities as required under the regulations.


It is expected that the Company may on occasions act as Designer.  We may take the role of Principal Contractor.  In the other cases we will be a Sub-Contractor.


CDM requires the registering with the HSE of construction work that will take more than 30 days to complete, or work that will involve more than 500 person’s days.  (This excludes work undertaken for private householders).  A copy of the F10 notification will be posted on site by the CDM Co ordinator.

The Client:  


When a commitment is made to the project, he must employ a competent CDM Co ordinator and a competent Principal Contractor.  He must give information on the land and development that is reasonable for him to know and any pre-construction information which must include all relevant information which is in the client’s possession, or can be reasonably obtained.  He must ensure that the safety plan is sufficiently developed before work begins on that phase of the project.  He must receive the safety file from the CDM Co ordinator at the end of the project and allow others to see it, which may have cause to.  He must pass on the file to the new client if the building etc is sold off.


Designers:


Must be competent.  Use techniques of risk assessment to eliminate risk where reasonable practicable, so as to ensure that the construction can be built, maintained and eventually demolished safely.  To give safety information about the design, to co-operate with the CDM Co ordinator.


CDM Co ordinator:


Give advice to the client on employing competent designers and contractors. Ensure their co-operation and co-ordinate their activities.  Give advice to the client and contractors as required.  Provide to the Principal Contractor and other Contractors Preconstruction Information.  Collect information for the safety file.  To notify the HSE on F10(rev) as to the project.


Principal Contractor: 

Develop the health and safety plan for managing the residual risks on site.  To ensure that only competent persons are employed.  To develop risk assessments and method statements.  To ensure that resources are available and properly used.  To ensure that all sub contractors and self employed are competent, have resources and co-operate with him and follow the safety plan.  Ensure that all persons on site have safety training as required and set up communication of health and safety for operatives.  Prevent entry onto site of unauthorised persons.  Monitor the systems and keep records.


Other Contractors and the Self Employed:


Must co-operate with the Principal Contractor so that he may fulfil his statutory duty.  They must only employ competent persons and ensure that they have suitable safety training.  They must use resources correctly and complete risk assessments and method statements as required.

3.4
Training:  There is a statutory requirement that companies should only employ “competent people”.


All employees/self employed will be instructed and trained to carry out their tasks in a safe manner. This includes the risks associated with the task, the substances, the safe use of plant, machinery and portable tools etc.


The Annual Training Plan will record the training needs and show how they are to be met. The need for further special training which might arise will be appraised at the regular Management Meetings and any training required will be organised.


Chargehands will ensure that all persons under their control have an induction of health and safety on their first day on site and before starting work.  Where there is a special need identified, then further training will be provided.  This may be in the form of “tool box” talks or a recognised training course.  It is the intention of the company that safety training is carried out on a regular basis, employees and self employed are expected to co-operate in this requirement.  All sub-contractors must ensure that their own personnel meet these requirements.


It is the company policy to ensure that all persons are trained and have health and safety information.


All employees will be given adequate instruction and supervision as is necessary to ensure that their work is carried out efficiently and safely.  Contract managers will ensure Chargehands and operatives have the skills to undertake the tasks given to them. Chargehands will monitor performance and immediately take remedial action where bad practices are identified.

3.5
Training Records:  Records of training that is undertaken will be kept in the form of copy certificates etc in individual personnel files, as notes on the database of personnel, or in the Management Meeting minutes.


Subcontractors shall have to supply copies of their training records and copies shall be kept as above.

3.6
Trainees / Young Persons:  Trainees and young persons will require a much closer form of monitoring, supervision and guidance.  Young persons at work must always be with and under the control of a competent and responsible person.  They must be shown and encouraged to use good safety practices.  They must be taught how to use tools and equipment safely, but only use the tools and equipment that they are authorised to use.  They must be shown how to use correctly the resources supplied in the interest of health and safety, this includes all types of Personal Protective Equipment (PPE).  Encourage them to identify hazards in the workplace and to be aware of danger.  They must be told to report or notify the foreman when they believe there is a deficit of safety provision.

3.7 Pre-Site Planning:  


a) Tenders will include sufficient resources to cover methods of working and adequate welfare facilities etc that can be assessed as necessary from the information provided at tender stage.

b) At the planning stage, action will be taken to ensure compliance with all relevant regulations.

In particular;

i) Adequately trained management and operatives.

ii) The most appropriate order and method of working.

iii) The drawing up of Hazard / Risk Assessments where necessary.

iv) Method Statements as required.

v) The arrangements for a safe supply of electrical power and the provision of adequate lighting.

vi) Allocation of responsibilities with sub-contractors.

vii) Discussion with sub-contractors as to control and supervision of safety on site.

viii) Identify the overall safety supervisor for site.

ix) The prevention of hazards which might arise from overhead or underground services.

x) Facilities for welfare and first aid suitable to the site.

xi) Adequate fire precaution and permits to work if necessary.

xii) Identification of and planning for, any special risks relevant to the contract through Hazard / Risk Assessment.

c) Provision will be made where required for adequate and clear instructions, to establish working methods, to explain the sequence of operations, to outline potential hazards at each stage, to indicate precautions to be adopted in case of emergency eg fire or explosion and particularly in occupied factories etc.

d) To check over working methods and precautions with site management before work commences.


e) To ensure that work, once started, is carried out as planned or that a revised method is drawn up and that the relevant regulations and guidance are observed on site.

f) That sub-contractors have the necessary equipment and expertise to enable them to carry out their day to day activities in a safe and competent manner.  Where subcontractors employ 5 persons or more a copy of their current Safety Policy will be required.  In addition, subcontractors must nominate a Safety Supervisor who shall be adequately trained / experienced.


g) To organise the provision of protective clothing and equipment.

h) Special Hazards: - Unusual or special hazards known at planning stages will be built into safe work methods and implemented by site staff.  Situations developing on site will be dealt with where possible or works stopped until all necessary arrangements are made.  Including a revision of the Risk / Hazard Assessment and if necessary, a new work Method Statement.

i) New Processes etc:  All relevant information will be obtained prior to taking into use any new process.  Information etc will be passed to those involved and specific training organised if necessary.


j) Copies of relevant detailed Codes of Practice and other safety literature are available covering all aspects of the company’s activities.  This information will be disseminated as necessary or by request to any person to whom it is relevant.

k) Steps will be taken to ensure that all necessary authorities are informed and / or consulted.


l) Subcontractors will be provided with a copy of the Safety Policy and will be expected to work strictly within the bounds of current legislation and codes of safe working practice.  They will also be informed of any known hazards on site.

m) The appointed Company Safety assistants, Construction Safety (South East) Ltd will be consulted as necessary at planning stages and may be required to carry out site inspections and monitoring the effectiveness of the policy.

3.8 
Accident Reporting:  All accidents must be reported and an entry made in the accident book at 
the Lenham office and in any accident book which exists on site.  The accident book must be made 
available, so that accidents and their causes can be investigated.  Accidents also include events that 
do not result in an injury; therefore, any accident includes near miss situations and should be 
reported to site management and contracts staff.

RIDDOR :(1995):  Certain types of accidents and dangerous occurrences must be reported to the HSE ie Fatalities, broken bones, amputations, electrocution, asphyxiation etc (see Regulations for full details).  The Chargehand must ensure that any incidents that are required to be reported under RIDDOR are notified to Knight Asphalte Co Ltd office at Lenham immediately so that appropriate action can be taken.  The Safety Manager Mr D Knight will ensure that action is followed by completing and sending to the HSE the form F2508 within 10 days of the accident or incident.



All significant accidents will be fully investigated by the Safety Manager. The reports will contain recommendations to prevent a reoccurrence and will be issued to the Directors and Contracts Managers so that lessons are learnt. The reports will also be used during induction and regular safety training to help emphasise the lessons. 
3.9
First Aid:  When working for a “Principal Contractor” it is expected that the company will arrange to share facilities of welfare and first aid. 
 
On sites where Knight Asphalte Co Ltd is the Principal Contractor, Chargehands or others will be trained as “first abiders or appointed persons” under the regulations.  They will be in charge of the first aid box, to ensure that it is fully stocked and kept in a clean and accessible place.  They will offer first aid to persons who have accidents on sites or premises under the control of Knight Asphalte Co Ltd.  They must ensure that the accident book is completed.  In the event of a serious accident or illness, they will undertake the responsibility to call an ambulance, keep a record in the “accident book” of the event and notify Mr D Knight.


Offices and yards are provided with their own first aid facilities and appointed person who shall be indicated on our notice board.

3.10
Alcohol/Drugs:  All persons working or representing Knight Asphalte Co Ltd are expected to support the company image and conduct themselves in a responsible manner at all times.  Alcohol or drugs, or persons under the influence of alcohol / drugs will not be tolerated on site.  Any person breaching this rule may be subject to instant dismissal.

3.11
Welfare:  Welfare will generally be provided by arrangements with the “Principal Contractor”.  Knight Asphalte Co Ltd will supply these facilities as per current regulations if they are the Principal Contractor. The Workplace Health Safety and Welfare Regulations 1992 set minimum standards that are required.
3.12 Access / Egress:  Access / egress means any pathway, steps, stairs, ladders, entrance or exit etc.  These must always be kept clear from clutter.  Do not store anything in these places and unless there is no alternative, do not work in this space or obstruct them in any way.


All persons at work or otherwise have a right to expect clear access and egress.  The company expects that all persons carrying out business for, or on their behalf, will provide to all a duty of care.

3.13 Electricity: On building sites we or the principal contractor if that is not us, will ensure that only the correct voltages are available for use i.e. 240V for huts and offices etc and 110V for the use of portable tools and equipment.  To reduce the risk of electric shock, it is the company policy to use 110 volts for portable electric tools on such sites. 

Portable Electrical Equipment includes computers, phone chargers, kettles, drills, grinders, 
electrically powered mixers, extension leads and the like. The Safety Manager will arrange for all 
portable electrical equipment and appliances to be tested (PAT Tested) and maintained at intervals 
not exceeding 3 months for site use tools and 12 months for office based equipment, to ensure it is 
in a good state, in good order and repair. The records will kept by the Contracts Manager.  Other 
electrical systems will be inspected and maintained every 2 years and records kept.  Portable 
generators used for the supply of site electricity must be 
double insulated or effectively earthed and 
these appliances must be maintained as per manufacturer's instructions.  The Contracts Manager 
will also inspect all electrical tools before issue and whenever they visit site. 


The user will visually inspect any electrical tool before using it. Do not take the equipment or plug 
apart.  Any damage to the casing, missing or loose screws, exposed or frayed wires will mean the 
tool cannot be used - Return it to the yard.
3.14
Hard Hats:  To comply with the “Construction Head Protection” regulations 1989 all site personnel and visitors are expected to abide by the policy.  Safety helmets will be worn where there is a risk of injury from anything falling onto the head, or anything striking the head, when the Principal Contractor’s Site Manager instructs their wearing or when the Contract Manager instructs their wearing.  The Chargehand may use his discretion only if permission to do so is given in writing as part of a Contract Work Instruction.


Subcontractors not able to produce a suitable green safety helmet may be asked to leave site and £10 may be charged for each helmet provided to them.

3.15
Plant (Small Tools / General):  All plant such as generators, compressors, hoisting equipment, angle grinders, drills, pumps etc used on site must meet the requirements of PUWER Regulations 1998.  They must be fit for their purpose and use. They must be maintained as set out in the manufacturer’s instructions and records kept.  Persons using this type of plant must have sufficient information and training to perform their operations in a safe manner.  Care must be used to ensure that exhaust fumes, or other fumes do not enter buildings or excavations etc.  Operators should also ensure that hoses and leads do not cause tripping hazards and erect barriers and display signs as is necessary.  Keep lids and covers in place to reduce the noise levels. 

The Contracts Manager is responsible for ensuring all equipment is properly maintained. They will inspect all plant before issue and when they visit site. 

 The user will inspect all plant / small tools before use, that it is fit for purpose and has no visual signs of damage. Hired small tools shall have its relevant test certificate from the hirer attached. 

Hand Arm Vibration Syndrome can result from using vibrating tools. This is a painful permanent condition also known as white finger. The use we make of such tools is limited but most common such tools we use are hand held grinders, drills and shot firing guns. Our tools have been examined. The risks of using these have been considered and they can be used as follows without further assessment (unless you have symptoms of "white finger") - grinders max 2 hour per day, hammer drills max 1 hour per day, shot firing gun max 4 hours per day. These limits may only be exceeded (or other hand held vibrating tools used), if a separate risk assessment is undertaken. If you suffer any loss of sensation or tingling in your hand this must be reported immediately to the contract manager.
3.16 Plant (Heavy):  Cranes, mobile elevated work platforms, dumper trucks etc.  The company does not own this type of equipment and therefore it will be “on hire” when required.  The Chargehand or competent person will ensure that it is suitable for its purpose and environment.  He will check the SWL and the examination and test certificates (F2530 & F2531).  Also check the qualifications of the operator and the weekly maintenance register F91 pt1 (c).  When this type of equipment is used, the operator must be made aware of any overhead electric cables or other obstructions.  Also of any underground services, cellars, basements etc that may effect its safe position, use and stability.  The operator must follow the HSE guidelines for safety on site ie levelled, outriggers fully extended or stabilisers down and use banksman or slinger/signalman as necessary.


The Contracts Manager are responsible for ensuring all equipment is properly maintained They will not normally have the skills to inspect specialist heavy plant and will arrange for an appropriate competent person to inspect in such cases. 
3.17
Plant (Specialist):  Mastic asphalt cauldrons, mixers and bitumen boilers used must be fit for their purpose and use.  Written operating instructions are available for all specialist plant and these must be read and understood before using the plant.  Ensure you understand the instructions before commencing.


Bitumen Boilers: Bitumen pots are amongst the most potentially dangerous items of plant that we use.  If care is taken however, no accidents need arise.  Remember the following points:-  

Do not set up a bitumen pot within a building;

Set the bitumen pot up on a firm level surface away from inflammable materials;

Set the bitumen pot as near to the point of work as practical to avoid carrying hot bitumen unnecessarily;

Use a drip tray to prevent damage to the surfaces underneath;

Position propane cylinders at least 3 m away preferably positioned so that the wind blows across both and does not blow from pot to cylinder or cylinder to pot;

Keep any cylinders not being used well away;

Check all hoses and fittings are in good condition, fitted with clips and are well connected;

Ensure a propane regulator is fitted;

Ensure a fire extinguisher is available (Foam or Dry Powder type);


Light with the burner out of the case;

Dry out any damp container before adding hot bitumen’

Beware of splashing when adding more bitumen or removing hot bitumen;

Wear full protective clothing and gloves at all times.  Ensure wrists are protected;

Wear safety glasses;

Keep the lid on the boiler as much as possible;

Pay close attention to the temperature and level of the bitumen at all times;

Remember bitumen expands when hot;

Carry hot bitumen in proper containers;

Have a clear safe route from the pot to where the bitumen is used;

After use turn off gas at the cylinders;

Empty the pot and clean outside case of splashes;

Do not leave the pot alight when unattended;

Do not overheat the bitumen;

Do not light a bitumen pot on a truck or lorry;

Beware of the dangers of hot bitumen can cause for others; In case of fire, replace lid, turn off gas supply, smother any flames with sand or earth - then leave until fully cooled - this will probably take several hours.  Do not use water;

Do not try to remove hot bitumen from skin.  If affected seek medical advice;


If the burner causes a choking acrid smell or creates soot due to being dirty or an incorrectly adjusted air supply, turn off the cylinders and correct fault.


The Contracts Manager is responsible for ensuring all equipment is properly maintained. They will inspect all plant before issue and when they visit site. 

The user will inspect all plant before use, that it is fit for purpose and has no visual signs of damage. 

3.18
Abrasive Wheels:  All persons who change or mount the disks / wheels or angle grinders or bench mounted abrasive wheels must have been trained to do so in accordance with the requirements of “Safety in the Use of Abrasive Wheels (HSG17).  Persons who use abrasive wheels must ensure that they have the correct disk mounted for the task.  The must take precautions to prevent dust, grip or sparks from causing a nuisance to others.  If working near the edge of site and there is a risk of sparks / dust etc being discharged in a manner likely to cause danger or interference to members of the public - then a secure fence or barrier should be erected to prevent this nuisance.  Also sparks can cause fire, therefore ensure that all carbonaceous materials are cleared for at least 2 metres and or Highly Flammable Liquid’s or Liquefied Petroleum Gas’s for 6 metres.  Alternatively and if possible, cover or wet down the materials at risk.  Safety guards must be properly adjusted.  Ensure the working area is uncluttered and provides safe footing.  Safety glasses and dust masks must be worn and other PPE which is necessary.

3.19
Cartridge Operated Tools:  These tools will only be operated by trained and named personnel.  They will ensure that at all times the tool is not misused and that no unauthorised person is permitted to use it.  It will be kept in a secure locked container when not being used.  Cartridges will also be kept in a locked container.  Misspent cartridges will be collected and disposed of under the guidance or instruction from the “competent person”.  Eye protection and ear protection must be worn when using this tool.  The cartridge operated tool must be regularly maintained as per manufacturer’s instructions.  Splatter guards must be kept in position.  No person under the age of 18 years is to use this tool.  Operators must check that the area both behind and alongside is clear of persons before firing, (in case of ricochet or shoot through).

3.20 Asbestos:  Under to Control of Asbestos Regulations 2006 the Company has a duty to:

a) Make employees aware of the dangers of asbestos and provide training for those who may be exposed to it.

b) Identify possible asbestos on sites by enquiry and survey.

c) Arrange the safe removal or disposal of any material containing asbestos.

Knight Asphalte Co Ltd is NOT licensed under the Asbestos (Licensing) Regulations 1983 (amended 1999) for the removal or disposal of any material containing asbestos.

Asbestos is a major killer and even very limited exposure to very small amounts of fibres can result in long illness and death. People who work on existing buildings must be aware of the dangers of asbestos and to stop work if they suspect it may exist. Any material discovered on site that is known or suspected to contain asbestos must be left intact and immediately reported to the Supervisor or Agent in charge.  Examples include asbestos cement, promenade tiles, sheeting, insulation board, cladding and sprayed lagging on pipes etc.

The Estimator or Contracts Manager will arrange for a licensed asbestos disposal contractor to sample, analyse and prepare Method Statement and Risk Assessment for its safe removal and disposal to a suitably licensed waste facility.

Where asbestos material is identified in tender documents or pre-contract surveys, a licensed contractor will be arranged beforehand.

Asbestos awareness will be included in site safety briefings for existing buildings.

The Company is not aware of any asbestos materials in its current premises, and should it become aware of any such material in the future will report it to staff who occupy those buildings, and contractors who may undertake work there.  Where there is a significant risk to health the Company will arrange to contain or remove the material using a licensed contractor.

The Company undertakes not to purchase, install or re-use any asbestos based products in its contracts, premises, plant or vehicles.

3.21
Lead:  The Control of Lead at Work Regs 2002 requires the company to control exposure to lead. Lead can lead to significant health problems if it gets into the body.

The company activities do not normally expose persons to any “significant” risk. Lead cannot enter the body by touching normal cold lead metal flashings etc but can enter the body if hands or gloves are used to eat food or touch the mouth or from fumes suchas welding lead in confined spaces. 


When lead burning or lead welding, ensure a free flow of air, wear a fume mask, sturdy gloves and other PPE as normal risk assessment.


Normal work activity with new or clean lead does not pose a “significant” risk.  Follow general risk assessment.


Stripping of old lead work that is heavily corroded:


This activity may produce more dust containing lead particles.  Therefore a dust mask must be used during this period, also sturdy gloves, overalls and other PPE as the normal risk assessment.
In any activity involving the handling of lead the following procedure should be applied.

All workers must have read and undersatnd the HSE guide "Lead and You"


No eating, drinking or smoking is allowed in the workplace as these increases the risk of contamination of lead by ingestion.


Change or remove overalls before entering canteens or places where food and drink is served or consumed.


Wash hands and arms thoroughly with soap and hot/warm water, also scrub under the nails.


If overalls/working clothes are heavily soiled with lead dust etc then the washing of these should be separate from family wash.


Lead welding will only be undertaken by specialist appointed workers who will have a blood or urine test at 3 month intervals to measure the amount of lead in their blood and ensure it is below the limits allowed.

3.22
Manual Handling:  Where reasonably practicable mechanical aids will be used to reduce the need for Manual Handling. Where possible, such tasks will be mechanised. When manual handling must be undertaken then a manual handling risk assessment will be carried out to ensure the task can be carried out safely and without risk. When tasks must be carried out manually, then ensure the path is clear from obstructions and that lighting is sufficient.  Heavy and awkward loads may require team lifting, then one person will act as team leader to ensure safest operation of lift.  Care should be taken for the protection of hands when lifting objects with sharp edges, or hot / cold surfaces.  Extra care is necessary when carrying or moving bucket of hot bitumen or asphalt.

The correct method of lifting makes the operation seem easier, less tiring and safer.  Lifting should be carried out by the proper use of muscles.  Back and abdominal muscles are weak, the leg and thigh muscles are strong.  The spine has a natural shape when a man is standing, if he bends over, the spine is arched and becomes weaker.  If therefore the back can be kept in its natural erect position and the leg muscles brought into play, and the load is kept close to the body, a man can operate like a human elevator.  This results in heavier loads being lifted, with less physical effort.

This is the basis for manual handling. In practice there are six significant points:

a) Grip – A good grip makes maximum use of the palm of the hand, the ball of the thumb and the base of the fingers.  Using the sensitive fingertips can cause considerable damage and the continued use of them leads to strained fingers or strained forearm muscles.

b) Back – The back should be kept straight to maintain it in its natural and strongest position.  This requires bending at the knees and ankles to get down close to the load and then to raise it, pushing upwards with the leg muscles to regain the vertical position.

c) Chin – The chin should be kept well in so that it is fairly near to the chest, as this helps to keep the spine in its natural upright shape.

d) Feet – The proper position of the feet is approximately the width of the hips apart and with one foot slightly in front of the other.

e) Arms – Arms should be kept as close to the body as possible so that its own members do not unbalance the body itself.

f) Body – The body, being kept in its normal position, should act as a counterweight to the load.


Risk assessments for all manual handling tasks involving lifting more then 15kg will be undertaken. See section 2.4(e) above.
3.23
CoSHH:  In the majority of instances only small quantities of hazardous substances will be stored or available on site.  It will be the responsibility of persons in charge to ensure that the “safety information” on the labels and the CoSHH assessment are read, understood and adhered to.  Special attention must be given to substances that are mineral oil based, bitumens and felts etc.  It must be understood by the operatives that substances they use at work may cause ill health.  Commonly there are 4 methods of entry into the body.  They are via the SKIN, INGESTION, INHALATION and through CUTS OR OPEN WOUNDS.  All personnel must take measures to reduce the risk and use the washing facilities available, regularly clean and change their overalls etc and use first aid and prevent entry of substances into the blood stream.


The Safety Manager is responsible for preparing the standard CoSHH assessments for commonly used materials and which are included in he Summary of CoSHH Information Booklet IN-CS-100, which gives further information.  

If hazardous materials are required to be used and no alternatives can be found, then the Contracts Manager will ask the Safety Manager to prepare an assessment for that product.


No hazardous substance may be used unless a CoSHH assessment has been completed. 
3.24
PPE:  All Personal Protective Equipment (as identified in Risk Assessments) will be available.  It will be suitable for the task and if more than one piece of equipment is to be worn, then the Contract Manager will ensure its compatibility.  Operatives will maintain and store all PPE away from Chemical and abrasive substances, cannot be damaged by physical contact with hard surfaces and as instructed by any specific documentation enclosed with the equipment.  Operatives must wear/use PPE correctly and ensure it is maintained to an efficient standard.  Misuse is not acceptable and will result in disciplinary action.  Report all defects to their Chargehand or Contract Manager.

Hard Hats:
For all site occasions unless it is clearly stated on the CWI that they are not required.



Safety Footwear:
For all site situations


Gloves:


Impervious for the protection against liquids and liquid irritants. Hide 
 


for protection against skin cuts and abrasions, min neoprene light.

Wrist Protectors:
When using hot bitumen.

Dust Masks:
For the protection of the respiratory system against the inhalation of dust.



Fume Masks:

For the protection of the respiratory system against the inhalation of 

gasses and fumes.



Goggles:

For the protection of the eyes (many types available, min light eye)



Overalls:

For general protection and hygiene



High Visibility Clothing:
To ensure that you can be seen in poor lighting conditions and 




traffic etc



Others:


As per “risk assessment”.


PPE will be issued as new.  Operatives should keep the equipment safe until it appears used when they should request replacement.


The company has now adopted a light eye protection and glove regime required the wearing of some form of eye protection and gloves at all times when on site (except offices and canteens). This is intended to reduce the occurrence of dust in eyes or minor cuts but the more robust PPE must be worn when indicated by the Risk Assessment.


Contracts mangers will ensure PPE is used by all operatives and distribute supplies and replacements during their regular site visits.

3.25
Stacking and Storing:  Poor stacking/storing arrangements are often instrumental to accidents and damage.  It is the policy of the company to reduce the risk at source.  Therefore: Stacking and storing must be controlled to allow for safe handling and to maintain safe access.  Not to interfere with or obstruct any emergency exits or services.  It must have regard for the site personnel and not stacked too high.  Consideration must be given as to how and when the commodities will be used.  These procedures apply equally to site or yard.  If temporarily stacking or storing materials on the public roads or footpaths, then proper signs and barriers must be used (this includes lights during the hours of darkness).  It may be necessary to seek permission from the Local Authority.


The yard will be kept securely locked when not in use. Relevant notices will be displayed.  All Highly Flammable Liquids and Liquefied Petroleum 

Gas eg Propane will be stored in cages or metal lock ups, adequate fire extinguishers will be correctly placed for emergency use.

3.26
Waste Disposal:  This will be by arrangement with registered waste carriers (builders waste only).  Disposal of other types of waste must be discussed in advance with the contractor or “competent person”.  Waste must not be allowed to accumulate and cause obstruction or health hazards.  It may also be a fire risk.


We all have a duty to protect the environment; therefore we must not burn our rubbish on site.  We must also ensure that we do not harm or contaminate the water systems or water table.  Clean up spillages and if in doubt check with Mr D Knight.

3.27
Work at Height:  All working at height will be covered by risk assessment.  Any person working at height must be protected against falls and the Work at Height Regulations 2005 (as amended) should be followed.  On flat roofs which do not have a parapet, edge protection will be provided including using an intermediate guard rail iif required, to prevent persons falling whilst kneeling down. If this is not practicable then other suitable measures will be implemented (see specific risk assessments).  Special measures will be required for the working on or near fragile roofing materials - Barriers and signs can to be erected to prevent unauthorised persons gaining access.  Scaffold boards or plywood etc can be laid along the bottom 1 metre of fragile material to protect people who may fall against it.  Good housekeeping must be employed and all rubbish / waste must be tidied up and removed ASAP.  Gangways must be kept clear.  Persons working or traversing on fragile roofs must use 2 crawler boards.  They must not walk up the bolts or rely on the strength of the material.

3.28
Scaffolds and Ladders:  Scaffolding if required will be supplied and maintained by either the Principal Contractor or Knight Asphalte Co Ltd.  But it is the duty of all users of scaffold to ensure it is safe.  The Chargehand will check with the Principal Contractor before allowing persons to work on it and will make a visual inspection every day.  Hop ups, trestles and ladders used will comply with CDM Regs 2007.  Ladders will be secured at their resting place to prevent slipping; if this is not practicable, then they must be secured at the bottom or footed.  There are many appliances that will assist safe working practices and it is the company policy to encourage the use of proprietary systems.  The Chargehand is to ensure the safe erection and use.  Maintenance checks will be carried out weekly, and where applicable scaffold reports (R01F911) will be completed.  The Chargehand must take immediate action where serious faults are identified.  Only competent persons will be permitted to erect, alter or dismantle scaffolds.  No other person will be allowed to interfere with scaffolding in any way.  Disciplinary measures will be taken against any person or company disregarding this requirement.

Extra care must be used on the public thoroughfare.  Also to ensure that ladders in operation do not restrict access to doors etc. If this cannot be avoided, then signs and notices must be displayed and information given to the occupiers etc.

3.29
Highly Flammable Liquid:  Petrol may be used on site to power, angle grinders, generator etc.  This will be restricted to 2 gallon only.  It will be kept in a proper petrol container, and when not required for use the petrol contained will be kept in a lockable metal cabinet (kept locked) and the key held by a responsible person.  When refilling the tanks with petrol, there will be a strictly NO SMOKING and NO NAKED FLAMES within 6 metres of the filling operation.  Filling of small tools only to be done in the open air, not in a hut or lock up.


Fire extinguishers of the correct type must be on hand and be properly maintained to ensure that they will work as needed.  The Site Manager must be informed of the danger.

3.30
Liquefied Petroleum Gas eg Propane:  This commonly used gas must be treated with care.  It is heavier than air and if it leaks will flow into excavations, drains and cellars etc.  It is flammable and a small proportion of gas in air can give rise to an explosive mixture, because the vapour can sink and flow, any vapour / air mixture may be ignited some distance from the point of leakage and the resulting flame travel back to the point of leakage.  Leakage may be noticed by the fish like smell with which the gas is normally odorized or by the cooling effect causing condensation.  Leaks should not be traced using naked flames - use soapy water.  In contact with skin, the liquid will cause severe frost burns.  Propane gas cylinders are painted red and marked “Propane”.  A bursting disc is normally fitted to the valve which will rupture if the cylinder becomes over pressurised.  When not in use, the cylinders should be stored in a safe place, preferably in the open air at least 3 m from excavation or drains etc.  The storage area should be kept clear of oxygen cylinders and combustible material and must be well ventilated.  If a safe place in a gas compound is not available, then the cylinders may be stored in a wire “gas cage”.  Ideally, store cylinders ten metres from temporary / permanent buildings and do not store cylinders closer than 4 m to temporary / permanent buildings or site boundaries unless the wall is fire resistant.  If the building takes up most of this site, the safest place for storage may be on the flat roof in the open air.  Cylinders must not be thrown, dropped or rolled although “milk churning” the cylinders is permissible.  Do not move cylinders unless the valve is closed and the regulator or connector is disconnected.  Only trained banksmen may rig cylinders for hoisting by crane.  Cylinders must be transported upright and properly secured.  A Tremcard and fire extinguisher must be available on any vehicle carrying propane.  Cylinders not in use must be kept at least 6 m away from any naked flame.  Cylinders connected to bitumen boilers or asphalt cauldrons should be at least 3 m away from the boiler / cauldron.  Hoses should be kept as short as is practical. Where these separation distances cannot be maintained, a heat resistant screen must be used.

3.31
Fire:  Fire can start and get out of control in a very quick time, Knight Asphalte Co Ltd are aware of their responsibility to prevent this danger.  A large proportion of the work undertaken by Knight Asphalte Co Ltd may produce this risk.  It is therefore everyone’s responsibility to assist the company in the prevention of such risk.  This will be done by all persons using Highly Flammable Liquid’s and Liquefied Petroleum Gas eg Propane, or any form of heat producing equipment, to be made aware of the dangers and to comply fully with the procedures set out within this policy.  Have the correct fire extinguisher which conform to current standards BS EN 3. and know how to use it.  Do not attempt to fight fires unless you have adequate training and are sure you will not put yourself at risk.


Fire extinguishers:



Red / Red label

- contains water

- fires of wood, paper, rubber etc


Red / Cream label
- contains foam

- fires of liquid, petrol, paint, oils


Red / Blue label

- contains powder
- most types of fire, including 








  electric


Red / Black label
- contains CO2

- any fire

Red / Green label 
- contains halon 
NOW ILLEGAL EXCEPT FOR USE BY POLICE, 





ARMED SERVICES AND AIRCRAFT 

Prevention of Fire: Ensure you have sufficient information / training and at all times exercise good housekeeping techniques.  Keep site clean.  If the site operates a “permit to work” system ensure that this is fully understood and followed.

Only allow competent people to use “Flame Equipment”.


Follow these guidelines:


Contract Work Instructions


Risk Assessments and Method Statements


Clear area of rubbish and any combustible material or if this is not possible, cover with sand or other non-combustible material.


Clear any Highly Flammable Liquids and empty Liquefied Petroleum Gas eg Propane cylinders at least 6 metres from the work area


Have at least 1 fire extinguisher (water or powder) and worker trained in their use


Only ignite flame when needed, extinguish flame when not in use.


Operatives to wear eye protection and protective clothing to protect them from burns.


Mixers / cauldrons set up on timber roofs / scaffolds must be on a heat resisting base such as a drip tray filled with water on top of a sand bed.


Before using a handheld gas torch or gun you must every day telephone the office, describe the work you wish to carry out and the nature of the construction before the office will authorise you to use the gas torch.


Check area for signs of fire or smouldering, heat transfer etc when going for tea breaks, dinner or other.


Stop any hot work at least 30 minutes before leaving site at the end of the day / shift.  Make a thorough check of the area to ensure that there is no fire risk.  Do not leave site until at least one more thorough check has been made just prior to leaving site.

3.32 Noise:  The Control of Noise at Work Regulations 2005 requires the employer to take noise level readings and assess the risks of noise.  All new equipment must be selected to buy the quietest available. The Contract Manager should ensure that noise levels are kept to a minimum by using modern tools and machinery that reduces noise at source.  Ensure that lids, covers and bafflers are kept in place whilst the plant or machinery is in use.  To reduce the nuisance or noise to others, noisy plant and equipment should be placed away from buildings and public routes where it is practicable to do so.  Provide hearing protection to those requesting it when the noise levels are 80 dB(A) but under 85 dB(A).  Provide hearing protection and ensure that it is worn when the noise level is 85 dB(A) or above.  Ensure that operatives use and maintain hearing protection and that it is kept clean and stored when not in use. Operate a noise protection zone anywhere that the noise levels reaches 85 dB(A) or more.

3.33
Excavations:  All excavations will be under the control of a competent person.  A risk assessment will be produced and operatives must comply with requirements.


All excavations at 1.2 metres deep or more will be supported with suitable materials (timbers, sheet pile or proprietary systems etc).  These will be inspected daily to ensure that no movement has taken place.  Action to be taken as required by the competent person.  Edges of excavations must be kept clear of materials or spoil to ensure safe passage and access.  A means of access must be provided for persons working in excavations, it must be kept in position as they may need to escape in a hurry.  Heavy plant should not be allowed near edges of excavations as this may weaken the supports and cause collapse.  Checks must also be made to ensure that the atmosphere in the excavation is suitable to sustain life ie sufficient oxygen, no toxic gases and not flammable or explosive atmospheres.

3.34
Towers:  All mobile towers will be erected, altered and dismantled by competent persons following the manufacturer’s instructions.  They will be erected on solid and level ground, or the tower will be on a solid base that will support the imposed loads.  It will be levelled and secured to prevent movement whilst it is in use.  Brakes must be on, guard rails and toeboards correctly positioned and out riggers used to assist stability where necessary.  Access must be by ladder as provided within the tower framework.  Do not climb up the outside of the frame.  The tower must not be overloaded and must not be moved whilst either persons or tools and materials are on the platform.  Only one working platform may be used and the use of milk crates, stools or other devices to gain extra height from the platform is prohibited.  Do not obstruct the free passage of others.  If this cannot be prevented then a barrier and signs must be provided to guide them to a safe route.

3.35
Mobile Elevated Work Platforms:  Mobile Elevated Work Platforms may be used to access work areas that are high and/or awkward to reach by other means.  When these appliances are used, be sure to get and comply with the manufacturers instructions.  Check the maintenance procedure and keep any records that may be required by statute.


Persons operating or using these appliances must be trained in the safe use and stability of these appliances.  The appliance must be on firm level ground or be able to be levelled using outriggers / stabilisers.  The person within the platform must use a safety harness, anchored to the guard rail.  The platform must not be overloaded and protection must be given for those who may be affected below, (use cones / barriers etc).  Be aware of any overhead cables or obstructions and do not over reach outside the platform.  Be aware of the wind speed and the wind chill factor.  Wear warm clothing and ensure that you can communicate with other persons on the ground.

3.36
Hoisting: 


Using Platform Type Goods Hoists: Mechanical goods hoists will be erected either by a Main Contractor for our use or occasionally by a Plant Hire Co on behalf of ourselves.


Operatives of Knight Asphalte Co Ltd shall not adapt, erect or dismantle hoists except under supervision of a safety officer.


Before use, check the following:-


Hoist can only be controlled from one position (eg Roof or Ground Level);

Operator is trained for type of hoist and is at least 18 years old;

Operator must be able to see all landing levels clearly - if not possible then clear signals must be arranged;

The Safe Working Load together with a sign prohibiting passengers must be displayed;

A solid cage, 2 m high must be erected at the base and at each landing level of platform hoists;

The entire hoist shaft should be suitably protected with netting or sheathing.  Gates must be fitted at any opening;

The top gate of a swivel hoist need only be 1 m high in order that the swivel may be operated before opening the gate.


When using the hoist:-

Do not exceed its Safe Working Load;

Keep all gates closed when not loading or unloading;

Check wheels of wheelbarrows so they cannot move about on the hoist;

Do not overfill barrows;


Ensure propane cylinders, felts etc are secure and cannot topple;

Operate swivel arrangement on swivel hoists with gates closed;

Do not allow passengers on hoist;

Do not use the hoist if a fault occurs.

Using Winch Type Hoists eg Elephante: Ensure a copy of the current version of the Standard Work Instruction IN-CS-612 is available on site and understood before using this hoist.


Hoisting Of Plant And Materials Using Cranes: When a crane is provided by the Main Contractor to hoist plant and materials then his Banksman will be responsible for slinging loads safely and directing the crane driver.  Assistance should be given to the Banksman by following his instructions.  The following points however should be made to him should it be felt that a potential hazard may exist because of his proposed method of hoisting:-


Mixers should be lifted using shackles to the lifting points.  Should this not be possible the chains or slings should cradle the mixer completely but be unable to cause damage to brake cables or propane hoses.  Care must be taken to ensure that any cable or sling cannot slide along the mixer.  Only chains are suitable to lift hot plant.  Cauldrons should be lifted in sections with the chains or slings passing through each section.  Only chains are suitable to lift hot plant. Propane cylinders may not be lifted with magnets or chains.  If a rope or bandage sling is used only one cylinder at a time is to be lifted.  If more than one cylinder is lifted a purpose made cradle must be used with each cylinder securely fastened.  Asphalt blocks, felts, paving slabs and similar items must be securely banded together with suitable netting enclosing the load.  Do not stand under a crane’s load at any time.  Guidance on weights of items of plant and materials may be obtained from the office.


Using A Wheel And Fall:  Ensure that persons are not permitted access below a wheel and fall.  Members of the public and operatives working for other Contractors must be kept clear.  Erect barriers around the base area if necessary.


Particular care must be taken by the operative using the wheel and fall - never stand directly under the load, watch the load at all times and always wear a safety helmet.


Use only purpose made wheels, ropes and hooks, check that they are in good condition daily before use.  Hooks must be so designed as to prevent the load jumping off the hook.


Ensure that the materials may be safely unloaded at roof level.  Check handrails and toeboards are in position and secure.

When attached to a scaffold, the supporting pole must be fixed between two standards and a coupling fixed to prevent the wheel sliding off the end of the pole.


Jibs of the Feltonian Hot-Fast type (a “Giraffe”) are designed for Safe Working Load of 50 kg (one cwt) - do not exceed this load.


Counterweights must be securely fixed to the Hot-Fast frame.  The weight required is 6 No x 25 kg weights in the purpose made weight box.


Take care to prevent damage to ropes.


Do not lift loose bundles of materials (eg aluminium trim) which are likely to slide apart.

3.37 Safety Harnesses:  Safety harnesses and lanyards or “Sala” blocks will be provided and used when other control measures to prevent falls are not practicable.  Due to the risk of tripping etc they should be considered as a last resort and are not normally appropriate for work other than of short duration undertaken on a daywork basis.

Where there is a risk of falling and it is not possible to erect a working platform, safety harnesses must be worn and attached to a secure and tested anchor or horizontal cable unless a written risk assessment has been produced which describes that such measures are not reasonably practical or necessary.  Safety harnesses must conform to BSEN358 and, depending on the circumstances, may be used in conjunction with a fall arrest devise, which will conform to BSEN360-365:1993.

3.38
Emergency Procedures – There is always the chance that a serious danger will suddenly arise.  Examples of this would be a bomb alert, fire or something similar.  


The Contracts Manager will prepare a Fire and Emergency Plan based on his Risk Assessment for sites unless the principal contractor (or other customer if we are working on his premises) has already produced one and it is adequate. On all sites, all operatives must be aware of the escape routes which will be signed and follow these to a safe place in the event of an emergency.  

We do not encourage our operatives or staff to fight fires or return to areas of danger.


At the Lenham yard the Fire and Emergency plans will be prepared by the Safety Manager based on his risk assessment and displayed on the notice board in Reception.


All emergency procedures will be tested at intervals set by the person in charge of the site or offices but at monthly intervals as a minimum.

3.39
Offices and yards:  When on sites, office based employees will of course comply with the relevant sections of this policy.  The office and yard environment contains extra hazards that require care.  Forklifts etc may only be driven with D Knight’s express permission.  Take particular care with lifting if you are not used to such action and ask for help.  Check that you work in a comfortable position and break up your work into suitable sections to vary your posture and actions. The Workplace Health Safety and Welfare Regulations 1992 set minimum standards that are required.

3.40 Transport:  Your driving licence must be seen by the office before you can drive a vehicle.  Vehicles and pedestrian traffic should be separated on site.  Always walk around a vehicle and check the operation of all lights etc before driving.  Always walk around a vehicle before reversing and ask for someone to guide you if you cannot clearly see.  Drive with care and consideration at all times and ensures your speed is appropriate to the conditions.  Concentrate on your driving and do not operate mobile telephones etc whilst driving.  Keep screens and windows clean and do not allow loose items in the vehicle.  If driving a vehicle over 3.6t gross weight be aware of and comply with the driver’s hours and tachograph rules.

3.41 Display Screen Equipment:  The Company will ensure that display screen equipment is suitable for the intended use and is properly maintained.  Employees are advised of the importance of correct posture, correct adjustment of equipment and furniture and the need to take regular breaks from DSE work to minimise risks to health, including upper limb disorders and eyestrain. DSE equipment should not be used at break times for leisure or private purposes. No employees are "classified users" and normally only use DSE for part of the day but these recommendations to break up the work should still be followed. Adequate information, training and guidance will be given and workplace assessments will be undertaken.  Free eye tests are available to regular users of DSE at work, upon request.
3.42 Health Surveillance: Health Surveillance is not routinely undertaken except that workers who regularly work with lead will be subject to blood tests. The risk assessment procedure for each project will highlight any further surveillance that might be indicated. Should there be a need in the future to provide this, then we shall implement the appropriate action. All workers are encouraged to report any ill health to their contract manager or line manager, and in particular, any symptoms of dizziness, loss of feeling in fingers or reduced senses must be immediately reported.
3.43 Stress: Some pressure is normal but people may suffer from stress which is the adverse reaction that can occur if the pressure or demands placed on people is excessive.  Should employees feel that they are struggling to cope or are finding their work very stressful they should discuss their concerns with their contracts manager, line manager or their employee representative.  This will enable both the company and the employer to identify the cause and decide on the best course of action to manage the situation.  People who manage others should at all time consider the implications of their decisions, especially when organisation or procedural changes occur or if customers have disorganised needs and managers need to monitor that people do not feel to overloaded.  
3.44 Worksafe Policy Statement: Every employee has the duty to refuse to carry out work which is deemed as being unsafe.  It is the employee’s right, and duty to report any concerns that they have on carrying out a task that they believe may be unsafe.  Bona fide cases of refusal of work on grounds of health and safety will never result in penalties to an employee.
3.45 No Smoking / Smoke Free Policy: It is the policy of Knight Asphalte that all our workplaces are smoke free, and all Employees have the right to work in a smoke free environment.  Smoking in prohibited in all enclosed and substantially enclosed premises in the workplace and any other place where it is prohibited by our customers.  Smoking is also prohibited near any propane storage areas etc.  This policy applies to all employees, consultants, contractors, customers and visitors.
4.0
LIBRARY 

A number of regulations are regularly issued by the HSE.  This document does not relist them but endeavours to translate the spirit of the regulations into a co-ordinated document appropriate for the works we undertake and the people we deal with.

A full library of safety information is maintained at the Company's offices and may be viewed by any person who may be affected by the Company's activities.

5.0
REFERENCES
Further information may be obtained from the following publications:

Health and Safety at Work Act 1974 - HMSO

Further details are provided within the following company procedures and instructions:

Procedures

PR-CS-004
-
Prepare Contract Work Instruction

PR-CS-005
-
Monitor Works

PR-CS-006
-
Quality Planning

PR-CS-007
-
Risk Assessment
PR-IMS-008
-
Environmental, Quality & Health & Safety Aspects of Suppliers and subcontractors
PR-IMS-004
-
IMS Training

PR-IMS-005
-
Internal audit & evaluation of compliance
Instructions
IN-CS-100
-
CoSHH Summary

IN-CS-102
-
Selected Procedures for Chargehands 
IN-CS-706
-
New Operatives

6.0
SAFETY CONSULTANTS
Our consultants will work with us to improve our safety.  They will undertake site audits and assist us to report on any major accident.


Construction Safety (SE) Ltd


46 College Road


Maidstone


Kent


ME15 6YF


Tel:  01622 681487

             Fax: 01622 678084

Email: info@constructionsafety.co.uk 


Web: www.constructionsafety.co.uk 
7.0
MONITORING
This policy will be regularly monitored. All Contracts Managers will undertake regular safety audits.  Directors will visit sites and monitor performance. Statistics and records will be reviewed at the management meetings. Formal audits will be undertaken. Construction Safety (South East) Ltd will monitor the policy by site visits.  The policy will be reviewed at least annually by our regular Management Meetings. 
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Our People





Communication





Contracts





Needs





Customers





Surveying Responsible for the surveying on all projects. 





Design�Responsible for designing systems taking into account CDM Regs.�Uses AutoCad system 





Carol Knight�Finance Director�Over 30 years experience within the industry 





Peter Knight�Contracts Director�CIOB in Site Management, over 25 years experience within the industry.  Responsible for overseeing up to 100 contracts and the management of approximately 80 operatives. 





Ken Knight�MD� Over 50 years experience within the industry 





 Environmental�Environmental Management System compliant with ISO 14001 certified by ISOQAR 





Safety�Construction Safety SE Ltd�Safety Consultants�H&S Management System compliant with OHSAS 18001 certified by ISOQAR�NEBOSH, CHAS, RoSPA, LOLER, PUWER, Construction Health & Safety Group





Contracts Managers�Responsible for the day to day organisation of projects and adherence to Method Statements. 





Quality� Quality Management System compliant with ISO 9001 certified by ISOQAR.�Qualified ISOQAR Auditors.  Responsible for overseeing the maintenance and improvement of Quality Management System . 





Chargehands / Site Operatives�CSCS Registered in trade as a minimum. 





Admin / Accounts 





David Knight�Technical Director�MCIOB.  Over 25 years experience within the industry.  Responsible for co-ordination and implementation of Safety Policy. 
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