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RDA PROJECTS LTD

HEALTH & SAFETY POLICY

GENERAL INFORMATION

The Company maintains a comprehensive Health & Safety Manual that defines the procedures for implementing the policies of the Company and the responsibilities of the Directors.

All responsible Directors are issued with personal manuals that define their responsibilities and the policies of the Company.

The Company has the knowledge to manage the Health, Safety and Environmental issues within the organisation, but where it considers that additional assistance is required, his will be sourced from specialist external consultants.

The Company is committed to review and develop this policy and to promote issues of health, safety and the environment from within.

Copies of the Company’s Health & Safety Policy are issued to every Employee, together with a copy of the Company’s Safety Arrangements.

Copies of all of the documents are available to third parties on request.

Revision 10 - 16/10/08
RDA PROJECTS LTD

HEALTH AND SAFETY POLICY STATEMENT
The Directors are convinced that the prevention of accidents and safeguarding of health are essential features of the efficient operation of the business, and aims to conduct its activities in such a way that employees, subcontractors and the general public are not put at risk by the Company’s activities.

The Directors recognise and accept the responsibility to provide safe working conditions and a healthy environment for all persons who may be affected. The promotion of health and safety measures is a mutual objective for the Directors and employees, and resources will always be available to meet these commitments.

It is the duty of the Directors to ensure that health and safety factors are fully taken into account when designing projects or writing procedures. 

It is recognised that all employees have a responsibility for their own personal safety and a duty of care to their fellow employees.

To ensure that the Company Policy and the way that it is operated are kept up to date, it will be reviewed annually.

Signed…………………………Position……………………………….. Date……………….

RDA PROJECTS LTD

HEALTH AND SAFETY RESPONSIBILITIES
The Managing Director will:-

Have the ultimate responsibility for the implementation of the Company’s Health & Safety policy, but will delegate responsibility to other Directors in the Company.

Periodically review the performance of those who have been specifically delegated with the direct responsibility for the implementation of the policy.

Have a good understanding of the Regulations, Codes of Practice, and published guidance that encompasses the Company’s operations.

Identify all training requirements and oversee the appropriate actions.

Stipulate safe systems of work and ensure that during tendering and planning full account is taken of all necessary safety measures that are required.

Allocate sufficient finances from the funds available to enable the Company to meet all safety requirements.

Ensure that all relevant safety information has been obtained prior to the contract start.

Set a personal example at all times.

Reprimand any subordinate member of management for failing to discharge their safety responsibilities satisfactorily.

And will monitor:-

The overall aims and objectives of the Companies Policy on Health & Safety and the safety performance of the Directors who have been delegated with the direct responsibility for its implementation.
Compliance with all new and existing legislation which may effect the Company’s operation and employees.

The Company’s accident record and the Policy for the prevention of injury, damage and waste.

The results of all training provided against the desired objectives.

The Company’s arrangements and precautions for the prevention of fire, for the provision of first aid and welfare facilities.

The initiation of investigations, reporting and costing of injury, damage and loss incidents to discover trends and eliminate recurrences.

That the allocation of funds and the provision of the necessary insurance’s are adequate.

The stimulation of all new thinking on Health & Safety matters.

That pre-determined standards are being maintained.

RDA PROJECTS LTD

HEALTH AND SAFETY RESPONSIBILITIES
The Contracts and Technical Directors will:-

Have a delegated direct responsibility for the implementation of the Company’s Health & Safety policy.

Have a thorough understanding of the objectives of the Health & Safety policy and ensure observance of the safe working practice and method statements.

Have an appreciation of the responsibilities of the site foremen.

Determine at the planning stage, the most appropriate order and method of working, the potential hazards to be expected at each stage and indicate the precautions to be adopted.

Stipulate safe systems of work for specific operations in the form of a written method statement.

Ensure that all method statements are understood by all those who need to know and that copies of the method statement are available on site.

Ensure that the provisions for dealing with first aid and fire precautions on the Customers site are adequate and understood by all.

Ensure that there are suitable welfare facilities suitable for the number of persons on the Customers site.

Ensure that all accidents and dangerous occurrences are reported and investigated and that appropriate remedial action is taken to prevent recurrence.

Ensure that appropriate quantities of the correct type of protective clothing/equipment is available and will set a personal example when visiting sites by wearing protective clothing/equipment.

Ensure that all mechanical plant and equipment brought to site is suitable for the work being undertaken.

And will monitor:-

The implementation and effectiveness of this Policy and the safety performance of all subcontractors and labour only personnel.
The safety performance of each site under control.

The understanding and compliance with Construction (Design and Management) Regulations, Codes of Practice, published guidance, Building Regulations and industry approved guidance and recommendations.

All actions taken following an injury or dangerous occurrence to ensure that investigations are prompted, reports made/records kept and, where necessary, notifications forwarded.
The devised training program and the practical effectiveness of the training provided.

The propagation and circulation of authorised health & safety information.

The effectiveness of all safe systems of work.

That the planned order and sequence of work is followed.

The safe erection and periodic examination of all temporary scaffolding.

The liaison between all Contractors on site to avoid areas of confusion.

The provisions made on site for welfare, first aid and fire.

The keeping and upkeep of all registers, records, certificates, etc.

The provision and use of protective clothing and equipment.

The means provided for protecting the public, others and traffic. 

RDA PROJECTS LTD

HEALTH AND SAFETY RESPONSIBILITIES
The Working Sub-Contract Site Forman will: -

Be responsible for securing health and safety relating to their particular site, securing compliance with statutory requirements and for ensuring that instructions issued by the Company are complied with.

Implement the Company Safety Policy to promote a healthy and safe working environment and incorporate safety instructions when issuing orders.

Know the requirements of all safety regulations pertinent to the site.

Check that work is carried out with the proper equipment and that there is sufficient plant and equipment on site, and reporting any shortages to the Project Director.

Will ensure that only trained personnel operate any plant or machinery and have adequate training to carry out the work activity.

Ensure that any necessary information on known hazards and the need for taking safety precautions is passed on to all relevant employees and ensure that suitable protective equipment is available and worn when required.

Check that all accidents are recorded in the accident book kept by Richard Bates in the RDA Offices.

Set an example by wearing the appropriate personal protective equipment when necessary. 

Bring to the notice of the controller of the premises any potentially hazardous situations that may arise and are the responsibility of the controller of the premises.

RDA PROJECTS LTD

HEALTH AND SAFETY RESPONSIBILITIES
Employees

All employees have a statutory duty to co-operate with their employers in matters relating to Health & Safety at work. Their personal responsibilities under the Health & Safety at Work Act 1974 are:

· To take reasonable care of the health and safety of themselves and any other persons who may be affected by their acts or omissions whilst at work.

· To co-operate in respect of any duty imposed on his employer, in so far as it is necessary to enable that duty to be complied with.

· Not interfere with or misuse anything provided in the interests of health, safety or welfare.

To this end, all employees will: -

Work in a safe manner and refrain from horseplay and from abusing welfare facilities provided.

Use tools and equipment appropriate to the job and ensure that they are kept in good condition.

Make full use of safety aids, appliances, equipment and protective clothing provided.

Report any unsafe conditions and defects in plant or equipment immediately they are observed.

Report any accident, unsafe or hazardous conditions and if possible, suggest ways of improving safety.

Where identified, will wear P.P.E as per the manufacturers’ recommendations in compliance with the risk assessment.

Realise that failure to comply with any of the above may result in disciplinary action being taken.
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GENERAL SITE RULES

You should wear clothing suitable for the type of works being carried out, and always portray a clean and tidy image on site. Protective equipment must always be used when provided.

On the first day as you arrive, report to the Customers reception and ask to see your contact specified on the Job Sheet. The Foreman should introduce himself and his colleagues and ask to be shown to the area of working.

Discuss the job briefly with the Customer to ensure that you are in agreement with the extent of the contract. Establish details of any fire and safety regulations in force, first aid provision, welfare and canteen facilities, hours of working and where you are to dispose of any waste materials.

Always advise the Customer if your daily working hours change and if you have to leave site early for any reason. Give as much notice as possible if you wish to work extended hours.

When materials arrive on site, the quantities should be checked against the Delivery note to ensure that there are no shortages, and against the Job Sheet to ensure the correct materials have been delivered. Shortages and problems should be advised at once.

Use any ‘site visit’ by the Customer to your advantage in order to explain the progress of the work and to establish whether they are happy. If there is a problem that you are unable to resolve with the Customer, contact the responsible Director at RDA at once.

Should the Customer request a variation to the contract, this must not be started without the prior consent of an RDA Director.

If there is a discrepancy between the instructions on the jobsheet and the site conditions, then the problem should be resolved with the responsible Director before proceeding. If any materials need to be ordered or glass sizes need advising, please advise as soon as possible.

Towards the end of the contract, advise the responsible Director as to when you expect to be completed and ensure that any plant or materials for return are placed neatly, ready for collection. If you leave site before all of the plant has been collected, ensure that the customer is aware of where the equipment has been left.

At the end of the contract, if possible, the responsible Director from RDA will arrive to inspect the contract with yourself and the customer to ensure that they are happy with the finished job and the standard of workmanship. If the contract has been completed to the Customers satisfaction, obtain a signature from the customer on the Contract Acceptance sheet. If the Director is not on site at the time of handover and there is a problem that cannot be rectified straight away, then contact the Director at once.

As Tradesmen, it is your responsibility to ensure that you are equipped with the correct set of tools necessary to complete to contract to the required standards. The tools are your responsibility, and we accept no liability for any loss or damage, so please ensure that they are securely stored at all times.

Installation teams should not ask to borrow Customers equipment, although this may be necessary in extreme circumstances. You will be held responsible for any loss or damage to any borrowed equipment.

Please ensure that the site is kept tidy and safe at all times. Stairways, passageways and fire exits must be kept clear at all times. Any cutting of materials should be carried out in an area where dust will not damage customers’ property or cause a nuisance. 

Throughout the duration of the contract, you should take adequate precautions to ensure that the customers’ property is not damaged by any of your operations and you must ensure that your own works cannot be damaged by others. If it looks likely that our works could be damaged by other tradesmen, contact the responsible Director at once.

Pilferage can often increase when contractors are working on site. Please ensure that you are above reproach.

The playing of radios, tapes etc. is strictly forbidden unless with the specific approval of the customer.

When works are carried out above head height, arrangements should be made with the Customer/Main Contractor to display warning signs advising of the danger to Customers employees and other tradesmen, and to prevent access of non authorised personnel beneath the works. Harnesses attached to safety lines should be used wherever possible to prevent falls from the floor structure

ACCIDENT REPORTING

Every accident must be reported to as soon as possible to the first aid centre or the site office.

Medical treatment must be sought for any injury, no matter how slight it may seem to be. All accidents, incidents and dangerous occurrences, no matter how trivial, must be reported to Richard Bates at the Company offices as soon as is practicable. If necessary, the company will notify the enforcing authority by telephone and then in writing on form F2508.

A full list of the criteria for reporting accidents is supplied in the information provided with the form F2508, a copy of which is held in the company’s offices and is available for inspection by all employees.

All accidents and near misses will be investigated and procedures may be reviewed or altered if the investigation outlines failures in the management system.

The Directors will ensure that accidents are investigated and reported as necessary and in compliance with the RIDDOR regulations.

ASBESTOS

RDA Projects Ltd works will always take place in premises that are controlled and operated by others, and their work will usually not include the removal or demolition of any part of the existing building structure.

All operatives will be given a Toolbox Talk on Asbestos Awareness Training and will sign a declaration that they have understood the content of the talk. The signed declaration will be kept with the Training Records.

Before works commence on site, the RDA Project Manager will request to see the Asbestos Register for the building. If Asbestos is present on site, the systems of work will be assessed to verify that they are adequate in the circumstances. 
If during the works, material is encountered that is considered to be asbestos, the works will cease, and installers will leave the area. The Working Site Foreman will inform the controller of the building, who should secure the area to prevent access until inspections are carried out to identify whether the substance is asbestos. 

No work will continue in the area until it has either been confirmed that the material is not asbestos or if it has been confirmed that the material is asbestos, and then it has been removed or made safe by a licensed contractor.

CARTRIDGE OPERATED TOOLS

There are two types of cartridge-operated tool, the high velocity type and the low velocity captive piston type. Where possible, the low velocity captive piston type should be used, as there is less danger from ricochets and overdriving of the pins. Every tool should be marked with the type, serial number and kite marked to BS 4078.

Operators of cartridge operated tools must be trained in their use, issued with, and be in possession of, a valid training certificate relating to the tool in use.

No person should be in possession of a cartridge operated tool or cartridges unless he has been trained and is in possession of a valid training certificate.

Cartridges for immediate use only, shall be kept in a secure box with the tool, and guarded when not in use. Cartridges shall never be kept loose. Following use all spent cartridge rings or individual cartridges shall be collected and accounted for.

Eye protection to BS 2092 Grade One impact and suitable ear protection giving the correct level of attenuation shall be worn when using cartridge tools.

COSHH

RDA Projects Ltd works generally only include pre-fabricated steelwork and timber decking which do not pose a hazard to health.

Where, in the rare situation that other chemicals etc are used on site, then the following procedures must be adhered.

Richard Bates will control and assess the use of hazardous substances.

It is a legal requirement for suppliers to give users of their materials sufficient warning of dangerous chemicals, low flash point materials, adhesives; epoxy resins, paints, solvents etc.
In most cases the correct instructions for using these materials are clearly stated on the container or package. It is essential that the proper procedures, as laid down by the manufacturer’s instructions, be followed when handling such materials.

The Working Foreman will give adequate instructions for work involving the use of such materials and ensure that suitable protection is provided. Where formal protective equipment i.e. gloves, goggles, respirators are required and issued then employees must ensure that they are worn.

If you come across an unexpected hazard you must inform Richard Bates at the RDA offices immediately.

The Company will endeavour at all times to comply with the Control of Substances Hazardous to Health Regulations (COSHH) and will try to eliminate the use of hazardous substances, or substitute the substance with one that is less hazardous.

The Company will provide written assessments for all hazardous substances used at work, and these assessments will be brought to the attention of all employees and subcontractors.

The Company employees and subcontractors must comply with these assessments, and if the assessment requires control measures, these must be made available to employees.

Employees will be put under health surveillance where there is a reasonable likelihood that their work with a hazardous substance may result in an identifiable disease or an adverse health effect.

No substance will be used without a COSHH assessment being available.

CONFINED SPACES

RDA Projects Ltd will not carry out work in confined spaces.

CONSULTATION WITH EMPLOYEES AND SUB-CONTRACTORS

Health & Safety Representatives

The company has a pro-active approach to health & safety, and recognises the benefits of employees having a significant input into the company’s health & safety procedures. They also play a vital role in providing feedback on actual performance and identifying hazards that have previously been missed. Therefore in all situations, company appointed safety representatives will be encouraged to assist the company to maintain a safe and healthy workplace. This will be achieved by: -
a) Recognising safety representatives appointed in accordance with the Safety Representatives under the Safety Representatives & Safety Committee’s Regulations 1977 and providing them with every assistance to fulfill this role; or

b) Encouraging employees to fulfill the role of safety representative in accordance with the Health & Safety (Consultation with Employees) Regulations 1996.

On sites, all employees (and sub-contractors) will receive a site induction talk. On major sites this will be undertaken by the health & safety adviser, on small projects, by the site manager or his delegated representative. The induction will cover. -

· The site roles and PPE requirements.

· Welfare facilities.

· First aid arrangements and emergency procedures.

· The significant risks identified in the safety plan.

· Relevant method statements.

· Details of the health and safety representatives and means of consultation.

Throughout the project, all employees and contractors will be encouraged to continually liaise with the Clients site manager, to assist in the identification of any health & safety hazard that has not previously been identified.

All site visits by the RDA Contracts Directors will be used to discuss Health & Safety matters with the installation teams, and the two-way flow of information will be discussed.

In addition the company will encourage employees to take the role of safety representative under the Health & Safety (consultation with Employees) Regulations 1996 and the company will offer them training and assistance to fulfill this role and to further enhance health and safety within the company.

We will hold regular meetings with personnel to discuss safety, health and environmental issues.

Consultation with Sub-Contractors

Under the Construction (Design & Management) Regulations, sub-contractors have to be competent (see section on CDM Regulations - Selection of Contractors). In addition the company has to provide details of the significant risks that will be encountered on site. This will be achieved via the project health & safety plan.

When contractors are submitting their proposals to the company, they will be asked to inform us about any significant risks their work will produce. These will be subject to an agreed method statement and, if required an amendment or addition to the project safety plan.

In this way there is an exchange of information before the contract commences. This flow of information and joint consultation must continue throughout the project. On large multi contractor projects this may require a formal safety meeting with minutes etc. Because of the type of work undertaken by the company is unusual if there are several contractors working under the company’s control. Therefore there is generally no need for a formal safety meeting but the site manager (or supervisor) should still discuss health & safety matters with the contractors and give them an opportunity to comment on the way the site is being run.

CRANES AND LIFTING APPLIANCES PROCEDURE

RDA Projects Ltd operates within the confines of existing buildings and generally do not use cranes to assist in the installation of mezzanine floor. If a crane is required for the installation of a floor, then this will be hired from a reputable supplier and the following procedure will apply: -

By far the majority of accidents involving the use of cranes - more than 70% of an average annual total of 4,000 - occur during the slinging or movement of the load. The safe and proper use of cranes and lifting appliances is essential if serious injury, collapse, overturning or other failures are to be avoided. Therefore, the guidance in the following sections, which has been produced to comply with current Legislation and BS 7121, must be followed.

Management of the Lifting Operation

A safe system of work needs to be established before lifting operations are carried out and communicated to all parties concerned. To ensure the implementation of the safe system of work the Crane Safety Check List must be completed by the crane company whether hired in by us or by sub-contractors. The main elements of a safe system are: -

1. planning the operation;

2. the selection and use of a suitable crane and equipment;

3. the maintenance, examination and testing of cranes and equipment;

4. the provision of properly trained and competent personnel; this includes the appointment of a competent person to be the CRANE CONTROLLER (see Selection and Duties of Personnel);

5. adequate supervision;

The Crane Controller / Appointed Person

Every lifting operation must be under the control of a competent person appointed by the USER of the crane. The CRANE CONTROLLER’S duties include:

1. The planning (including all the above points), selection of crane, lifting gear and equipment;

2. Instruction and supervision necessary for the task;

3. Ensuring the documentation is in order;

4. The responsibility for the organisation and control of the operation.

The CRANE CONTROLLER must be competent to carry out the above tasks. This person may have other duties but cannot be the crane driver or the banksman/slinger. If the USER of the crane does not have the expertise to carry out the above duties then they should enter into a contract with an organisation or individual to undertake the work on their behalf.

Crane Driver

The crane driver should be responsible for the correct operation of the crane within the limits of the manufacturer’s instructions and the agreed system of work. The crane driver should only respond to signals from one banksman/slinger who should be clearly identified.

The crane driver should be: -

1. Trained and competent, the CPCS Certificate of Training Achievement may be useful in determining competency;

2. Over 18 years of age, unless under supervision for training purposes;

3. Fit, with particular regard to eyesight, hearing and physically able to operate the crane safely;

4. Able to understand the banksman/slinger;

It is the responsibility of the crane owner to ensure that the crane driver fulfils the above requirements.

Banksman/Slinger

The banksman/slinger should be responsible for attaching/detaching the load to and from the crane, for the use of the correct lifting gear and equipment, and for directing the safe movement of the crane.

The banksman/slinger should be: -

1. Trained and competent;

2. Over 18 years of age, unless under supervision for training purposes;

3. Capable of judging distance, height and clearance;

4. Capable of selecting suitable lifting gear/equipment; 

The Crane Owner

The crane owner has a duty to provide a competent driver and a crane that is properly maintained and inspected, thoroughly examined, tested and certified. The USER retains the responsibility for appointing the CRANE CONTROLLER and for planning and selecting the right crane for the task being undertaken.

Selection of Cranes

Each type of crane has certain features, which help dictate the suitability for a particular job. When selecting a crane the following points should be considered:

1. Weights, dimensions and characteristics of load;

2. The radius of the operation;

3. The height of the lift required;

4. Site, ground and environmental conditions, or restrictions arising from existing buildings, overhead power-lines etc.;

5. Space available for access, erection/dismantling and operation.

6. Ensuring all necessary test certificates and other relevant documents are available;

7. The safety of persons not involved in the lifting operation.

The appointment of the CRANE CONTROLLER (see Selection and Duties of Personnel) is the responsibility of the USER but in most instances the USER will not be competent to do this themselves, therefore they should enter into a contract with an organisation or individual to undertake the work on their behalf.

IF WE ARE THE USER WE MUST ENSURE A CRANE CONTROLLER IS APPOINTED.

IF SUB-CONTRACTORS ARE THE USER WE MUST ENSURE THAT A COMPETENT PERSON IS APPOINTED AS THE CRANE CONTROLLER.

Selection and Duties of Personnel

Safe lifting depends on the selection of suitable personnel who are competent to carry out the required duties. Records of training and experience of persons such as the CRANE CONTROLLER and the crane driver will assist in the selection of suitable personnel.

Documentation

The following documentation must be produced for inspection at site before any crane starts work:

1. The Certificate of four yearly tests and thorough examination.

2. Also provides information relating to the type of crane etc.:

3. The fourteen monthly thorough examination;

4. The weekly inspection of the crane;

5. The Certificate of test of lifting gear;

6. The Certificate of test of wire rope.

It is also important to check that the safe load indicator system and load radius indicator are working and set correctly for the crane duties rigged.

DEMOLITION PROCEDURE

RDA Projects Ltd will not carry directly out any demolition works other the dismantling of an existing proprietary mezzanine floor that may need to be removed before the main installation works commence. The dismantling of an existing floor is a reversal of the installation of a new floor and the risks are well known.

Should other demolition works be the responsibility of RDA Projects Ltd, then this will be contracted to a specialist Demolition Contractor. (See Management of Sub-Contractors)

Before any dismantling operations start, a thorough survey and examination of the structure is required to determine the nature of the original construction, the relationship and condition of adjoining property, information on existing services and health risks. This will ensure a safe system of work can be implemented.

Method Statement

A written method statement is essential for safe working. The demolition contractor should produce it before work starts and checked by the site management with assistance from the Safety Department. A detailed method statement should include:

1. the sequence and method of demolition with details of personnel access, working platforms and machinery requirements. Where possible the use of machines is recommended in preference to demolition by hand.

2. the arrangements for protecting the public and other workers.

3. the details of the removal or making safe of statutory services.

4. the details of methods to deal with hazardous substances.

5. the arrangements for the control of site transport.

6. the arrangements for disposal of demolition debris.

Supervision

A competent person experienced and trained in the type of operation being undertaken is to be appointed in writing by the demolition contractor to supervise and control the work.

Control of Pollutants

1. Asbestos (See Asbestos Procedure).

2. Dust.

Dust should not normally be a problem with the type of work we carry out, but if dust is a problem then the works should be periodically sprayed with water to reduce the amount of airborne dust.

3. Noise (See Noise Procedure).

4. Fire and Smoke.

Nothing that has been dismantled will be burnt. All materials will be properly disposed of. (See Waste Procedure)

Plant

All plant must be in a good condition and suitable for the task it is to perform, and operators of all plant must be trained and competent. (See Crane/Forklift truck procedures)

Protection of the public and other workers

The precautions necessary to protect the public must include: high standards of site protection, safe systems of work and effective supervision and control.

All sites, where practicable, should be enclosed by a 2m high fence, which cannot be easily climbed. Access gates should be secured outside of normal working hours.

DUST

If it is necessary for employees and Sub-Contractors to work in a dusty environment, protective clothing and equipment will be provided.

EDGES AND OPENINGS

Supervisors shall ensure that holes or openings are provided with fixed covers of strong material or properly secured barriers are erected around the perimeters.

All edges or openings from which men or materials can fall must be protected by guard rails and toe boards.

Any covers used must be secured in place and fitted with a notice stating: -

“DANGER - OPENING BELOW”.

ELECTRICITY

Electrical equipment on site is normally of a temporary nature. It is both illegal and dangerous for such equipment to be tampered with. Any alterations to wiring, junction boxes, electrical tools etc. must be done by a competent electrician. If you require any alterations to an electrical system, ask your foreman.

All portable equipment, hand tools and temporary lighting shall be operated at a voltage not exceeding 110 volts.

Such a 110 volt supply may be ‘operated from a double wound transformer, either single or three phase with the centre tap to earth. This effectively reduces the maximum potential voltage to 55 volts.

All portable generators shall only operate portable tools at 110 volts.

A competent person will inspect all portable equipment used on sites every 6 months.

Office electrical equipment will be tested on an annual basis

Portable equipment is any plant / equipment with a plug fitting.

All equipment should be visually inspected before use and faults reported immediately to Richard Bates.
EMERGENCY PLANNING

The Company employees and Sub-Contractors will familiarise themselves with any emergency procedures formulated by the main contractor or Client.

In the event of an emergency the working foreman will inform the RDA Office

Emergency procedures are available in the site office or the Clients office, and will be displayed on the site notice boards 

Personnel will be made aware of the emergency planning requirements during induction.

Procedures will be tested every 6 months, with weekly visual inspection of emergency equipment.

FALLING OBJECTS

Where there is a foreseeable risk of head injury from falling objects, safety helmets must be worn at all times.

Employees must take extra care when working at heights as there are many serious injuries and fatalities caused by falling materials, tools etc.

If employees are working at heights they must take care that equipment is stored carefully and that tools are fitted with safety lines.

When stacking or moving materials on working platforms employees must make sure that these cannot fall on persons working or walking below.

FIRE PREVENTION

All operatives will be advised of any special requirements concerning fire precautions that have been advised by main contractors or clients.

All employees should:-

· Know the location of and how to use the fire extinguisher nearest their work area.

· Know the correct type of extinguisher for the various type of fire.

· Obey NO SMOKING and NO OPEN FLAME signs.

· Know the location of fire exits and fire alarms.

· Keep fire fighting equipment and fire exits and passageways clear and ready for immediate use.

· Keep their work area tidy and free from combustible material.

· Keep solvents and other flammable/combustible materials in approved labeled containers and stored in proper locations - not under stairs or in passageways.

· Keep sparks, flames and excessive heat away from solvent and other combustible materials.

· Shut off engines of petrol driven vehicles and other equipment before adding fuel.

· Not put clothes on or near heating appliances.

· All personnel will be made aware of the fire prevention procedures during induction.

FIRE PRECAUTIONS AND EMERGENCY PROCEDURES

Site Operations

RDA Projects Ltd will only work either on Clients sites or Main Contractors sites, and they will put all fire precautions for these sites into place. RDA employees or Sub-Contractors will be advised of the sites Fire Safety Procedure during the induction.

If employees have to carry out work that increases the risk of fire, then they should ensure that all loose flammable material is moved away from the area and fire extinguishers may be required local to the job site.

Offices

An appropriate number of fire extinguishers together with fire alarm system will be provided at the RDA office. Notices will be posted stating the evacuation procedures together with names of the fire wardens for the various sections of the building.

Maintenance of Fire Equipment

Richard Bates will ensure appropriate maintenance contracts are in place for the maintenance testing and inspection for the various fire systems and fire extinguishers. They will also ensure fire/evacuation drills are carded out and any necessary records updated.

Communication

All personnel will be made aware of procedures during induction and fire drills will be carried out to ensure that personnel are fully conversant with the procedures

FIRST AID

All company and Sub-Contractors vehicles will carry a first aid kit and it will be the responsibility of the driver of the vehicle to keep the first aid kit fully stocked.

When working for a main contractor or Client the procedure for providing first aid will be agreed by our Working Foreman at the site induction for that site prior to us starting work.

This procedure will be notified to all our employees as and when they start work on site.

Every employee and Sub-Contractor must ensure that they know what to do and where to report to if they suffer personal injury on site.

Every employee must ensure that they get first aid treatment even for minor injuries.

First Aid facilities will be provided in the office. Richard Bates is the designated First Aider and will be responsible for checking contents of First Aid box.

FORK LIFT TRUCKS AND ACCESS PLATFORMS
Whether provided by the Customer or by RDA, they are only to be driven by drivers with a current certificate of competence. The driver is to exercise due diligence to ensure that the truck is loaded correctly and that the load is maneuvered with due regard to the safety of personnel on site and the customers building and equipment.

The customers forklift truck must only be used with the express permission of the customer or his bona fide representative. You should always ask the customer to give brief details of the operation of the truck if it of an unfamiliar type.

Under no circumstances should a fork lift truck or MEWP provided by RDA be loaned to another site contractor.

The equipment is not allowed to be used for the movement of other contractors’ materials without the permission of a Director of RDA Projects Ltd.

Daily checks on the equipment should be made and noted on the Daily Check Sheet.

No one must be allowed to ride the equipment, forks or any part of the equipment for any journey. It must be driven correctly by the licensed driver(s) only.

Speeding is forbidden. The equipment must be driven within the limits of safety, without the risk of accidents. Maximum speed is 5 mph.

Audible and visual signals must always be used when the equipment is in motion and when circumstances demand.

Trucks must not be driven with any load whilst the forks are in the raised position. Where possible, drive with the forks lowered to within 150mm of the ground and the mast tilted slightly backwards.

Batteries must be maintained in good condition at all times and put on charge when not in use at the end of the day. No smoking whilst the batteries are put on charge - they give off explosive gasses. All non-smoking notices and designated areas are to be observed and maintained without exemption.

Working areas must be kept clean, tidy, and free from obstructions on all occasions.

Any defect found in the equipment being used must be reported to the responsible Director immediately and the equipment removed from use. Do not use the equipment until the defect has been rectified and the equipment tested and certified as safe to use. A ‘DO NOT USE’ sign must be displayed.

Where guarding is provided, it must be used correctly at all times. It is an offence to deliberately remove, misuse or disregard any form of guarding. Failure to observe any safety regulations will automatically lead to disciplinary action.

Loads above the safety limit must not be carried at any time. Read and understand the capacity plates.

When vision is blocked or impaired by loads, always ask for assistance for directions.

The equipment must never be left unattended on a slope unless all wheels are locked.

Never lift anyone unless a proper cage is fitted for the purpose.

Always enter the pallet fully.

Always park in a safe manner, forks flat on the ground, and away from doorways, fire equipment, first aid post, narrow gangways and slopes. 

FRAGILE ROOFS
The nature of RDA Projects Ltd work means that employees and Sub-Contractors are not required to access any roof structure and no employee or Sub-Contractor must do so.

FUMES

The accumulation of fumes in the working environment can be minimised by effective ventilation.

In confined spaces where dangerous fumes or oxygen deficiency is likely to be present, a permit to work system must be implemented.

Consideration must be given to the positioning of plant to ensure that fumes do not affect personnel in the vicinity including members of the public.

HAND TOOLS

Many accidents occur because of the misuse of such hand tools as hammers, screwdrivers, chisels, saws, axes, picks, shovels and crowbars. Most accidents happen because people do not use the correct tool for the job or they fail to maintain them in good working order.

Employees and Sub-Contractors must:-

· Ensure that hand tools provided are in good condition.

· Always use the correct tool for the task and don’t improvise.

· Always keep tools clean and put them away after use.

· Check tools regularly and arrange for them to be replaced if they are worn or damaged.

· Ensure handles are securely fitted to files, screwdrivers, hammers etc.

· If tools are faulty these must be taken out of use and returned to the office.

HEALTH SURVEILLANCE

The installation of the RDA Projects mezzanine floors involves a number of differing tasks, which include the following:

· installation of the main steel frame

· installation of the cold rolled decking beams

· fixing of the timber decking

· fixing of stairs

· fixing of handrail

The same team will carry out all of these tasks, so they are not continually occupied on one task, which may then lead to specific health problems. 

There are three tasks that could be considered to possibly cause health problems. These are listed below, together with the procedures that are in place to reduce their effects.

Cutting of timber decking, and inhaling the dust.

The decking supplier provides COSHH details and we fully comply with any requirements they have.

Cuts are only required around the edges of the floor, so there is not much cutting required. This will not be a continuous operation.

The provision of dust masks is covered in the Portable Power Tool Risk Assessments and the arrangements covering Powered Tools and PPE.

Screwing down the timber decking which involves bending.

We use specialist cartridge operated screw guns, which enable the operator to carry out the task without bending down. 

The use of hand tools for tightening bolts and screwing down the decking – vibration problems. 

Different hand tools are required to perform the different tasks, and neither operation will be continuous.

The provision of gloves to reduce Vibration White Finger is covered in the Portable Power Tool Risk Assessments and the arrangements covering Powered Tools and PPE.

We will constantly investigate new equipment to reduce the health effects of any power tool, e.g. the provision of self drill screw guns which has the power tool at the end of a long handle which isolates the vibration from the tool reducing vibration white finger problems.

Site visits by the Contracts Directors will always be used to discuss Health problems with the installation teams.

HIGHLY FLAMMABLE LIQUIDS

Highly flammable liquids are not used during the normal course of RDA’s work, but should there be a requirement to use such liquids, then the following procedures apply: -

A red triangular notice that shows a flame and the words HIGHLY FLAMMABLE LIQUID identifies highly flammable liquids.

When using highly flammable liquids smoking and naked lights are not allowed.

All laid down procedures associated with the storage, use and disposal of highly flammable liquids must be strictly adhered to.

H.M. INSPECTORS OF FACTORIES AND ENVIRONMENTAL HEALTH OFFICERS (E.H.O.), POWERS AND PROCEDURES

The Company is aware and appreciates the powers, duties and responsibilities of Enforcing Officers, and will undertake at all times to co-operate with them in all aspects of their duties.

An Inspector may visit a construction operation, depot, workshop or office (in the case of offices this will be an E.H.O.) at any time for the purpose of ensuring that the provisions of any of the Acts or Regulations are being complied with. Alternatively, an Inspector may visit to specifically investigate the circumstances of an accident or dangerous occurrence, or for some special purpose.

If an Inspector discovers a contravention during his inspection, he can either:

1. Issue a “Prohibition Notice”.

2. Issue an “Improvement Notice”.

3. Advise that he is going to prosecute.

4. Give instructions and then confirm these in writing.

The Working Forman should accompany the Inspector during his visit and note any irregularities mentioned by the Inspector.

1. If the Inspector should issue a ‘Prohibition Notice” the process, plant or equipment affected by the notice must be stopped immediately and remedial actions taken. Work should not recommence until a Director gives specific instructions.

2. If the Inspector issues an “Improvement Notice” any process, plant or equipment affected by it can continue but immediate steps should be taken by the site foreman to correct the problems mentioned in the notice in accordance with the instructions given by the Inspector at the time. Richard Bates or David Hall must be informed immediately by telephone.

3. If an Inspector visits and simply draws attention to any problems without issuing a notice, a note should be made of the Inspector’s comments and Richard Bates or David Hall informed immediately by telephone.

It is the Company’s policy that a visiting Inspector should be treated with courtesy and given every co-operation during the course of his inspection.

It must be stressed that he has the right to a free access to the whole of the operation, to inspect any books or documents, which are legally required to be kept, to interview any persons and take a statement of fact from them, take samples, take photographs and make recordings.

HOUSEKEEPING

Remember the saying that a tidy site is generally a safe site.

Tidy up your own debris and help keep your site clean and tidy.

Keep walkways, working platforms, stairs and ladder accesses clear of materials and rubbish that may trip up yourself or others and stack materials in a tidy manner.

Help keep mess huts, drying rooms, toilets etc. clean and tidy. Clothing and footwear must be left in the drying room not in the canteen.

Do not leave tools and equipment where they will be a hazard to others. Position all cables and hoses out of the way, where possible, suspend them above head height.

Remember - accumulated debris is a fire risk and a traffic hazard.

INSPECTION & REPORT PROCEDURES

Inspections by Directors

All of RDA’s installation contracts are managed personally by a Director of the company, and a Director visits all contracts on at least a weekly basis. These weekly visits shall be taken as an opportunity to inspect the health & safety matters on the site and to speak with the Clients site representative regarding health & safety matters. The Director will discuss health & safety matters with the Working Foreman and immediately address any issues arising.

The Directors must undertake a formal inspection of all sites under their control on a quarterly basis and submit a Site Safety Inspection form to Richard Bates confirming they have completed the quarterly inspection. Matters bought to light by the inspection will be addressed by Richard Bates, checked off on the inspection report and the report retained and filed.

Other Site Based Inspections

In order to comply with any Client site inspection procedures, all employees and Sub-Contractors who are installing mezzanine floors must have the following in their possession at all times: -

· Certificate of Thorough Examination for all lifting plant.

· Daily Plant Inspection Log.

· Training certificates for plant and equipment.

LADDERS

Ladders cause a great deal of serious accidents therefore before you use them check the following :-

Always inspect ladders before use and ensure that they are sound with no splits or cracks in the stiles and rungs and with no rungs missing. Never attempt to repair damaged ladders.

Always place the ladder on a firm level base at an angle of 4 units of length vertical to 1 unit of length horizontal.

Always ensure that the ladder is securely lashed to prevent accidental movement. If the ladder cannot be tied at the top, then someone must hold it at the base, but this is only effective for ladders up to a height of 6m (20ft).

Always make sure that your feet are as clean as possible before climbing.

Always ensure that where ladders are used as a means of access they must extend a suitable distance past the landing place or 5 rungs above the edge of the landing place.

Never overreach at the working position, if you cannot reach easily move the ladder.

Do not work from a ladder or step ladder unless specifically authorised to do so by your foreman. This should only ever be if the job is of short duration and can be done safely.

Wooden ladders should not be painted as this hides defects.

Ladders should only be used for access only

Ladders and Step ladders must only be used as working platforms if there is no alternative. Working platforms such as podium steps will be used where possible.

LIFTING GEAR

All lifting gear will be obtained from a reputable Hire Company with a current test certificate.

To comply with current Statutory Regulations all lifting gear will be inspected every six months, any items with obvious defects will be destroyed. As lifting equipment is hired for each contract, it is highly unlikely that lifting equipment will be on any one site for longer than six months, so the initial inspection on supply will suffice.

Lifting gear is often subjected to severe usage and it is important that the correct size of chain brothers, slings etc. are used when lifting. Employees must always check with site supervision to ensure that they know the correct weight of the object to be lifted and the correct Safe Working Load and size of the lifting gear required. Employees should not use lifting gear unless they are satisfied with its condition. Visual checks must be used prior to any usage.

All items of lifting gear must be marked with an individual identification mark and its safe working load.

All lifting hooks must be fitted with a safety catch, be moused, or shaped to prevent the sling eye or the load from becoming dislodged.

Any faulty equipment must be taken out of use immediately and the Hire Company informed for repair or replacement.

LIQUID PETROLEUM GAS

There is great danger when using LPG if there is insufficient ventilation, particularly where cookers, gas rings and heaters are used in confined spaces.

Do not block up ventilation or sleep in offices, caravans etc. that are using LPG.

Always check that spaces are well ventilated and that cabins are fitted with high and low level ventilators.

LPG cylinders should be stored upright in the open air, within in a mesh container with access via lockable gates. There should be sufficient shelter to prevent cylinders from extreme weather conditions. The floor should be paved or compacted level.

The area should be kept clear of all flammable material and there should be no adjacent drains, excavations or cellars etc. Notices stating “LPG - HIGHLY FLAMMABLE - NO SMOKING” must be prominently displayed. Fire extinguishers of the dry powder type should be readily available.

Cylinders must be fitted with the correct regulator.

MANAGEMENT OF SUBCONTRACTORS

If we subcontract any work we have a legal and moral duty to ensure that the work carried out is done in a safe manner. To achieve this, it is crucial that health and safety factors are included when deciding to invite a contractor to tender.

Short Listing Potential Contractors

· Potential contractors should only be included on the tender list if they show competence in health and safety matters. Each candidate should be subjected to a pre-tender assessment to ensure that competitiveness in terms of price will not be achieved at the expense of health and safety. In assessing the contractor, we should consider their management attitude, policy and past performance.

· Contractors with the right management attitude should be willing to provide information on past safety performance, policies and practical proposals for the management of health and safety during the contract.

· Contractors who employ five or more people must provide a copy of their health and safety policy. This should include the responsibilities and arrangements for putting it into effect.

· Contractors who employ a total of more than 20 people (not just on one site) should be able to show that they can call on competent health and safety advisers either internally or as consultants.

· Contractors should be able to show that they are prepared to allocate sufficient resources for safety supervision, safety equipment, safety training, etc. in relation to their size and nature of work.

· Contractors must be able to show that they have carried out assessments relating to any health risks arising out of substances used during their work or work activities.

Contract Compliance

It is important, at contract stage that the contractor is made aware of all health and safety conditions contained in the order.

This can be achieved by issuing with each order, a “Sub-Contract Safety Terms and Conditions” leaflet.

Pre-Contract Meetings

Before a contractor begins work on site, a pre-contract meeting should be arranged to enable the working methods of the contractor, and any other site requirements, to be discussed and agreed. A check list should be completed at the meeting by the site management.

Method Statements

A written method statement should be provided for all high risk, unfamiliar or unusual operations. Examples of where this will always be needed include:-

(a) Steel erection

(b) Demolition

(c) Tower crane erection/dismantling

(d) Deep excavations

(e) Asbestos removal

Supervision

During the work, adequate supervision must be provided by the contractor to ensure their work is carried out in the agreed manner. All their employees must be trained and competent.

MANUAL HANDLING

A forklift truck must be used wherever possible to unload, move and lift materials. A trolley and/or pallet truck will always be available to move materials around the site and should be used wherever possible. Manual handling guidance will be issued to the Working Foreman at the start of every contract.

Many accidents are caused through manhandling and can be avoided by taking simple precautions :-

· Ensure that any load is not heavier than you are capable of lifting. Where in doubt obtain assistance.

· Where possible reduce the load.

· Wear suitable gloves to protect your hands against sharp edges.

· Wear suitable footwear to avoid foot injuries in case the load is dropped.

· Seek mechanical means of lifting whenever possible.

· Lift not with your back muscles, but with your leg muscles, which are stronger.

· All personnel will be given information/training in manual handling techniques.

Manual handling assessments will be carried out on all activities. These will be communicated to the relevant personnel.

The Working Foreman will be responsible to ensure procedures are implemented.

MONITORING AND REVIEW OF COMPANY’S SAFETY PERFORMANCE

The safety director, Richard Bates will monitor the implementation of the company’s health and safety policy and to review the company’s performance. There will be a formal report produced at 12 monthly intervals and the report will cover:-

· Review of any significant accidents or incidents - is a procedural change required?

· Review of any criticisms from HSE, clients or other parties - is a procedural change required?

· Review of last period’s “safety objectives”. Have they been achieved?

· Review any new legislation, guidance notes or HSE initiatives

· Review the company’s health and safety policy document and working procedures as appropriate.

· Review training requirements.

· Set health and safety objectives for next period.

On an annual basis, the Company’s health & safety adviser will carry out audits of the company’s procedures and will submit a formal report to the safety director. In addition, the health & safety adviser will be available to advise all employees on health and safety issues.

NOISE AT WORK

The Company is aware of the general requirements of the Noise at Work legislation. While accepting that individual activities undertaken by the Company are unlikely in normal circumstances to breach the lower action level, should such activities ever be considered to do so then appropriate competent assessments will be made.

If Company employees consider any noise level at work to be excessive then the Company Director must be informed. Excessive noise levels can generally be estimated as:

If people have to shout or have difficulty in being understood by someone 2.0 metres away then the Company accepts there might be a noise problem. If the same difficulties persist at 1.0 metre then it is likely the noise level is excessive and appropriate action will be taken.

Such action may include the reduction of noise at source or the wearing of appropriate hearing protection.

If company employees work within a designated ear protection zone then they must wear the appropriate hearing protection.

If a noise assessment is required a competent person will be employed from a Consultancy to carry out the assessment on behalf of the Company.

NOISE ENVIRONMENTAL PROTECTION

The installation of RDA’s mezzanine floors always takes place inside the Clients premises, and as such, the installation of a floor should not have any effect on the immediate environment outside the building.

Good relations with people living and working within the vicinity of site operations are of paramount importance. Early establishment and maintenance of these relations throughout the carrying out of site operations will go some ways to allaying any fears. If there are any problems with noise generated by RDA’s operations, then these should be discussed with the site management and measures taken to either reduce the noise or to carry out the work when others are not present.

OFFICE SAFETY

The Offices, Shops and Railway Premises Act 1963 has been overtaken by the Health and Safety at Work Act 1974 with its all embracing requirements relating to everyone at work. Because of the general nature of the HASAWA, many of the detailed requirements of the 1963 Act remain in effect. The main requirements of this Act are: -

· notification to Local Environmental Health Office of office premises on OSR1

· offices must be kept clean.

· there must be 3.7 square metres of floor space for every person.

· temperature of 16°C (60.8F) must be achieved after the first hour.

· there must be an adequate supply of fresh or purified air.

· suitable and sufficient sanitary conveniences.

· suitable and sufficient washing facilities.

· drinking water to be provided.

· the provision for hanging and drying outdoor clothes.

· suitable seating facilities to be provided.

· floors, passages and stairs to be kept in good order and stairs to be provided with suitable handrails.

· dangerous parts of office machinery to be properly guarded.

· young people (under 18) must not be allowed to clean machinery.

· anyone working on a machine that may be dangerous must be trained.

· no-one should lift any weight that could cause injury.

· application for a Fire Certificate must be made to the local Fire Authority.

· the Fire Certificate application should have attached to it a plan that shows the:-

· use of the building.

· location of fire escape doors.

· fire escape routes.

· the fire fighting appliances to be provided.

· the location of and means of giving fire warnings. 

Staff should be trained in:-.

· local safety rules.

· procedures in case of fire or accident.

· evacuation procedure.

· first aid arrangements.

· who faults should be reported to.

The offices will be inspected on an annual basis by Richard Bates, and the results noted on the Office Inspection Checklist. Any actions will be noted and acted upon as soon as possible.

POWER OPERATED TOOLS

Only 110V tools are to be used.

It is the duty of employees to ensure that they are not requested to use an unfamiliar tool without prior training and supervision. The Foreman should be aware of the skill levels of his operatives and carry out on-going supervision as necessary. Any training requirements should be discussed with Richard Bates at the RDA offices.

Electrical hand tools and extension leads should all be kept in good condition, PAT tested at 6 monthly intervals and regularly checked for loose connections and damaged cables. Defective tools should be returned for repair if the skill and expertise is not available for on-site repairs. The Electricity at Work Act 1989 must be observed at all times.

Under no circumstances should untrained operatives attempt to repair faulty electrical equipment. Test and completion certificates must be issued on completion of any electrical repair.

Loose clothing and long hair is to be kept clear of any moving part of a power tool.

Eye protection, gloves and ear defenders are to be worn at all times whilst using power tools.

Tools producing a high level of vibration are to have padded handles to reduce the risks of Vibration White Finger. Operatives are to wear gloves in cold weather to reduce Vibration White Finger.

Check power cables to ensure that they are not creating a trip hazard and ensure that they are free from kinks and twists.

Saw guards are to be checked for operation before each use.

PROTECTIVE CLOTHING AND EQUIPMENT

The Company will carry out its duties under the Personal Protective Equipment at Work Regulations 1992.

The Company employees will comply with any written assessments carried out by the Company and the Client or main contractor. The Company accepts that the use of personal protective clothing is considered as a last resort to minimise the risks.

Head protection will be worn at all times when there is a foreseeable risk of head injury or when any Supervising Manager or the Company Director requests it to be worn. Head protection shall be in good condition, free from defects and external decoration and changed when damaged, or noticeably deteriorated.

At any time when head protection is not worn, it shall be readily to hand should circumstances change and the need for it to be worn arises.

Eye protection, goggles to BS 2092 Grade One impact, shall be worn at any time when there is any foreseeable risk of eye injury. Such risks may include;

· Striking of masonry nails.

· Use of cartridge operated tools.

· Chipping of metal or masonry.

· Chipping of paint or scale.

· Use of abrasive wheels.

· Use of compressed air to remove dusts or swarf.

Only appropriately recommended full ear defenders will be worn, following competent noise assessments of any activity arising from the Companies activities or any other work near where the company employees are working.

Hand protection will be worn and selected on the basis of any likely risk encountered.

RDA Projects Ltd employees and Sub-Contractors will not work in any area where toxic materials or gases are present in the atmosphere, as they are not trained to use respiratory protective equipment.

All Company employees and Sub-Contractors will wear robust and substantial footwear with integral steel toecaps.

Safety harnesses must be worn when it is not possible to provide a proper working platform, or the use of safety nets is impracticable.

At all times the type and enforcement of the wearing of any protective clothing rests with the Company Director, his agent, or any senior representative of any main contractor including Foremen, Site Management, Enforcement Officers and Safety Officers.  Any person not complying will be reprimanded.

As a minimum, the following Personal Protective Equipment must be worn at all times:

Hard Hat (Underneath all floor structures, although it is possible to remove these whilst decking where there is no danger from items falling from above and subject to site conditions)

Safety Footwear

The following must be always be available to be used when necessary:

Safety Harness & lanyard/cable

Hi Visibility Vests

Safety Glasses or Goggles

Protective Gloves

Ear Plugs or Muffs

Face Mask

RISK ASSESSMENTS

The Company will carry out risk assessments for any work activity that requires them. 

If this cannot be carried by out someone within the Company then they will seek the services of an outside organisation. The Company will then put into practice the health and safety measures required to control the assessment.

The Company employees and Sub-Contractors will comply with any written assessment carried out by the Company or by the main contractor.

All risk assessments will be communicated to employees and Sub-Contractors and works will not commence until they fully understand the contents of the assessment.

SCAFFOLDING

The Company acknowledges and is aware of the hazards associated with working at heights. Scaffolding is an option that can be provided for any work that cannot safely be carried out from the ground or part of a building.

Only authorised persons are allowed to erect, modify or dismantle scaffolding. RDA Projects Ltd does not have the expertise to provide and erect scaffolding, and if scaffolding is required on a contract, then this will be erected by a competent, specialist Scaffolding company.

If scaffolding is incomplete it must carry a notice to that effect.

Employees shall use properly, and not interfere with, equipment provided for safe access to, and egress from, their working place.

As a user of scaffolds, either traditional tube and fitting or propriety systems, the Company undertakes to inspect each scaffold before working from it, ensure that the Scaffolding Inspection Register is completed accordingly and to report any defects to the Company Director or Senior Site Representative.

Scaffolds used by the Company shall be erected on firm level ground, have sole boards of a minimum dimension 219mm wide, 35mm thick and 610mm long and base plates dimension 150mm by 150mm, fitted to each standard.

For general purpose use the maximum bay width shall not exceed 2.1 metres.

Standards shall be erected on base plates and joints in standards shall be made with appropriate load bearing fittings and staggered in height.

For general purpose use the maximum lift height shall not exceed 2 metres. Ledgers shall be fixed to standards with load bearing fittings (right angled couplers).

Scaffolds used by the Company will be braced. Two types of bracing are expected to be in use, ledger to ledger bracing and facade bracing.

Transoms and putlogs will be fixed to ledgers with right-angled or putlog couplers.

Any platform (for access or working) erected where men or materials can fall any distance shall be fitted with both toe boards and a guard rail, and must be properly close boarded to the width of the scaffold.

The gap between the toe board and the intermediate guardrail shall not exceed 470mm. The gap between the intermediate guardrail and top guardrail shall not exceed 470mm. The height of the top rail shall be between 910 to 1050mm above the platform.

SCAFFOLD TOWERS
The erection of scaffold towers is governed by regulations as described in the Health & Safety Executives guidance note CIS10. They should only be installed by trained personnel.

It is the customer’s responsibility to ensure that the site area is clear to enable the scaffold to be erected and maneuvered safely.

Scaffold towers should be erected on firm level ground, for light work only.

Scaffold towers will only be erected, altered or dismantled by trained operatives in accordance with the manufacturers’ specifications.

To ensure stability, the height to base ratio of a tower shall be less than 3.5:1 inside a building and 3.0:1 outside a building.

Working platforms shall be fully boarded and at least 600mm wide.

Guardrails and toe boards must always be fitted.

A safe means of access shall be provided by means of an internal ladder incorporated into the side frame of the scaffold.

Scaffold towers must not be misused.

When scaffold towers are moved, they must be pushed from the base. Nobody is permitted to ride on the tower whilst it is being moved.

Notices will be displayed on incomplete structures.

STATUTORY NOTICES AND INFORMATION

The Company shall display or ensure the display of statutory notices on any site on which it is acting as Main Contractor and is responsible, which include: -

· Health and Safety Law poster.

· Copy of Employers Liability Insurance Certificate.

· Copy of the Wood Working Machine Regulations abstract F2470, where wood working machines are used.

· The Abrasive Wheels Regulations 1970 Notice.

· The Highly Flammable & Liquid Petroleum Gases Regulations 1972 Notice.

Information required to be shown on the Health and Safety Law poster shall be made freely available to employees.

For works of longer than six weeks duration the Company shall satisfy itself that the appropriate notification on Form F 10 has been forwarded to the Enforcing Authority.

The company will ensure that the statutory tests, thorough examinations and inspections of plant are carried out and that statutory records are kept.

If plant is hired in, the company representative on site will ensure that copies of all relevant documents are provided.

TRAINING

All employees will obtain recognition from the construction skills certification scheme.

Employees

The safety director will carry out an annual review of health & safety training needs and will produce an annual training programme for all levels of staff. In carrying out the review the safety director will pay particular attention to persons whose role has changed, possibly due to a change in their scope of work, or possibly due to legislation changes such as the introduction of the Construction (Design and Management) Regulations and the Construction (Health, Safety & Welfare) Regulations 1996. Employees taking onboard addition responsibility may need additional training.

The training needs will be agreed by the board and budgets allocated. The safety director and health & safety adviser will monitor that the training schedule is completed.

Site Induction Training

Where RDA Projects Ltd are the Main Contractor, the site manager (or his delegated representative) will carry out induction training for all new arrivals to site informing them of the significant risks identified in the health and safety plan together with the sites emergency and first aid procedures. He will also cover: -

· The significant risks and precautions to be taken.

· The PPE requirements.

· Where/how to obtain additional PPE as required.

· Details of site emergency procedures.

· Details of site welfare arrangements.

· Details of any method statements relevant to the actual work the person is involved.

· The site rules in general.

· Confirmation of the induction talk will be recorded in the site diary or the induction register.

Plant Operatives
All plant operatives will be trained and certificated in accordance with the training schemes run by the CITB, National Plant Register, or to a similar standard. 

Training will be carried to the CPCS standard.

Additional training will be carried out as required for items such as abrasive wheels, cartridge tools, and other plant and equipment as required. 

Records will be maintained in the safety director’s office.

VEHICLES

Only employees authorised by the company and in possession of a current driving licence are allowed to drive company vehicles.

If they drive a vehicle on site or on the public highway they must obey all applicable speed limits and rules.

Vehicles used for the transport of men must have fixed seats. Passengers must not be allowed to ride on any vehicle for which a passenger seat has not been specifically provided.

Drivers must report immediately to Richard Bates if there is something mechanically wrong i.e. brakes, steering etc.

VISUAL DISPLAY UNITS PROCEDURE

There are minimum requirements laid down for work with display screen equipment, which is set out in the Health & Safety (Display Screen Equipment) Regulations 1992. 

The Equipment

The Regulations apply to any display screen equipment including, for example, computer screens, word processor screen and computer aided design screens. 

The User

The Regulations apply to any equipment where the user is someone who uses it as a significant part of his/her normal work. The Company has adopted the recommendation that a user is someone who uses the equipment for more than 2 hours per day.

Assessments

Initial written assessments to check compliance with the Regulations will be arranged by Richard Bates and thereafter repeated every two years and for each new starter. Any necessary remedial action will be taken. Nevertheless, it is the users’ responsibility to keep the equipment clean and in good order and to notify their manager of any problems that they may have in using the equipment.

Display Screen

The characters on the screen shall be well defined and clearly formed, of adequate size and with adequate spacing between the characters and lines. The image on the screen should be stable with no flickering or other forms of instability.

The brightness and/or the contrast between the characters and the background must be easily adjustable by the operator, and also be easily adjustable to ambient conditions.

The screen must swivel and tilt easily and freely to suit the needs of the operator. It shall be possible to use a separate base or an adjustable table for the screen.

The screen shall be free of reflective glare and reflections liable to cause discomfort to the user.

Keyboard

The keyboard shall be tiltable and separate from the screen so as to allow the worker to find a comfortable working position avoiding fatigue in the arms or hands.

The space in front of the keyboard shall be sufficient for support to be provided for the hands and arms of the operator.

The keyboard shall have a matt surface to avoid reflective glare.

The arrangement of the keyboard and the characteristics of the keys shall be such as to facilitate the use of the keyboard.

The symbols on the keys shall be adequately contrasted and legible from the design working position.

Work desk or Surface

The work desk or work surface shall have a sufficiently large, low- reflectance surface and allow a flexible arrangement of the screen, keyboard, documents and related equipment.

The document holder shall be stable and adjustable, and shall be positioned so as to minimize the need for uncomfortable head and eye movements.

There shall be adequate space for a worker to find a comfortable position.

Work Chair

The work chair shall be stable and allow the operator a comfortable position with easy freedom of movement.

The seat shall be adjustable in height and shall be adjustable in both height and tilt. 

A footrest shall be made available to anyone who wishes one.

Space Requirements

The workstation shall be dimensioned and designed so as to provide sufficient space for the user to change position and vary movements. 

Lighting

Room lighting shall ensure satisfactory lighting conditions and appropriate contrast between the screen and the background environment, taking into account the type of work and the user’s vision requirements.

Possible disturbing glare and reflections on the screen shall be prevented by co-coordinating workplace and workstation layout with the positioning and technical characteristics of the artificial light sources.

Reflections and Glare

Workstations shall be so designed that sources of light, such as windows and other openings, transparent or translucent walls, and brightly coloured fixtures or walls cause no direct glare and, as far as possible, no reflections on the screen.

Windows shall be fitted with a suitable system of adjustable covering to attenuate the daylight that falls on the workstation.

Noise

Noise emitted by equipment belonging to any workstation shall be taken into account when a workstation is being equipped, in particular so as not to distract attention or disturb speech.

Heat

Equipment belonging to a workstation shall not produce excess heat that could cause discomfort to workers.

Radiation

All radiation, with the exception of the visible part of the electromagnetic spectrum shall be reduced to negligible levels from the point of view of the protection of workers’ safety and health.

Humidity

An adequate level of humidity shall be established and maintained.

Operator/Computer Interface

The employer shall take all reasonable steps to ensure that the software provided is suitable for the task and easily usable by the operator.

Eye Tests

Every employee who is or becomes a user of display equipment has to be notified of the right to have an eye test. The right to have tests is periodic after the first one. This will be every two years for users over 40, every five years between 30 and 40, and every ten years for those under 30.

If the result of test is the user requires that glasses or contact lenses, but specifically for VDU work, then the Company has a responsibility for the cost. If the user needs such generally, then that is not the case. Clearly each case will be considered on an individual basis.

Training

Richard Bates will arrange Training and information regarding the correct use of the equipment. This will be carried out during the assessment.

Rest Breaks

Visual fatigue normally only occurs after about one hour of intense work. The users of display screens within the Company do not usually work constantly on the equipment - normally other duties provide sufficient rest breaks. For those employees whose work involves constant use of display screens, we recommend a rest break of five minutes every hour.

WASTE MANAGEMENT

The carriage and disposal of waste needs to be managed effectively to ensure the environment is protected. The term “waste” includes scrap, effluent, unwanted surplus substances and any substances or articles to be disposed of as being broken, worn out, contaminated or otherwise spoiled. In short, anything that is removed from our sites.

The procedures in this section set out what we must do to comply with current legislation and this will inevitably lead to a better environment for us all.

Waste Broker

On sites where we provide the skips or other containers for contractors to deposit their waste, we become what is known as a “Waste Broker”. As a “Waste Broker” we must: -

1. Complete a Transfer Note detailing the type of waste to be removed i.e. “general builders’ waste”. A separate Note does not need to be completed for each individual load providing the waste and the details on the Note remain constant. In this case the Transfer Note only needs to be renewed annually.

2. Before the waste is removed check that the haulier is a Registered Carrier by examining their Certificate of Registration issued by the Waste Regulation Authority.

3. Give the Registered Carrier a copy of our completed Transfer Note that he will then give to the Waste Manager at the tip.

4. Be provided with evidence by the haulier that the waste is being disposed of at a tip licensed for the purpose.

Waste Producer and Disposer

Where a sub-contractor produces waste and then disposes of it himself, i.e. piling contractor, we must: -

1. Check that they are a Registered Carrier by examining their Certificate of Registration issued by the Waste Regulation Authority.

2. Obtain copies of their completed Transfer Note.

3. Be provided by the sub-contractor with evidence that the waste is being disposed of at a tip licensed for the purpose.

Waste Producer with Separate Haulier

Where a sub-contractor produces waste and makes his own arrangements for its disposal, we must: -

1. Check they have completed the Transfer Note by obtaining copies.

2. Check they use a Registered Carrier by obtaining copies of their haulier’s Certificate of Registration issued by the Waste Regulation Authority.

3. Be provided with evidence by the sub-contractor that the waste is being disposed of by their haulier at a tip licensed for the purpose.

Examples of Special Waste

Certain types of dangerous waste are defined as “special waste” (see list below). If any of these are being removed from site we must carry out the above, except instead of obtaining copies of the Transfer Note we must obtain copies of the completed Consignment Note, which are available from the Local Waste Regulation Authority.

Acids and Alkalis

Asbestos (all chemical forms)

Biocides and phytopharmaceutical substances

Heterocyclic organic compounds containing oxygen, nitrogen or sulphur

Hydrocarbons and their oxygen, nitrogen and sulphur compounds

Inorganic cyanides

Inorganic halogen-containing compounds

Inorganic sulphur-containing compounds

Laboratory chemicals

Organic halogen compounds, excluding inert polymeric materials

Peroxides, chlorates, perchlorates and azides

Pharmaceutical and veterinary compounds

Tarry materials from refining and tar residues from distilling

The following elements or compounds containing:

Antimony, Arsenic, Barium, Beryllium, Boron, Cadmium, Copper, Chromium, Lead, Mercury, Nickel, Phosphorus, Selenium, Silver, Tellurium, Thallium, Vanadium, Zinc 

WELDING

Where welding operations are to be carried out, the Project Director will ensure that welding appliances have been inspected and serviced to the manufacturer’s recommendations and that records of inspection and servicing have been kept/obtained.

Employees carrying out welding operations will: -

· Wear suitable eye and body protection.

· Erect screens to protect the eyes of people not engaged in welding operations from welding arc flash.

· Ensure that welding cables are kept clear of water and that they are placed where they cannot be damaged.

· Keep a fire watch for 30 minutes after welding operations

· Ensure that the item being worked on is fixed to prevent movement.

WELFARE FACILITIES

Prior to work commencing the Company will enter into a contract with the main contractor or Client for providing and maintaining welfare facilities.

If RDA Projects Ltd is the Main Contractor, then we will provide the relevant welfare facilities to fully comply with all statutory regulations.

The Company employees and Sub-Contractors will maintain these facilities in a clean and tidy condition.

WORK EQUIPMENT

We will : -

· make sure that equipment is suitable for use and fit for purpose.

· take in to account the working conditions and hazards in the workplace when selecting equipment

· ensure that equipment is only used for the purpose it has been designed for, and it will be maintained in good condition, efficient working order and in good repair

· ensure that all equipment will conform to the EC product Directive

Personnel will not be allowed to use any equipment unless they have received the appropriate training for the equipment being used. It will the responsibility of the working foreman to ensure that personnel using work equipment have been adequately trained. Records will be kept of trained and authorized plant operators

The Working Foreman will also have responsibility to ensure that maintenance and testing has been carried out in accordance with manufacturers’ recommendations and any statutory inspection required

If plant is hired in the foreman must have all relevant maintenance / inspection records before he accepts the plant. Whilst in use, the condition of plant must be monitored by the operator. If plant becomes faulty or defective, the plant must not be used until the problem has been rectified
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