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Health and Safety Policy

Summary / Purpose

The purpose of this policy is to outline the responsibilities associated with Pointer / PointerFire / JGE
Systems Occupational Health & Safety Management System (OHSMS) and health & safety
compliance.

Scope

The scope of this Policy covers the responsibilities associated with Pointer / PointerFire / JGE Systems
OHSMS and applies to all colleagues across the organisation. The full scope of our Management
Systems is contained in our Integrated Management System Manual Section 1.2.

Applicability

This policy applies to all colleagues, and any sub-contractors, involved with any activities covered by
the above scope. Unless otherwise stated, the processes, procedures and instructions outlined in this
policy must be followed and failure to follow this policy could lead to disciplinary action or removal from
our approved sub-contractor list.

Health and Safety Management

Our company has an Occupational Health & Safety Management System (OHSMS) in place which forms
part of an Integrated Management System (IMS). The OHSMS follows the international standard ISO
45001 and formally states how we commit to protect the health and safety of personnel and stay legally
compliant. All Pointer / PointerFire / JGE Systems activities, colleagues and contractors are covered by
the OHSMS and must comply with it.

The company complies with the Health and Safety at Work etc. Act 1974 (and Regulations made under
it) to fulfil its legal obligations, and to take appropriate care for the health and safety of its colleagues
and sub-contractors.

Health & Safety Legal Compliance and Updates

The company will keep up to date with health & safety legislation and have subscribed for updates
from 3rd party update services to ensure we remain compliant with all health & safety legislation. All
colleagues should be familiar with current legislation that is applicable to their duties.

We have a Health & Safety Legal Register which details the environmental legislation that is
applicable to us and identifies control measures we have in place to meet the legislation. This is
reviewed annually or if there are any significant changes.
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Health and Safety Policy

1.0 Company Obligations

The company provides any information, instructions, training or supervision necessary to ensure all
colleagues can perform their job safely.

As part of these obligations the company;

Provide adequate resources to ensure competent guidance, including information,
instruction, training and supervision on health and safety is provided to all workers.
Provide a safe and healthy environment for all colleagues, visitors and contractors on its
® premises.

Provide and maintain plant and systems of work that are, so far as reasonably practicable,
safe and without risk to the health of its colleagues or the public where relevant.

Maintain its workplace in a condition that is, so far as reasonably practicable, safe and without
risk to the health of its workers or the public where relevant.

Maintain proper measures for fire protection and firefighting, and systems of evacuation in an
emergency.

Ensures, so far as is reasonably practicable, the safe use, handling, storage and transport of
articles and substances where necessary.

Establishes and observes operating procedures which protect its colleagues and promotes
safe working and efficient operating procedures.

Carries out periodic risk assessments and health and safety reviews.

Established a group of colleagues as Health and Safety Champions to consult with and
communicate Health and Safety matters with all colleagues and contractors.

A Pointer Leadership Health & Safety Policy Statement is reviewed, agreed and signed annually. This
is available on the Pointer Portal (Company APP), Website and upon request.

Appointment and qualifications of First Aiders

The Company will provide adequate first-aid facilities for all its colleagues. Allocated First Aiders are
responsible for ensuring that all first-aid arrangements are in place, and that all relevant notices and
records are maintained. Where there is no First Aider, the Manager will ensure that the first-aid box is
fully stocked, and that relevant notices and records are maintained.

Smoking policy
The Company operates a smoke-free workplace including the use of electronic cigarettes. Certain

specified areas outside the building may be specified as acceptable for smoking. This includes
company vehicles and customer premises.
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Health and Safety Policy

2.0 Colleagues/Workers Responsibilities

All colleagues should be aware of this policy procedure and the following;
* Be aware of the Health & Safety Policy and the management systems.
* Beaware of our Objectives and Targets.
* Reportanyissues related to Health & Safety to your Line Manager.
* Come forward with any suggestions for improvements to health & safety in the workplace.
* Reportanyincidents and near misses related to health & safety.

Working Practices
The following must be followed and adhered to by all colleagues;
* Must not operate any equipment unless trained and authorised to do so.
¢ Mustnotremove any guarding from equipment used or deviate from your authorised usage of
. the equipment.

Must report immediately any equipment defect and never attempt to repair.
Must undertake all duties as instructed and never take short cuts.

Hazard / Warning Signs & Notices
* Must comply with all hazard / warning signs and notices displayed on the premises.

Working Conditions / Environment
¢ Must make proper use of all equipment and facilities provided to control working conditions
. andworking environment.

. Mustensure work areas are kept clear and tidy.

Must dispose of waste / scrap in the appropriate areas and bins provided.
Must report any spills or safety issues immediately.

Protective Clothing & Equipment
* Must wear protective equipment where required.
* Mustonly wear protective equipment that has been issued to you.
* Must never damage or use damaged PPE equipment.
* Report any damaged to protective equipment and get replacements.
* Must never obstruct any fire escape route, fire equipment or doors with equipment.

Accidents and Near Misses

Must see the first-aider for any injury, irrespective of how minor, and ensure details are
entered into the site accident book and report the incident using the Pointer Portal.

Must report any incident in which damage is caused to property.

All near-misses, any incident that could have led to damage or injury, must be reported using
the Pointer Portal.

Health
* Mustreport any medical condition that could affect the safety of yourself or others.
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* Must not become involved with horseplay, or practical jokes.
* Mustfollow all rules pertaining to no smoking areas.

Breach of Requirements
If any worker is found to have breached these requirements, they may be subject to Pointer/
PointerFire / JGE Systems disciplinary procedure.

3.0 Health and Safety Procedures

Health and safety incident reporting

Incidents must be reported when any colleague, visitor or contractor experiences an accident, near
miss or dangerous occurrence on the company's premises.
Definitions of Accident and Near Miss

¢ Accident: An unplanned event which causes injury to persons, damage to property or a
combination of both.
Near miss: An unplanned event which does not cause injury or damage, but could do so.

Accident / Incident Reporting

In the event of an accident or incident (including near misses) thatis not reportable to RIDDOR, the
Compliance Manager, or delegated person, will carry out an investigation immediately and gather all
associated evidence.

All accidents, incidents and near misses will be documented using the Pointer Portal and will be
reviewed by the Compliance Manager. Any corrective action or additional controls will be
implemented to prevent reoccurrence. Any actions required will be logged on the Issues Register and
the outcome of any investigation or any updated procedures will be communicated to all relevant
workers.

In the event of a serious accident or dangerous occurrence reportable to RIDDOR, the Compliance
Manager will carry out a comprehensive accident investigation immediately using the accident report
form on the Pointer Portal.

The results of the investigation will be used to help identify any underlying deficiencies, possible
contributing factors and necessary corrective actions.

Reportable accidents and dangerous occurrences which are identified in the RIDDOR Regulations will
be reported at: http://www.hse.gov.uk/riddor/ by the Compliance Manager.

Accident / Incident Investigation and Review

Wherever possible all near-misses, incidents or accidents should be reviewed to try and establish any
causation factors and root cause with the aim of preventing such issues happening again in the future.
The investigation should involve all relevant personnel and interested parties whose input should be
sought.
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In the event of an incident (or near miss) of any degree, minor or major, all associated Risk Assessments
and methods of work will be examined. Improvements made to these documents will be recorded and
approved by the Compliance Manager or the Internal Health and Safety Expert (Grad IOSH).

All accident/ incident (and near miss) investigation information will be kept for a minimum period of
three years. All information will be collated and summarised to provide relevant data for the next
Management Review.

Visitors and Contractors

Visitors and contractors must be accompanied at all times, unless otherwise agreed. They are
expected to abide by our rules regarding health and safety, which includes taking reasonable care for
their own health, safety and welfare and that of any other person who may be affected by their acts or
omissions at work.

Visitors and contractors should be informed by their host that:

* Theyshould report any hazards spotted to their hostimmediately.

* Theyshould observe all signs and instructions regarding health and safety.

* They should not operate any machinery or vehicle unless authorised to do so.

* Allaccidents or incidents, however minor, occurring on the premises must be reported.

Safety Information is provided to the visitor / contractor on arrival of our site.

Lone working and protection from violence

If you unavoidably have to work alone, or if a situation could pose a threat to you, your Manager will
discuss arrangements for maximising your safety with you. These arrangements vary, depending on
the circumstances, but may involve:

* Keeping the door locked at all times.
* Notallowing access to anyone you don’t know, or anyone who does not have a pre-arranged
appointment.
Making you fully aware of emergency measures, e.g. in the event of fire.
* Checking that you have no medical condition which means that it is unsuitable for you to work
- alone.
» ldentifying potentially threatening situations in advance so that the risks can be minimised.
o Giving you telephone numbers to contact in an emergency.
Maintaining regular contact with you.
Ensuring that you have access to the first aid kit.

Pregnant workers

If a colleague formally informs the Company that they are pregnant a New and Expectant Mothers
assessment will be completed, and any necessary reasonable adjustments will be implemented to
accommodate maternity at work. If you are pregnant, you must not lift, push or pull any heavy objects
or undertake any strenuous activities that could lead to harm.

Safe Use and Management of PPE
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The company has a duty to ensure the workplace is safe and to encourage people to work safely and
responsibly. Even after a full risk assessment and where engineering controls and safe systems of
work have been applied, some hazards might remain. In cases where all other safety options have
been explored and the potential to be harmed still remains, the company will issue PPE.

All colleagues required to use PPE as part of their job, will be provided with the required training in
safe use and maintenance of their PPE.

Selection and use of PPE

All PPE used by the company is CE marked in accordance with the Personal Protective Equipment
Regulations. The PPE will be selected based on the size, fit and weight of the colleague. Where

possible the colleague will be consulted when choosing PPE.

PPE Issued

Standard / Regulation

COVID-19 PPE

NHS Inform / Protect

Safety Helmet

BS EN 397

Safety Footwear BS EN 345-1
Safety Glasses BS EN 166
Safety Gloves BS EN 420
Safety Hearing Protection BE EN 352-2
High Visibility Workwear BSEN 471
Respiratory Equipment BS EN 529
Fall Arrest Equipment BSEN 795

Outdoor Clothing

(Thermal/ Waterproof)

Ftame Retardant Overatlts

ARC2Z

Maintenance and Review

As part of the monitoring and review of PPE the company will:
* Checkregularly that PPE is used.

* Provide safety signs to remind colleagues that PPE must be worn.
* Provide re-training should there be any changes to the PPE or tasks.

Safe Use of Equipment

The company has to comply with all legislation and requirements covering the use of work equipment
such as the Provision and Use of Work Equipment Regulations (PUWER).

Definition of Equipment

Work equipment is any machinery, appliance, apparatus, tool or installation that is used at work and
includes equipment that colleagues provide for their own use for their working activity.

Provision of Equipment
The company ensures all equipment provided for use at work is:

* Suitable for the intended use.
* Safe for use, maintained in a safe condition and inspected to ensure it is correctly installed
and does not subsequently deteriorate.
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* Used only by people who have received adequate information, instruction and training.
* Accompanied by suitable health and safety measures, such as protective devices and
e controls.

Used in accordance with specific requirements.

When providing new work equipment for use at work, it is ensured it conforms with the essential legal

requirements where all equipment:
* Is CE Marked.

* Comes with a certificate of conformity.
* Is provided with instructions in English.
* Isfree from obvious defects and remains so during its lifecycle.

Company responsibility;

* Increase worker awareness on the safe use of equipment in the workplace.

* Ensure work equipment is suitable for the purpose for which itis to be used or has been
provided.
Ensure work equipment is inspected at regular intervals.
Ensure work equipment is maintained in good working order and kept in a good state.
Ensure colleagues receive relevant information, instruction and training on using work
equipment.

Colleague / worker responsibility;
* Carry out avisual safety check before using any equipment.
* Complete and document any pre-start checks required.
* Use the equipment only in accordance with supplied guidance and the manufacturer’s
instructions.
Use equipment only for its intended use.
Use only equipment purchased by or on behalf of the company or approved for use.
Only use equipment for which they have been trained to use.
e Report any faults promptly and not use any faulty equipment until it has been established that
itis safe to do so.

Report any incident, injury or near miss occurrence when operating work equipment.

Machine Guarding

The company has a responsibility under the Provision and Use of Work Equipment Regulations to
provide the right guarding mechanism for machinery to prevent injuries such as people getting struck
and injured by moving parts, being cut by sharp edges, crushed between parts, get electrical shock or
burns or have and accident due to inexperience or lack of training.

Required Guarding

For the requirement of the guarding, the Company will use following general principles:
* Allguards must be of suitable design and construction.
* Theyshould be strong, resilient, difficult to defeat or override and securely fixed in position.
* Guards must be effective in preventing access to danger zones and is checked.
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* Guards must be maintained in position whenever the machine is operating and training will be
provided to every person using the equipment.

Risk Assessments

When conducting a risk assessment consideration will be given to Hazards and Risks. Risk
Assessments is completed using the Pointer Portal. The Risk Assessment is created from the
colleague identifying the risks on a site and work activity.

All assessments are completed by competent staff who have a knowledge of the area being assessed.

Hazard Identification
The following sources of information may also be utilised to identify hazards:

* Directreport from / consultation with workers, health and safety champions or any other
relevant personnel.
Industry and legislative requirements / guidance.
Incident reports.
Hazard inspection reports / Workplace hazard inspections.
Observation of work tasks and activities.

Ongoing Review

Risk Assessments are completed and reviewed periodically, to ensure that any new hazards
introduced through changes to the organisational systems, new plant and machinery or products are
assessed. The Risk Assessment process include consultation with workers or other individuals
involved with the area being assessed.

Safe Operating Procedures / Method Statements
Where required Safe Operating Procedure / Method Statement detailing controls, safety equipment
and safe method of work is prepared alongside the Risk Assessment. These will be generated from the

site specific information gathered as part of the Risk Assessment is compiled.

Manual Handling

Each manual handling process is reviewed case by case and the things taken into account are, but not
limited to, excessive fatigue, bad posture, cramped work areas, awkward or heavy loads and history of
back troubles.

As there is no such thing as a completely ‘safe’ manual handling operation, training and guidance is
provided to all workers to reduce the risks involved with lifting and / or carrying.

The term manual handling covers a wide variety of activities including lifting, lowering, pushing, pulling
and carrying. If any of these tasks are not carried out appropriately there is a risk of injury.

The company recognises the importance of preventing manual handling injuries in the workplace and

is committed to avoiding such tasks as far as possible. The use of mechanical handling aids, wherever
reasonably practicable, in order to reduce the need for manual handling is always considered.
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Safety Signage
The company will, where necessary:

* Useroad traffic signs in workplaces to regulate road traffic.

* Maintain the safety signs they provide.

* Explain unfamiliar signs to their colleagues and provide adequate training related to safety
signs.

Safety signs will be used where a significant risk has been identified and where additional controls
can’t be implemented.

For each identified risk the relevant sighage will be determined. E.g. Health/safety sign providing
information or instruction about safety and/or health at work.

The following signs must be in place:

 Emergency Exits: Signs / lights must be in place and is checked to ensure they are
functional and not removed or obscured.
« Emergency Action: Fire action signs are implemented and kept in place.

e Health & Safety Poster: HSE poster is available on noticeboards.

o First Aid: Signage in place to indicate location of First Aid facilities. Mandatory / Warning/
Prohibition signs: These signs are maintained in various locations where they are deemed
to be required.

e Fire extinguishers: Suitable signage is in place for all fire extinguishers.

Control of Substances Hazardous to Health (COSHH)

The company will review each substance used as part of its operation to determine in what way they
are harmful and if there are any associated risks that need to be considered.
As part of this assessment the following actions are taken.

* Checking the information that came with the product (Material Safety Data Sheet - MSDS).

* Asking the supplier, sales representative and trade association.

* Checking on the internet, e.g. HSE’s website.

COSHH Assessments and Material Safety Data Sheets are available on the Pointer Portal.

Company responsibility
All COSHH will be identified and following control measures put in place to prevent harm to health:
* COSHH assessment completed for all hazardous substances.
* COSHH assessment/ relevant Safety Data Sheets made available prior to use.
* Nooneto be exposed to hazardous substances without being aware of it.
* Materials are stored in a secure location & in a manner that avoids damage after use.
* All materials used are in date.
* Personal Protective Equipment (PPE) is provided and used as required.

Colleague / worker responsibility
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Where required a risk assessment will be completed in addition to the COSHH assessment.
The Risk Assessment and / or COSHH assessment will detail the control measures needed to ensure
the substance can be used with minimal risk to health.

All colleagues must follow any controls specified and the following rules when dealing with
substances marked with hazardous substances symbols;

* Make sure you obtain, read and understand copies of all relevant COSHH data sheets before
using any hazardous substances.
Ensure hazardous substances are suitable for the intended task.
Check the container and instruction labels are intact.
Put on all protective clothing.
Check work area/equipment for potential dangers.
Prepare hazardous substances/cleaning materials as directed on the label.
Use hazardous substances as directed on the label.
Rinse and dry as directed on the label.
Dispose of any unused hazardous substances safely.
Return hazardous substances to the correct storage area.
Never mix hazardous substances.
Do not smoke, eat or drink whilst using hazardous substances.

Working Safely at Height

If someone is working at height, if they could fall a distance liable to cause personal injury if there
were no precautions in place.
Some examples of working at height could be, but is not limited to, the following:

* Apersonworking on a ladder or a flat roof.

* Ifaperson could fall through a fragile surface.

* Ifaperson could fallinto an opening in a floor or a hole in the ground.

Company’s Obligations
The company will always try and remove the need for working at height in the workplace, however,
where this is not possible the following actions will be taken:
* Where possible procedures that prevent a fall from height should be introduced.
* Iftherisk of falling still remains, measures should be taken to minimise the distance or
consequence of the fall.
For tasks of low risk and short duration, ladders and step ladders can be provided for the
working at height operation. (A check should be carried out to see if these are acceptable on
the site first)
« Allcolleagues required to work at height is provided with appropriate training and instruction
to make sure that they are competent to do so.
Measures to protect anyone at risk from a fall from height is always considered.

Colleague Worker Responsibilities
When planning and undertaking work at height, colleagues shall:
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* Always do as much of the work as possible on the ground.

* Never undertake an activity that involves working at height that they have not been trained to

e do.

* Immediately report any unsafe practices.

* Immediately report any incidents or near-misses.

o Take account of weather conditions that could compromise their safety.

* Checkthatthe place (e.g. a roof) where work at height is to be undertaken is safe and checked
every time before use.
Take measures to stop materials or objects from falling if reasonably practicable or take
suitable and sufficient measures to make sure no one can be injured, e.g. use exclusion zones
to keep people away.

« Store materials and objects safely so they won’t cause injury if they are disturbed or collapse;

o Planforemergencies and rescue and agree a set procedure for evacuation.

Preventing Slips and Trips

Slips and trips are the most common cause of injury at work and also the most reported type of injury
to the Health and Safety Executive (HSE).

Pointer / PointerFire / JGE Systems obligations

To ensure the risks related to slips and trips are minimized, the company will take following actions:

* Conducting thorough risk assessments to ensure that any hazards are identified and
controlled.
Training colleagues to recognise the hazards and how to take steps to avoid them.
Making sure good housekeeping is normal and expected in the workplace.
Ensure floors to are suitable, in good condition and free from obstructions.
Ensure the lighting is adequate.

Colleague Worker Obligations
To ensure the risks related to slips and trips are minimized, all colleagues are obligated to take

following actions:
* Ifaspillageis seen, it must be reported, and arrangements must be made to clean the area.

* Colleagues must report any damaged floors or mats.

* Colleagues must keep the workplace tidy, including walkways, break areas and their work

e area.
If the colleague sees any items on the floor where someone could trip over them, they should
remove them.
If asked to do so, you must wear PPE and look after it.

Electrical Safety
Electricity can be dangerous and injury can occur when live electrical parts are exposed and touched.

Training and Awareness
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Anyone working on or with electrical equipment must be ‘competent’ for the task that they are
completing and will be trained prior to using any electrical equipment.

Electrical Safety do’s and don’ts

Do:
+ Treatevery electrical device like it is live, even if it does not look like it is plugged in or
e operational.
e Unplug appliances before performing any service or repairs on them.
« When working on electrical devices, only use tools that have official “non-conducting”
e handles.
« Tryto limit the use of electrical equipment in rooms that are very cold or have a lot of
e condensation.
e When handling electrical equipment, make sure your hands are dry.
« Ifyou spill any kind of liquid on electrical equipment, firstimmediately shut off power to the
e equipment via the main switch or circuit breaker and then unplug the equipment itself.
Don’t

¢ Touch active electrical circuits.

e Touch electrical equipment when any part of your body is wet.
o Store liquids of any sort near electrical equipment.

e If aperson comes into contact with an energized electrical conductor, do not touch the

e equipment, its cords, or the person affected because the charge may pass to you. Instead,
e shut down the main power source via the circuit breaker and then unplug the equipment

using a leather belt.

 Wear metal of any sort if you are working on electrical equipment.

Lifting Operations
All lifting has to comply with The Lifting Operations and Lifting Equipment Regulations (LOLER).
When undertaking lifting operations involving lifting equipment, colleagues will:

* Planthem properly with a Lifting Risk Assessment and Lifting plan prepared as required.
* Use people who are sufficiently competent.

* Supervise them appropriately.

* Ensure that they are carried out in a safe manner.

Lifting Equipment Requirements
The company will only use CE marked equipment for lifting operations and all lifting equipment,
including accessories, will be clearly marked to indicate their 'safe working loads' (SWL).

Lifting equipment will always be positioned or installed in such a way, that it reduces the risk as much
as possible, as far as reasonably practicable, of the equipment or load striking a person, or of the load
drifting, falling freely or being unintentionally released.

Inspection

Arecord of all lifting equipment / accessories and required thorough inspection are monitored and
managed at all times.
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Thorough inspection is carried out on all lifting equipment regularly, but as a minimum:
* Before first use of the equipment (unless there is a valid Declaration of Conformity made less
* than 6 months earlier).
* where the lifting equipment depends on installation, it will be inspected when installed.
where the lifting equipment is exposed to conditions causing deterioration, liable to resultin
danger.

Training
All colleagues involved in lifting operations will be provided with the required training. Colleagues may
not use any equipment that they have not been trained to use.

Noise at Work

Control of Noise

Where required, the company will conduct noise assessments throughout the organisation at planned
intervals or if there is a significant change. Where possible, eliminating or reducing the noise is the
preferred option if practicably possible, e.g. Isolating a compressor in individual room / sheet.

The company will use the following action and limit values provided by the Control of Noise at Work
Regulations 2005.

* Lower action value (80 dB): Signage will be used and colleagues are recommended to use
hearing protection.

Upper action value (85 dB): Signage will be used and colleagues have to use hearing
protection.

Limit value (87 dB): Actions need to be taken to reduce the noise and personnel will be
restricted from working in areas with these noise levels.

Personal Hearing Protection

If arisk related to noise has been identified, personal hearing protection will be issued to colleagues if
measures cannot be achieved through technical or organisational means. Hearing protection should
never be used as an alternative to controlling noise and it will only be used as a last resort.

The company will provide hearing protection to colleagues that request them, if their noise exposure
is between the lower and upper exposure action values.

Training

Where colleagues are exposed above the lower exposure action values, training will be provided so
that they understand the risks they may be exposed to, and their duties and responsibilities.

Asbestos Policy

The company will take reasonable steps to find out if there are materials containing asbestos in any of
the premises itis operating in, and if so, the amount, where it is and what condition itisin. The
company will presume materials contain asbestos unless there is strong evidence that they do not.
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The company will make, and keep up-to-date, a record of the location and condition of the asbestos
containing materials, or materials which are presumed to contain asbestos. It will assess the risk of
anyone being exposed to fibres from the materials identified, prepare a plan that sets out in detail how
the risks from these materials will be managed and take the necessary steps to put the planinto
action.

The company will provide information on the location and condition of the materials to anyone who is
liable to work on or disturb them and training will be given to all staff so they understand the hazards
and procedures for working with or near asbestos.

Safe Use of Display Screen Equipment

In order to eliminate / reduce risk of injuries related to use of display screen equipment, the company
uses the requirements outlined in The Health and Safety (Display Screen Equipment) Regulations
1992.

Affected colleagues
The company consider all workers who use DSE as a significant part of their normal work applicable to
comply with the requirements.

Analysis of workstations

For all the affected workers, a DSE assessment must be completed at each individual workstation to
assess any potential risk.

As part of the assessment, the following will be reviewed:

* The whole workstation including equipment, furniture, and the work environment.

* Thejob being done.

* Any special needs of individual staff.
Where risks are identified, steps are taken to reduce them immediately.
Training and information
The company will provide training to all colleagues, to ensure they can use their DSE and workstation
safely, and know how to make best use of it to avoid health problems, for example by adjusting the
chair.

Office Safety

While the hazards in offices are normally of a lesser nature than those of a factory or manufacturing
plant, there is still a requirement to ensure that flooring, furniture, equipment, space, lighting and
ventilation is kept in good condition.

Company’s Obligations
In order to reduce the risk of hazards the company take following actions:

* Equipment with damaged cabling must be removed / quarantined.
*  Walkways must be kept free from items such as bags, coats and storage boxes.
* Arisk assessment and ongoing inspections are completed for the office.
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* Assessment and training are provided for all staff on the use of visual display equipment and
* VDU assessment completed at least annually by relevant staff.
* Adequate access and exits are provided for the office space and kept clear at all times.
* Equipmentis maintained and records are kept where required.
Suitable lighting is installed and based on the work activities.

Colleagues / Worker obligations

Colleagues working in an office environment must:
* Adhere to any clear desk policy.

* Ensure that their work area is kept clean and tidy at all times.

* Follow any instruction, information or training that they have received to ensure that they are
working safely.
Not put others at risk by their actions.
Know who is responsible for first aid and where the accident book is located.
read and understand any safe working practices and safe systems of work provided by the

. company.
Complete the Display Screen Equipment assessment and follow any guidance received from
the company or its advisors.

Fire Safety

Itis very important that all workers are fully aware of the procedures to follow during a fire. All workers
should pay particular attention to the instructions of the fire evacuation procedures and be aware of
the location of the nearest fire exit.

The chances of a fire starting are low if the premises have few ignition sources and if combustible
materials are kept away from them. Fire requires three elements to start; fuel, oxygen and an ignition
or heat source.

When discovering a fire
When a fire is discovered or suspected, the fire alarm should be raised immediately to ensure
everyone can get to safety.

Once the alarm is raised, the fire service is notified by the dedicated individual/team.

Firefighting equipment

Firefighting equipment is installed throughout the company at dedicated locations based on the fire
risk assessment. Fire extinguishers are all clearly marked and have sighage next to each extinguisher
stating type and application of the extinguisher. All staff should be familiar with this signage.
Colleagues will be trained in the use of fire extinguishers where relevant and cannot not use them if
not trained.

Evacuation Procedure

A fire drill and emergency evacuation completed and logged at least once annually.
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Evacuation will be carried out in a prompt and calm manner, with everyone making their way to the
designated assembly point. Any hazardous machinery or processes should be shut down in line with
the fire evacuation procedure for the site.

If the fire alarm activates all workers must follow these rules;

* Stop work immediately.
* Proceed to the nearest Fire Exit, unless otherwise instructed by the Fire Warden and go to the
designated assembly point.

Do not stop to collect personal belongings.
Ensure the door is closed if you are the last to leave the premises.

Do not re-enter the building until advised you that it is safe to do so.
Lifts are never to be used in the event of a fire. Everyone is to assemble at the muster points.

Returning to Work

* No colleague should return to the building until the emergency services have said that it is safe
to do so.

4.0 H&S Information from

The management system documentation should be consulted for details of other relevant polices,
procedure and details of all the various roles and responsibilities with regards Health & Safety. The
following is taken from our Integrated Management System.

The greatest importance is placed on Health and Safety matters and we undertake to conduct
operations in such a way as to ensure the health and safety of all personnel, visitors and the general
public.

You are required to take all reasonable steps to safeguard your health and safety, and that of any other

person who may be affected by your actions, and to observe at all times safety rules and procedures.
Any References are referencing the Integrated Management System.

You must report incidents and near misses no matter how small. 7.4 Accident, Incident and Near

Miss Reporting

Itis important to avoid accidents and injury and to ensure this all colleagues should be familiar with and
follow company OH&S procedures and requirements. Any personnel who do not conform to OH&S
requirements will be subject to disciplinary action.

Medical Assessments

1. Prospective Employees may be required to complete a pre-employment medical questionnaire.
Employment will be conditional upon the satisfactory outcome of this Medical Questionnaire.

2. Employees who are absent due to a personal illness may be required at any time to have Medical

Assessment by an Occupational Health Advisor or a Doctor nominated by the company to

determine their fitness for employment.

3. Employees must be prepared to be medically assessed by an Occupational Health Advisor or a

Doctor nominated by the company where it is believed that the Employee may be endangering

his / her health and safety or another Employee’s health and safety.
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Display Screen Equipment (DSE) Regulations

On commencement of employment all colleagues using DSE should complete an individual workspace
assessment. Any additional equipment required will be arranged and supplied by the Company. Where
required DSE assessments are then completed at least annually or if there is a change to workstation.

Health and Safety at Work Act

Our high standards of Health and Safety are in accordance with the Health and Safety at Work Act which
places legal duties on colleagues and management as follows:

To take reasonable care for the health and safety of themselves and of other persons who may
be affected by their acts or omissions at work.
To co-operate with Management to enable the employer to carry out his legal duties or any
requirements as may be imposed.
No person shall intentionally or recklessly interfere with or misuse any item provided in the
interests of Health, Safety and Welfare.
Every employee must use machines, equipment, dangerous substances, transport equipment,
means of production or safety device provided by the employer, in accordance with the training
and instructions received (whether this be written or verbal).
Every employee must inform the employer or any other employee with specific health and safety
responsibilities for fellow employee;
- Of any work situation where it is considered that the training and instruction received by
themselves or a fellow employee, could represent a serious and imminent danger to their
health and safety, and
- Of any matter where it is considered that the training and instruction received by
themselves or a fellow employee, could present a failure in the employers’ protection
arrangements for their health and safety, even where no immediate danger exists.

Responsible Persons
Responsibilities for Health &

Safety are detailed in 2.2 Responsibilities.
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Reporting Concerns and the Right to Refuse Work

If you become aware of any potential hazards or unsafe working conditions you should have no

hesitation raising them with H&S Lead / Line manager. As detailed in the Whistleblowing Policy there
will be no negative consequences for anyone who reports any incidents or concerns.
Under the Employment Rights Act employees have the right to refuse to work in or to leave their place

of work if they reasonably believe that there is a serious and imminent risk of danger to themselves or
to others. Ref. Right to Refuse Work Policy
Emergency Arrangements

Emergency arrangements are in place and tested on an ongoing basis. Emergency arrangements are
detailed on Business Continuity Management Plan and site specific details on Site Safety Emergency
Details Form. Other emergency information / signage will also be in place within the premises.
Premises are checked on an ongoing basis to ensure all emergency equipment, first aid facilities,
sighage etc.. is in place as required. Monthly checks are documented on Premises Checklist.

Ref. 7.5 Hazard Identification and Risk Assessment

Consultation and Participation

Itis important that everyone in the organisation not only takes responsibility for their own safety but
also feel they are able to contribute to and participate with the overall Health and Safety
arrangements. Effective participation requires clear communication channels to facilitate open
dialogue between the company and relevant personnel. To assist with this the Focus Committee is
made up of representatives from all different areas of the organisation and is tasked with reviewing
current H&S arrangements, highlighting any issues or concerns and making improvement
suggestions. Focus committee notes — documented on Health and Safety Champions -are reviewed
by management and any actions required are added to the Issue Register.

Workplace Stress

As a company we recognise that workplace stress is a health and safety issue and acknowledge the
importance of identifying workplace stressors. The company takes a proactive approach to recognising,
acknowledging and preventing potential stress risks both work related and externally. A Stress audit
form (F-HS7) is available to all workers.

Change and Improvement

Any changes that could impact on the identified Hazards and Risks must be planned and reviewed
with consideration of any impact on identified risks or any new risks. Unplanned changes must be
reviewed and Risks Assessments completed as required. Ref. 4.4 Management of Change,
Variations and Design

H&S Updates and Communication

The H&S Lead has access to appropriate H&S and legislative updates though subscription to the

Health & Safety Executive (HSE) update service and also through other industry associations / web
sites. Competent H&S advice is also available from our internal H&S expert (Grad ISOH.
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The primary method of communicating health and safety information will be through this Manual, the
Health and Safety Policy, the Objectives and Targets, and Risk Assessments and through ongoing
training programmes. The responsible person named above will further communicate health and safety
information by issuing Health and Safety alerts as required. Ref. 3.3 Management System
Communication

H&S Performance Evaluation Quantitative review of performance will be completed with reference to

number of accidents and

incidents with targets for improvements as part of OH&S objectives. Incidents, ill health, near-misses
and accidents will be monitored and reviewed and will help in the formulation for new targets and

adjustments / improvements to the H&S system i.e. risk assessments / method statements / Sickness
Absence Management
Ref. 2.1 Company Policies and Objectives
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