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Section 1
Introduction

This Health and safety Policy has been approved by the Managing Director of the
Company and will be issued to each Company employee in the form of an Employees
Handbook.

It is the responsibility of each employee to ensure that they read and fully understand the
contents of this Health and Safety Policy and in particular the sections, which apply to
them as individuals and employees of Perfect Pipework Limited.

The aim of this document is to demonstrate Perfect Pipework Limited s commitment to all
relevant Health and Safety matters and in particular those issues which may affect the
health, safety and welfare of its employees as defined in The Health and Safety at Work
Act 1974 and The Management of Health and Safety at Work Regulations 1999.
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General Policy Statement

It is, and will remain, the policy of Perfect Pipework Limited to ensure, in so far as is reasonably
practicable, the health, safety and welfare of their employees whilst at work. This also extends to
others who may be affected by our work activities for example contractors, visitors to our
premises and the general public.

Employees of the Company also have a statutory duty of care under Section 7 of the Health and
Safety At Work Act to take care of themselves and any other person(s) who may be affected by
their work acts.

The Directors of Perfect Pipework Limited accept the responsibility to provide, where appropriate,
the necessary resources to meet statutory requirements and any stated objectives. The Directors
will delegate specific Health and Safety duties to individuals whilst accepting that they retain overall
responsibility.

We will, in so far as is reasonably practicable, ensure that:

Information, instruction, training and supervision is provided as necessary to promote and
secure our employees health and safety at work.

Plant and equipment are safe, without risk and adequately maintained.
The working environment of all employees is safe and without risk to their health and that
adequate provision is made with regards to the facilities and arrangements for their welfare
at work.
Risk Assessments are carried out and reviewed where necessary.
Handling, storage and transportation of articles and substances are safe and without risk.
Health surveillance is provided where necessary.
The place of work is safe and that there is safe access and egress from the workplace.
All employees, contractors and visitors are required to co-operate with the firm in carrying out this
policy and must ensure that their own work, in so far as is reasonably practicable, is carried out
without risk to the health and Safety of others and to co-operate with us in fulfilling our statutory

duties.

The Directors of Perfect Pipework Limited will strive to ensure its effectiveness and will continually
monitor the policy

The health and safety policy will be reviewed and amended and updated as and when necessary.
Any amendments made to this Health and Safety Policy will be passed down through all levels of
staff

Finally the company will post this signed policy statement in a prominent position at all locations
where its employees are situated.

Signed:

Position: . Date:
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Health and Safety Responsibilities

Overall Responsibility for Health and Safety within Perfect Pipework Limited is that of:
The Managing Director

And in his absence:
The Contracts Co-ordinator

The responsibility for the implementation of this Health and Safety Policy is that of:

The Managing Director and the appointed Health and Safety Advisor

Responsibilities of the Managing Director

The Managing Director will act as the Health and Safety Director and has the responsibility
to establish and maintain an effective Policy for the management of Health, Safety and

Welfare within the Company by:

Ensuring that the objectives of this Health and Safety Management Policy are fully
understood and observed by all levels of Management, the employees and our sub-
contractors.

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

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

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

Continually reviewing their responsibilities.

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

Reviewing the reports created by the Health and Safety Advisor, whether written or
verbal, and take action to reduce unfavourable trends.

Ensure that employers, public and all other liabilities, where there is a statutory
obligation to insure, be covered by insurance to satisfy all the requirements.

Reviewing insurance and claims records periodically and take action when adverse
trends arise.

Arrange for the inspection of new and unusual equipment and processes for potential
hazards.
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Similarly arrange for the inspection and investigation of all new plant and plant
layouts before they are commissioned.

Review any safety recommendations received.
Ensure, as far as possible, that competent personnel carry out all maintenance work
on the Company s premises and who are fully aware of all the hazards in areas

where they may be expected to work.

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

Review absences due to accident, iliness or injury at work and notify the Enforcing
Authority where there is a Statutory obligation to do so.

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

Ensure that sub-contractors are competent and fully understand and accept all

Health & Safety requirements appropriate to work they are to undertake and where
necessary submit Risk Assessments and method Statements.

Responsibilities of the Contracts Co-ordinator

The Contracts Co-ordinator shall:
Supervise the Company Health and Safety Management Programme.
Regularly inspect premises and external work sites to ensure that the Programme is
being complied with, and make recommendations directly to the Managing Director

concerning matters relating to Health and Safety.

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

Arrange adequate material and publicity for the Health and Safety Programme.

In association with the Health and Safety Advisors, investigate all accidents and near
misses and recommend corrective action.

Recommend any additional safety rules.

Arrange instruction courses on Health and Safety as requested by management.
Ensure that all work necessary to ensure safety is carried out properly.

Review any safety recommendations received.

Maintain all Registers required by law and pertinent to the company s activities.

Where appropriate, ensure that an adequate Permit to Work system is used for
contractors working on the premises.
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Ensure that any reported unsafe machine, tool or process is immobilised.
Specify adequate guarding on any new machines/equipment ordered.

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

Ensure that accident and incident records are kept.
Ensure that adequate first aid records are kept and regularly inspect them.

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

Arrange for the testing of the Fire Alarms (if any), Emergency Lighting (if any), Fire
Extinguishers etc, and ensure that the requirements of any Fire Certificate are being
complied with.

Ensure that sub-contractors are competent and fully understand and accept all
Health & Safety requirements appropriate to work they are to undertake and where
necessary submit Risk Assessments and method Statements.

Responsibilities of Supervisors/Site Foremen
All Supervisors and Site Foremen have management roles for health and safety:

Fully familiarise themselves with this Company Health and Safety Management
Policy and Statutory Instruments and Regulations as issued from time to time.

Ensure that persons under their control are adequately trained and are fully aware of
any hazards in on the site.

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

Ensure that employees under their control know the whereabouts of first aid facilities
at all times.

Continually seek to improve the Safe Working Procedures for their staff to ensure
maximum safety for all persons under their supervision.

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

Liase with the Contracts Co-ordinator and Health and Safety Advisor to investigate all
accidents and near misses promptly to discover their cause and eliminate
recurrence.

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

-10
\\DELL1600\NetDisk\H & S\sharon\PPIPEHSPOLICYuncontrolled.doc



Accompany The Contracts Co-ordinator and Health and Safety Advisor on
inspections and co-operate with them on health and safety matters.

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

Ensure that all machinery and all equipment (i.e. tools, plant, equipment, machinery
etc, etc) is safe to use and is authorised to close down any machinery or dispose of
any equipment considered to be in an unsafe condition.

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

Ensure that all defects in their workplace or place of work are properly reported by
way of a maintenance order and rectified.

Maintain good housekeeping within their department and on sites at all times.

Seriously consider any representation about Health and Safety from other employees
or sub-contractors.

Ensure that all sub-contractors are familiar with and comply with this Policy including
the Rules for Sub-contractors.

All Employees

All employees irrespective of their position or job title, must comply with health and safety
legislation in accordance with Section 7of the Health and Safety at Work Act 1974 and
Regulation 12 of the Management of Health and Safety at Work Regulations 1999

Must familiarise themselves fully and comply with the company s Health and Safety
Policy and the included arrangements.

Comply with the company s safety rules and requirements at all times.
Will comply with safety instructions given to them by the company s managers.
Will report all accidents, dangerous occurrences and near misses to their manager.
Will report all Health and Safety hazards to their manager.
Health and Safety Advisor

Will be jointly responsible for the provision and implementation of the company s Health
and Safety Policy.

Advise management as to the general performance and compliance with statutory
obligations and company policy.

Will devise and provide Health and Safety training programmes to assist with
statutory compliance. Once completed will then provide further and refresher training
as and when requested by the company s management.
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Will ensure that information is obtained and made available, where appropriate, on
Safety Regulations, operational hazards and processes associated with the various
activities of the company.

Will jointly carry out risk assessments in all areas of the company s premises and
provide detailed reports on any areas where significant risks are perceived.

Liase with company management to ensure all sub-contractors employed by the
company, maintain compliance with, all relevant statutory regulations and are
adequately trained and competent to undertake the work issued to them by the
company.

Will investigate accidents and dangerous occurrences.

Advise management as to changes in legal requirements, approved codes of
practice, and best practice standards.

Assist with the regular review and revision of the Companys Health and Safety
Policy.

Measure the company s performance by means of audit and inspection.

Liase with the HSE, EHO, EMAS etc as necessary, on behalf of the company.

Responsibilities of Sub-Contractors

It is the duty of all sub-contractors to:
Observe and conform to the company s Health and Safety rules as set out in this
Policy, all Safe Working Procedures and all arrangements provided for securing

Healthy and Safe conditions.

Wear the appropriate personal protective equipment such as safety shoes, clothing,
hard hats, safety equipment and use appropriate safety devices at all times.

Conform to all advice given by the Company and/or their representatives.
Report any accident, dangerous occurrence, hazard or near miss (whether or not
personal injury results) to the Site Foreman and seek first aid treatment for any injury

no matter how slight.

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

Will ensure they carry adequate insurance against risk.

Familiarise themselves and their personnel with the work site and any hazards which
may be present.

Engage on the contract or Sub-contract only those persons who have the skills,
experience and competence in the trade or task.
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Not commence any work that may be regarded as High Risk without prior
consultation.

Ensure that their personnel will submit to any security checks if deemed necessary.

Provide Risk Assessments and Method statements covering their work activities
when requested.

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

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

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

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

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

Inspect regularly and report any defects in tools, machines and equipment
immediately to your Site Foreman and not to attempt repairs, which you have not
been authorised and specifically trained to undertake.

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

Refrain from using personal radios etc, where it may affect your ability to hear Fire
Alarms or other warnings.
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SECTION 3

General Arrangements

1. Accidents

All accidents (including property damage), dangerous occurrences/injuries, diseases and
near misses must be reported and entered into the company accident book (B1510) and
Perfect Pipework Limited Accident Report form completed (Appendix 1 for details)

2. Employees Duties

Employees are to co-operate with their employer to assist him in carrying out his duties
towards health and safety and also, must not misuse or abuse anything that is provided in
the interests of Health and Safety and welfare, and must report any misdemeanours to the
Managing Director/Contracts Co-ordinator.

3. Eye Tests for those working with VDUs

Under The Health and Safety (Display Screen Equipment) Regulations Perfect Pipework
Limited are required to provide free eye tests for their employees who work with VDUSs.

If required employees should inform the Managing Director of their intention to have an
eye test. Permission will be given and logged on the appropriate form (see Appendix 3 for
details). The test should then be completed by the employees preferred optician, a receipt
obtained, and then returned to the Managing Director, who will reimburse the stated
amount, to a maximum of £20.00.

In the event of the employee requiring special corrective appliances due to deterioration in
their eyesight, proved to be caused by working at a VDU, the company will at their
expense reimburse part of the cost of the above. This amount is set at the company s
discretion Payment for more costly appliances (e.g. designer frames, tinted or coated
lenses) over and above the discretionary payment level will be for the users own account.

Any user, who experiences pain in the undertaking of their normal work on VDU
equipment, should advise the Managing Director as soon as possible. Advice will then be
sought from a competent person such as the companies Health and Safety Advisor, who
will in turn provide information on the correct use of equipment, or adjustment of the
working position and work patterns; this will take the form of a workstation assessment.

4. Fire and Serious/Imminent Danger Precautions

The company will provide the necessary fire fighting equipment and training of employees
in accordance with contractual requirements, buildings fire certificate and sound fire
prevention practice.

Employees are instructed:

to conform with all emergency procedures pertinent to their work activity and site
location.

not obstruct any escape routes, fire equipment, fire exits and fire doors.

keep any fire doors closed at all times except for access (fire doors are not to be
wedged open).
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Procedures - Head Office

Upon an incident deemed serious or imminent, including locating a fire, the following
procedure should be followed:

Employees or sub-contractors must:

Telephone the emergency services from a place of safety, dial 999 and when the operator
answers:

1. Ask for AMBULANCE, POLICE OR FIRE SERVICES applicable to the incident
2. Give your Telephone Number - 01296 399330
3 When connected to the Service required state slowly and clearly:

This is Perfect Pipework Ltd

49 Rabans Close
Rabans Lane Ind Estate
Aylesbury
Buckinghamshire HP19 8RS
WE HAVE AN INCIDENT (EXPLAIN NATURE) OR A FIRE!

4. Do not replace the receiver until this information has been correctly acknowledged.

Ensure that Russell Rowles is informed on 07768 320784 or Damian Thompson on 07785
731053

All persons must go to the designated Assembly Point, which is in THE MAIN CAR PARK
outside the front of the unit where the Manager will conduct a roll call.

Do not stop to collect personal belongings or equipment.

Use the available nearest exit (front or back of the property).

Do not re-enter the building until advised to do so by the manager.
Procedures - External Sites

Employees and sub-contractors must read or otherwise determine the local Incident and
Fire Procedures.

Upon an incident deemed serious or imminent, including locating a fire, the following
procedure should be followed.

Employees or sub-contractors must:
Raise the alarm by the most appropriate means for the site.

Telephone the emergency services from a place of safety, dial 999 or the emergency site
number and when the operator answers:

1. Ask for AMBULANCE, POLICE OR FIRE SERVICES applicable to the incident and

-15
\\DELL1600\NetDisk\H & S\sharon\PPIPEHSPOLICYuncontrolled.doc



explain the nature of the INCIDENT or if there is a FIRE.
2. Give your Telephone Number - as appropriate for the site.
3. When connected to the Emergency Service state slowly and clearly:

This is Perfect Pipework Ltd working at:

Give the site address and location
WE HAVE AN INCIDENT (EXPLAIN NATURE) OR A FIRE!
4. Do not replace the receiver until this information has been correctly acknowledged.

Ensure that Russell Rowles is informed on 07768 320784 or Damian Thompson on 07785
731053

All persons must go to the designated Assembly Point, which is in THE MAIN CAR PARK
outside the front of the unit where the Manager will conduct a roll call.

Do not stop to collect personal belongings or equipment.
Use the available nearest exit (front or back of the property).

Do not re-enter the building, property or site until advised to do so by the person co-
ordinating the evacuation.

5. First Aid
The company provides adequate and appropriate first aid facilities.
6. Health and Safety Implementation
It is the responsibility of the company s Health and Safety Advisor, to ensure, in so far as is
reasonably practicable, that the company is aware of, and satisfies their duties under, the
Health and Safety at Work Act 1974, and the Codes of Practice, including European
Directives, such as (but not limited to):

The Management of Health and Safety at Work Regulations 1999

The Workplace (Health, Safety and Welfare) Regulations 1999

The Manual Handling Regulations 1992 (as amended 2002)

The Personal Protective Equipment Regulations 1992

The Health and Safety (Display Screen Equipment) Regulations 1992 (as amended
2002)

The Provision and Use of Work Equipment Regulations 1998
7. Information

Information will be provided on the notice board.
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8. Provision of Safety Equipment

The company will endeavour, where reasonably practicable, to obtain a high standard of
safety equipment, services and protective clothing.

0. Safety Training Programme

All employees will receive sufficient safety instruction to enable them too perform their
duties in a safe manner.

Where necessary safety training will form an integral part of job training and instruction will
be given as provided in Section 4 hereto.

10. Smoking Policy

All working areas in the company s premises, including external locations, are no smoking
areas.

11. Use of Alcohol and Drugs
Any employee or sub-contractor discovered to be under the influence of alcohol whilst on
company business, company premises or on an external site will be immediately removed

from the site and subject to disciplinary procedures.

In all cases other than those prescribed by a doctor, all employees and sub-contractors
are prohibited to use drugs

12. Visitors

Employees are required to ensure that visitors are accompanied at all times whilst on
company premises or external sites.

13. Weekend and Out-of-Hours-Working
Employees required to work outside normal working hours, in particular at the weekend

must seek permission from their immediate superior and that the building is secure upon
vacating the premises.
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SECTION 4
Safety Training

The Company is aware of the need to make provision for adequate training in order that its
employees are competent to discharge their health and safety responsibilities.

1. Induction

All new employees will be provided with a copy of the company s Health and Safety Policy,
at the start of their employment.

The Managing Director and Contractors Director will ensure that new employees, including
temporary employees, are informed of the contents of the policy and the arrangements
made for their Health and safety Welfare.

The Managing Director and Contractors Manager will instruct all new employees based at
the Head Office, on fire prevention, safe evacuation of the building, first aid facilities,
accident reporting and the use and maintenance of (PPE) Personal Protective Equipment.
Employees will receive suitable induction training on arrival at an external site.

2. Internal and External Training Courses

The company s designated Health and Safety Advisor will provide training to the relevant
staff.

External training companies will be provided where appropriate.
3. Refresher Courses

Refresher courses, where appropriate, will be organised by either by the company s Health
and Safety Advisor or a company employee as designated by the Managing Director.
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SECTION 5
Accident Reporting, Investigation, First Aid & Welfare Facilities
1. Accident Reporting

The Company s procedure for reporting accidents near misses/dangerous occurrences is
designed to ensure compliance with the statutory duties governing notification and
recording, and to provide for adequate investigation and enquiry in order to establish the
measures which may be necessary to prevent recurrence.

All injuries to employees, no matter how slight, must be reported and entered in one of the
company s accident books (B1510). A Company Accident Report Form should be
completed, by either the injured person or the first aider attending them, and then
forwarded to the Managing Director.

Any sub-contractors, who work the company, and sustain an injury on either company or
client premises, must complete a Company Accident Form and ensure that a copy of the
form is sent to the company and the client who had control over the premises/site where
the accident occurred.

It is important that accurate records are kept and that these records, together with the
accident book and accident report form, are retained for inspection if required.

Any fatal accident, major injury or dangerous occurrence, as defined in the Reporting of
Injuries Diseases and Dangerous Occurrences Regulations 1995 must be reported
immediately to the Managing Director, who will ensure:-

Notification to the Health and Safety Executive (HSE), Police, Company Insurers,
next of kin etc.

Ensure that the scene of the accident is not disturbed unless it is considered
necessary to avoid further accidents.

Arrange a prompt investigation to be undertaken, including photographs using the
company Accident Investigation report form (see Appendix 2 for details).

Ensure that an entry has been made in the accident book B1510, the accident report
for is completed, and that the statutory notification form F2508 is completed and sent
to the HSE within 7 days of the incident.

The above procedure applies whether the company employed the injured person or not.

Accidents resulting in more than 3 days absence from work excluding the day of the
accident must again be reported to the HSE. Statutory report form F2508 must be
completed on the 3™ day the employee is absence from work, excluding the day of the
accident. This form should be sent to the HSE within10 days of the accident.

Notifiable diseases must be entered into one of the companies accident books B1510 and
a company accident report form completed. Statutory report form F2508A must be sent to
the HSE within 10 days of the disease becoming apparent within the work force.
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2. First Aid and Welfare Facilities

The Health and Safety (First Aid) Regulations 1981 specify the First Aid requirements at
any place of work.

An appropriate number of first aid boxes are provided on the company s premises.

An appropriate number of first aiders for the companys premises will be trained and
certified in accordance with the requirements of the Health and Safety (First Aid)
Regulations 1981.

The Contracts Co-ordinator is responsible for ensuring that the first aid boxes are checked
and replenished every two months and kept to the required legal standard. The first aid
box checklist (see Appendix 4 for details) will be completed and retained for inspection
each time the above employees undertake their checks.
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SECTION 6
Main Arrangements

This section of the policy addresses the risks that arise from the company s processes,
activities and operations. It also takes into account legal requirements, approved codes of
practice, HSE guidance notes and best practice standards.

The purpose of these arrangements is to prevent accidents and ill health at work by the
effective management of risks.

1. Safe Systems of Work (Method Statements)

Method statements are generally an industry-accepted way of demonstrating that the
company has established a safe system of work prior to undertaking the activities to which
the method statement relates. A method statement is a written step-by-step breakdown of
how the company intends to carry out their activities.

It is a demonstration of the control measures, which shall be employed during the work to
eliminate/reduce any risks identified.

Method statements shall be prepared, where appropriate, by either the Managing Director
or Contracts Co-ordinator, following the standard format set down within Appendix 5 of this
document.

When is a method statement required?

A method statement is required defining the agreed Safe System of Work allowing it
to be reviewed by various parties i.e. Contractors, Local Authorities, HSE.

It should be clear and concise so that it can be easily communicated to persons who
will be affected by its contents.

The method statement can be communicated to the relevant employees prior to
commencement of operations to ensure a clear understanding of the agreed Safe
System of Work.

It provides a written statement of the agreed Safe System of Work, which can be
used by the relevant personnel to ensure the requirements thereof are being
effectively implemented by employees and contractors alike.

A method statement will be prepared where required. Low risk operations may not
necessitate a written method statement; the need for a method statement is dependent
upon the nature and complexity of the work i.e. the level of the risk.

When a method statement is required, the operation/task to which it relates cannot be
undertaken until the method statement has been reviewed and approved by the Managing
Director.

2. Risk Assessment

There are five steps to be taken in the process of risk assessment they are as follows:
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Look for the hazards

Decide who might be harmed and how
Analyse/evaluate the risks

Record your findings

Review the assessment and revise if necessary

All activities carried out in the name of the company will be assessed to determine the risk
to Health and Safety and the measures necessary to minimise perceived risks of injury to
people and property.

Designated company employee(s) will be trained to undertake work activity/generic risk
assessments.

The assessments shall be reviewed on an annual basis unless: an accident or near miss
occurs, changes occur to the company structure, there is a change in premises, or
significant changes occur within job roles, and the tasks undertaken by those individuals,
undertaking those roles.

During the work activity/generic risk assessments the need for other assessments will be
identified. These assessments and the processes required will be highlighted later in this
Policy.

3. Building Inspections
The company s premises should be kept clean and in a good state of repair

The Contracts Co-ordinator will carry out building inspections of the company s premises
on a monthly basis, using the checklist provided at Appendix 6.

Any hazards are to be noted on the form should be actioned as soon as possible. In the
event of any serious hazards, or risks, being noted the Contracts Co-ordinator will report
them immediately to the Managing Director. Priority is to be given to these risks or
hazards above all other health and safety issues.

4. COSHH (Control of Substances Hazardous to Health)

A number of regulations, including The Control of Substances Hazardous to Health
Regulations 1999, impose requirements for the safe handling, storage and use of
substances, which are known to be a risk to health, e.g.

A wide range of guidance notes and advisory literature is available on the precautions
required for various substances. All recommendations will be applied as required.

The Contracts Co-ordinator will ensure that all data hazard sheets for chemicals used on
behalf of the company are in place and that COSHH Assessments have been completed.

Any chemicals used on company premises should be stored in a lockable cabinet or
secured storeroom.

Once the assessments have been completed it will become the responsibility of the
Contracts Co-ordinator to ensure that they are reviewed and amended a required on a
regular basis.
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