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AMENDMENT REGISTER

No amendments.

This OccupationalHealthand Safety Policy Manual has been approved by the above
Organisation and has been adopted as ourinternal Health and Safety Management System.
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The Occupational Health and Safety Policy Manual has been approved by:

(Joanna Goode — Quality Care Cleaning Ltd)

Date: 01.04.2025
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Legislative and
Ref Regulatory Legislative Effect Covered
Requirement
By placing duties of ageneral character on employers, employees and
Health & Safety . . ) o
HSL1 others ensuring the protection of the law, rights and responsibilities are
atWorketcAct . ;
available and given to all at work.
Year | 1974 Monitorin Annuall Responsible Person DEEIEEICY
9 y P Appointed Person
Management of
HSL2 Health & Safety | Extendstoemployers’ general safety obligations by requiring additional
at Work specific actions on employers to enhance control measures
Regulations
Year | 1999 Monitorin Annuall Responsible Person DI
9 y P Appointed Person
Control of Places obligations to ensure adequate assessment of the risks to health
Substances arisingfromwork activities associated with hazardous substances present,
HSL3 . . . ) .
Hazardous to including the implementation of control measures, monitoring of
Health employees and equipment.
Year | 2002 Monitorin Annuall Responsible Person DIl
9 y P Appointed Person
Personal
Prot'ec’uve Placesobligationsonemployersandemployeesregardingthe
HSL4 | Equipment at e oy
Work formularisation of the provision and storage of P.P.E.
Regulations
Year | 1992 Monitorin Annuall Responsible Person Designated
9 y P Appointed Person
Provision and
Use of Work Places obligations on employers and others to ensure work equipment is
HSL5 | Equipment inspected, maintained and assessed to ensure risks on the use of
Regulations equipment is minimised.
(P.UW.ER)
Year | 1998 Monitorin Annuall Responsible Person DO
9 y P Appointed Person

REGISTEROF SAFETYLEGISLATION
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Legislative and
Ref Regulatory Legislative Effect Covered
Requirement
Manual Handling I . L .
. Places obligations setting out the application of an ergonomic approach to
HSL6 | Operations . L : . . e
. the prevention of injury whilst carrying outmanual handling activities.
Regulations
Year | 1992 Monitorin Annuall Responsible Person DEEIEIEIY
9 y P Appointed Person
Lifting
Equipment and
Lifting Setsoutacoherentstrategyforthe control ofliftingoperationsandthe
HSL7 . . . :
Operations equipment associated withthem.
Regulations
(L.O.LER)
Year | 1998 Monitorin Annuall Responsible Person DESgREIEE
9 y P Appointed Person
Workplace
HSL8 (Health, Safety Places obligations on employers and others in control of workplaces to
and Welfare) reduce risks associated with work in or near buildings
Regulations
Year | 1992 Monitorin Annuall Responsible Person DEAGREIEE
9 y P Appointed Person
Electricity at
Work
HSL9 Eleegclilriactflns / Introduces a controlled framework incorporating principles of electrical
Equipment safety,applyingtoawiderangeofplant, systemsand work activities.
Safety
Regulations
Year | 1989 Monitorin Annuall Responsible Person DEAGREIEE
9 y P Appointed Person
HSL Ess:zxr/rg:’?en Sets out obligations to improve working conditions whilst using display
10 Regulations screen equipment by providing ergonomic solutions
Year | 1992 Monitorin Annuall Responsible Person DEEtgElE
9 y P Appointed Person

REGISTEROF SAFETYLEGISLATION
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Legislative and
Ref Regulatory Legislative Effect Covered
Requirement
HSL Health & Safety To ensure the employer provides equipment and facilities which are
11 (First Aid) adequate and appropriate in the circumstances for administering first aid to
Regulations employees.
Year | 1981 Monitorin Annually | Responsible Person DEEIEIEI
9 y P Appointed Person
Health & Safety
HSL (Safety Signs & Provides the legal means that require employers to provide safety signsina
12 Signals) variety of situations where there is a significant risk to health or safety.
Regulations
Year | 1996 Monitorin Annuall Responsible Person Designated
9 y P Appointed Person
Reporting of
Injuries, Diseases
HSL and Dangerous Toensure enforcing authorities are informed of specificinjuries, diseases
13 Occurrence and dangerous occurrences arising from work activities.
Regulations
(R.I.D.D.O.R))
Year | 2013 Monitorin Annuall Responsible Person DeslgnEiEe
9 y P Appointed Person
Health & Safety
HSL (Consultation with | Provides details of consulting with employees in the absence of atrade
14 Employees) union
Regulations
Year | 1996 Monitorin Annuall Responsible Person DI
9 y P Appointed Person
Safety
HSL Representatives Provides a set of entitlements to consultation to nominees and ensuring
and Safety .
15 . health and safety matters are consulted with the employer
Committees
Regulations
Year | 1977 Monitorin Annuall Responsible Person Designated
9 y P Appointed Person
Ref Legislative and Legislative Effect Covered

REGISTEROF SAFETYLEGISLATION
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Regulatory
Requirement
Itrequires equaltreatmentinaccesstoemploymentaswellas privateand
HSL . public services, regardless of the protected characteristics of age, disability,
Equality Act . . - . S .
16 genderreassignment, marriage and civil partnership, race, religion or belief,
sex, and sexualorientation.
Year | 2010 Monitorin Annuall Responsible Person Designated
9 y P Appointed Person
The regulatory Places obligations on fire safety within Quality Care Cleaning Ltd to ensure
HSL . , : .
17 Reform (Fire & that adequate general fire precautions are taken and appropriate means of
Safety) Order escape and related precautions are present.
Year | 2005 Monitorin Annuall Responsible Person DESHgEIES
9 y P Appointed Person
HSL Thg Control of Toidentify areas and employees atrisk and to ensure adequate control
Noise at Work ) .
18 . measures are in place and monitored
Regulations
Year | 2005 Monitoring | Annually Responsible Person PEEEIEICY
Appointed Person
Working at .
HSL Height Places duties on employers and any person who controls the work of
19 gnt others, who may require to work at height
Regulations
Year | 2005 Monitorin Annuall Responsible Person Designated
9 y P Appointed Person
Control of
HSL Asbestos at Provides guidelines on the safety of Asbestos within the workplace
20 Work
Regulations
Year | 2012 Monitorin Annuall Responsible Person DEStgElE
9 y P Appointed Person
Legislative and
Ref Regulatory Legislative Effect Covered
Requirement

REGISTEROF SAFETYLEGISLATION
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Control of Major
HSL Accidents and Aimed to prevent major accidents involving dangerous substances and limit
21 Hazards the consequence to people and the environment
Regulations
Year | 2015 Monitoring | Annually Responsible Person DEElgEIEE
Appointed Person
Dangerous
HSL Eib?;as?\is and Sets out obligations to ensure adequate assessment of the risks to health
22 P arising from activities.
Atmosphere
Regulations
Year | 2002 Monitorin Annuall Responsible Person DESgREIEE
9 y P Appointed Person
HSL Confined Spaces Provides specific requn'_em.ents aqd prohibitions to protect the health and
. safety of persons working in confined spaces and those who may be
23 Regulations g
affected by the work activity
Year | 1997 Monitorin Annuall Responsible Person DESgREIEE
9 y P Appointed Person
The Regulations apply todomesticand commercial gas appliances used for
The Gas : . . . . o .
HSL Appliances cooking, heating, hot water production, refrigeration, lighting or washing
24 (Safety) and having where applicable, a normal water temperature not exceeding
y 105degrees Celsius andincludesforceddraughtburners and heating
Regulations ; . .
bodies to be equipped with such burners.
Year | 1995 Monitorin Annuall Responsible Person DEAGREIEE
9 y P Appointed Person
HsL (C[;)::itrl:]ctlon Setsoutobligationstoensurethathealthandsafetyistakenintoaccount
9 and managed throughout all stages of a project, from conception, design
25 Management) ) . . .
. and planning through to site work and subsequent maintenance and repair
Regulations
Year | 2015 Monitorin Annuall Responsible Person DEEtgElE
9 y P Appointed Person
Legislative and
Ref Regulatory Legislative Effect Covered
Requirement
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HSL The Pressure Lays down the requirement for thorough examinations & written scheme of

26 System Safety examinations covering pressure systems
Regulations 2000 gp y

Designated

Year | 2000 Monitoring | Continual | Responsible Person Appointed Person

HSL Care Standards Provides aframework for personsin social care andindependent care

27 Act services
Year | 2000 Monitorin Annuall Responsible Person Lesipneie
9 y P Appointed Person
HSL T.he Worklng Providesaframeworkforworkingtimelimits, sets outthe criteriafor
Time Regulations o L

28 1998 monitoring employees workingtime

o . . Designated
Year | 1998 Monitoring | Continual | Responsible Person

Appointed Person

The Control of

HSL Vibration at Aimed at protecting persons using vibrating equipment

29 Work
Regulations 2005
Year | 2005 Monitoring | Continual | Responsible Person Designated

Appointed Person

The Health and
HSL Safety (Training | Lays down the requirement for Health & Safety training & vocational
30 for Employment) | training foremployees

Regulations 1990

Designated

Year | 1990 Monitoring | Continual | Responsible Person Appointed Person

Legislative and
Ref Regulatory Legislative Effect Covered
Requirement
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Control of .
HSL Electromagnetic Lays down the requirement as an employer under the Control of
. Electromagnetic FieldsatWork Regulations 2016 (the CEMFAW
31 Fields at Work .
. Regulations 2016).
Regulations
o . Responsible Designated
Year | 2016 Monitoring | Continually Person Appointed Person

REGISTEROF SAFETYLEGISLATION
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A. POLICY MANUALINTRODUCTION

Quality Care Cleaning Ltd is situated at Copley Hill Business Park, Cambridge Road, Cambridge,
CB22 3GN and provides commercial cleaning services to over 100 prestigious clients in the
Cambridge area. QCC directly employs over 120 staff and is proud to be an employer of local
people in the Cambridge area.

This manual provides details of the system thathas been adopted by Quality Care Cleaning Ltd
to control occupational health and safety as far as reasonably practicable.

ToallowQuality Care CleaningLtdtomaintainarecognised OccupationalHealthand Safety
System, ithas adopted the principles of ISO 45001 Occupational Health and Safety Management
System Specification as its minimum internal standard.

This specification provides the overview of the management systems relevant to Quality Care
CleaningLtdalongwiththeresponsibilitiesincumbentuponmembers of staffforensuring
continuing system compliance.

HEALTH AND SAFETY POLICY
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B. OCCUPATIONALHEALTHAND SAFETY POLICY STATEMENT

Quality Care CleaningLtdrecognisesthatithasaresponsibilityasanemployertoensurethe
“Health, Safetyand Welfare” ofallemployeeswhilstatwork. Additionally, itistheresponsibility
of all persons who work for Quality Care Cleaning Ltd (Directors, Managers, Employees etc) to
ensure this policy extends to all other persons who may be affected by our work activities. In this
way,each andeveryindividualwithin Quality Care Cleaning Ltdhas avitaland specificrolein
maintaining Quality Care Cleaning Ltd’s occupational health and safety standard.

Responsibility forthe overallimplementation, maintenance and development of our safety
management system, however, rests with the senior management of this Organisation, including
the regular setting and reviewing of objectives, and the provision of adequate resources to allow
those objectives to be achieved.

Itis also the responsibility of senior management within Quality Care Cleaning Ltd to ensure that
our occupational health and safety policy conforms with all applicable legislation.

Management recognises the importance of its staff and encourages the reporting of any hazard
orrisk that may adversely affect our occupational health and safety standard. We also recognise
theimportance ofensuringthatstaffare adequatelytrained, informed and supervised tofulfil
their activities in a safe manner.

This Organisation is committed to a management system that demonstrates a pro-active
approach through the continual improvement of our occupational health and safety
performance. This is further achieved by the regular setting and reviewing of objectives to
achieve compliance to current safety legislation applicable to our Organisation, and through
matching our industry’s best practices.

We as an Organisation also recognise the need for the identification of hazards and the
recording and reviewing of risk assessments.

The effectiveness of our occupational health and safety policy anditsimplementationare

subjecttoregularmanagementreviews and all related processes and procedures are subject to
an on-going auditschedule.

P

[ e

Joanna Goode, Managing Director

Date: 01.04.2025

HEALTH AND SAFETY POLICY
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C. PLANNING

C1. PLANNING FOR HAZARD IDENTIFICATION, RISK ASSESSMENT
AND RISK CONTROL

Inensuring that sufficient resources are made available for the safety systemto be fully
effective, itisthe aim ofthis Organisation tofirstidentify the extent ofthe risks thatare posed
by routine and non-routine activities undertaken as part of our own work processes.

The basis foridentifying these risks within Quality Care Cleaning Ltd is the process of hazard
identification, risk assessment and risk control.

Reviews of the risk assessment/risk control process will be completed on an annual basis unless
thereisachangeinthe activities, equipment orfabric ofthe building, which demand thatan
interim or new assessment is to be completed.

The results of all risk assessments will be entered onto the relevant risk assessment forms, and
any remedial actions highlighted as part of the assessment are entered onto an objectives plan;
this plan then forms part of Quality Care Cleaning Ltd’s on-going commitment to the setting and
reviewing of occupational health and safety objectives.

All Objective Plans identify the task to be completed, the person responsible for ensuring the
task is completed and a deadline date for its completion.

C2. LEGAL AND OTHER REQUIREMENTS

Many of the procedures and operations used within Quality Care Cleaning Ltd that are included
inourrisk assessmentprocess have relevantguidance published by externalagencies (H.S.E./
B.S.I. etc)thatwill assist Quality Care Cleaning Ltd in complying with occupational health and
safety legislation.

We have produced a legal register of relevant legislation and associated guidance notes thatare
applicable to the activities currently conducted within Quality Care Cleaning Ltd.

C3. OBJECTIVES

Quality Care Cleaning Ltd’s occupational health and safety management systemallows fortwo
levels of Objectives:

i. System objectives - Resulting from the management review of the
occupational health and safety system

ii. Re-active objectives - Resulting from Risk Assessments, Accident
Investigations, Audits etc

HEALTH AND SAFETY POLICY
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C4. OCCUPATIONAL HEALTH AND SAFETY MANAGEMENT
PROGRAMME

To ensure that nominated tasks are completed against designated target dates it is the
responsibility of the Designated Appointed Person to carry out a review of the actions plans on a
6 monthly basis.

Where tasks have been identified as behind the designated time scales, ajointdecision between
the senior management and the Designated Appointed Person will be made concerning the best
corrective action to be taken.

D. IMPLEMENTATION AND OPERATION

D1. STRUCTURE AND RESPONSIBILITIES

Notwithstanding the factthat all members of staff within Quality Care CleaningLtd have a
responsibilityfortheirownsafetyandthe safety of others, specificresponsibilitieshave been
assigned to designated personnel within Quality Care Cleaning Ltd. This allows us to ensure that
the Occupational Healthand Safety Management Systemoperatesin aneffective manner.

An Organisational chart is provided within this policy which outlines the structure within Quality
CareCleaningLtdforthe maintenance and developmentofits safety managementsystem.
Although specific responsibilities and authorities may be contained within various procedures in
our Occupational Health and Safety Manual, the main systemresponsibilities have been
assigned as follows:

D1.1. Joanna Goode (ManagingDirector)

- Hasoverallresponsibility for ensuring that the occupational Health and Safety Plan is
formulated, reviewed annually, and provided with sufficientresources interms of
financial, human, time and material to ensure that it can succeed

= ApprovesQuality Care Cleaning Ltd’'sOccupationalHealthand Safety Policyand
appoints a Management Representative to implement the management systeminline
with the Policy

D1.2. Lukasz Pastuszak (Designated Appointed Person)

- Hasoverallresponsibility for ensuring the success of the Development Implementation
Objectives through regularreview ofthe Action Plan activities and reportingtothe
Senior Management Team any variations from the original target dates

- Takesoverallresponsibility for ensuring that the Re-active Objectives are identified,
documented and monitored through the use of Action Plans

- Ensures that statutory, mandatory and other occupational health and safety related
training is identified, organised and delivered in a timely manner so as to ensure the
maintenance of any necessary licensing / certification of individuals

« Ensuresthattheriskassessmentprocessis completed onanannualbasis, ormore
frequently where changes in the normal activities occur

= Ensures that any non-routine work is effectively controlled through the inspection of
method statements and risk assessments, where appropriate, or by other measures
that are from time to time implement.

HEALTH AND SAFETY POLICY
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Employees’ Responsibilities

Inaccordance with Quality Care Cleaning Ltd’s occupational Health and Safety Policy, all
employees have an individual responsibility and duty for:

Making themselves familiar with, and conforming with, Quality Care Cleaning Ltd’s
Occupational Health and Safety Policy at all times

Conforming to the Safety Rules and Safe Systems of Work Procedures atalltimes,
including permit to work systems, inspection and testing etc

Wearing appropriate safety or protective equipment, personal footwear or clothing and
using appropriate safety devices, as specified, at all times

Making suggestions to improve occupational health and safety in the Company to the
Management

Reporting without delay all risks or hazards, including defects to machinery, unsafe
practices, and “near miss” situations directly to his/her Manager

Reporting without delay any injury suffered as the result of any accident during the
course oftheirwork to theirimmediate supervisor or First Aider as appropriate
Ensuring that good housekeeping is maintained at all times at their work station and
surrounding area

Taking reasonable care of themselves and other persons who may be affected by their
actions whilst atwork
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D2. TRAINING, AWARENESS AND COMPETENCE

Quality Care Cleaning Ltd recognises training as a key feature in its on-going program to ensure
an effective occupational health and safety management system.

Training provisions within Quality Care Cleaning Ltd are divided into three main areas:

i. Induction Training - This is an internal programme covering the
occupationalhealthandsafetyissuesand
activities of specificimportance to employees
who have been recruited / employed
within Quality Care Cleaning Ltd

i Job/TaskSpecific - This is an internal or external program where
specialist skills or knowledge are required to
conduct a specific task or activity

i, Refresher - Thisisaninternal or external programme
whereadditionaltrainingwillbe provided at
specifiedintervalsforupdatingpersonnel
trained in specific tasks

As a means of ensuring training needs are identified and that relevant training is sourced either
internally or externally, it is the responsibility of the Designated Appointed Person to ensure the
on-going training needs of Quality Care Cleaning Ltd are completed in atimely manner.

D3. CONSULTATION AND COMMUNICATION

Duetothe overall size of Quality Care Cleaning Ltd, consultation and communication of
occupational health and safety issues is generally undertaken on an informal basis between the
management and the staff. The management recognises the importance of its staff in ensuring
that we maintain an adequate safety management system.

The setting / reviewing of safety objectives is publicised to all members of staff to make sure that
allemployees within Quality Care Cleaning Ltd are involvedinthe developmentofthe safety
management system.

However, if where more formal means of communication are required (e.g. accident/incident
reports, buildings maintenance etc.), formal reporting procedures exist and employees are
encouraged to report any item they feel may present a potential hazard.

Inthe event of any changes in the structure of Quality Care Cleaning Ltd’s safety management
system, the need to convene a formal occupational Health and Safety Committee would be
discussed at ManagementReview.

HEALTH AND SAFETY POLICY
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D4. DOCUMENTATION/DOCUMENT AND DATACONTROL / RECORD
AND RECORD MANAGEMENT

Alldocumentation held within Quality Care Cleaning Ltd’s occupational health and safety
management system is the responsibility ofthe Designated Appointed Person.

Proceduresexistwithinthe occupational health and safety manualfortheissue, reviewand
revision of all documents and forms relevant to the occupational health and safety management
system.

Procedures also exist for controlling documents used within Quality Care Cleaning Ltd including
the retention period and location of documentation.

D5. OPERATIONAL CONTROL

Procedures and safe working practices retained in the occupational health and safety manual
have been produced to outline the operational and management controls of relevant activities
within Quality Care Cleaning Ltd. These may include:

« Routine and Non — Routine activities or operations that may carry a significant risk

= Activities/Operations that may require the assistance of external agencies (e.g.
contractors)

+ Building monitoring and maintenance

+ Equipment monitoring andmaintenance

In the majority of instances, the production of any procedures or safe working practice will
normally follow the completion of a suitable and sufficient risk assessment.

Onoccasions, it may be necessary to acquire risk assessments and method statements from a
third party.

D6. EMERGENCY PREPAREDNESS AND RESPONSE

The nature ofthe work activities undertaken within Quality Care Cleaning Ltd are such that
protracted emergency plans are not necessary and the provisions of C.O.M.A.H. (Control of
Major Accident Hazard regulations) do not apply. However, where appropriate, procedures and
safe working practices have been developed to address the potential emergency situations that
could arise within Quality Care Cleaning Ltd.

HEALTH AND SAFETY POLICY
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E. CHECKING AND CORRECTIVEACTION

E1. PERFORMANCE MEASUREMENT AND MONITORING

The occupational health and safety management systemwithin Quality Care Cleaning Ltd allows
for both pro-active and re-active monitoring.

Pro-active monitoring within Quality Care Cleaning Ltd can be achieved by any of the following
means:

» Risk Assessments

= Monthly Workplace Inspections

« Daily/Weekly / Monthly Fire Inspections

= Periodic Statutory Inspections (i.e. Portable Appliance Testing, Fixed Electrical, Fire
Equipment, etc.).

« Compliance with the various Action Plans

Re-active monitoring is undertaken following serious accidents orincidents, reports of ill-health
or property damage.

Itis the responsibility of the Designated Appointed Person to review both aspects of monitoring
ona6monhlybasis. This may also be achieved through the assistance of Quality Care Cleaning
Ltd’s internal Contract Managers who are IOSH qualified. (Lukasz Pastuszak and
Stephen Long)

There is no measurement equipment used within Quality Care Cleaning Ltd that affects the
performance of the occupational health and safety management system.

Measurement of performance therefore focuses on an on-going evaluation of achieving the
safety objectives within the time-scales agreed and from review of the relevant inspection
documentation.

E2. ACCIDENTS, INCIDENTS, NON-CONFORMANCES AND
CORRECTIVE AND PREVENTIVE ACTION

Procedures exist within Quality Care Cleaning Ltd’s occupational health and safety policy to
ensure that any variations from its policies and any uncontrolled activities are investigated and
where appropriate remedial actions are planned and implemented.

E2.1. Accidents, Incidents and Non-conformances within Quality Care Cleaning Ltd are
divided into three main categories:

i.  Major Accidents /Incidents
(These are always investigated and where appropriate reported to the enforcing
Authorities)

ii. Minor Accidents /Incidents
(These are only investigated when sufficiently serious to warrant investigation)

iii.  Substantial variations to working practices resulting in dangerous occurrences arising
(These are always investigated)

Allinvestigations willbe conducted by the designated contract manager and the
Designated Appointed Personwill inspect and approve all reports.

HEALTH AND SAFETY POLICY
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Any remedial actions resulting from the investigation will be recorded on an objective plan
form HS17 for implementation by the Designated Appointed Person.

E2.2. Corrective and Preventive Action

The needforcorrective actionis identified fromthe Inspection Documentation, Accident/
IncidentReports orinternal systemaudits. Whereremedial actionis required this actionis
dividedintospecificmeasurable tasks and entered onto the objective planformHS17. Any
corrective actions resulting from management review will be entered onto objective plan form
HS17.

The need for preventative action is normally identified through the Risk Assessment Process; it
may also be determined via the Remedial Action Plan process.

Inbothinstances, on-going monitoring within Quality Care Cleaning Ltd assesses the suitability
oftheremedial actions taken and the successfulimplementation ofthese actions. Inboth
instances the activities are reviewed at management review on an annual basis.

F. MANAGEMENT REVIEW

F1. PURPOSE OF THE REVIEW

Itis the responsibility of the Designated Appointed Person to ensure that annual Occupational
Health and Safety Review Meetings are conducted at least annually and that all key personnel
attend. The persons to be present at these meetings are:-

 The Managing Director & Senior Management Team

« The Designated Appointed Person

* The Relevant Departmental Heads (Contract managers)

= Any OtherPerson Co-opted to assist in the maintenance and development of Quality
Care Cleaning Ltd’s occupational health and safety management system

The review meeting determines the successful implementation of the occupational health and
safety management system and is considered to be the main forum for the discussion of any
system objectives.

HEALTH AND SAFETY POLICY
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F2. AGENDA FOR THE REVIEW MEETING

The Agenda for the meeting will typically include the following items:

el N

oo

8.
9.

Agree previous minutes.

Review Non-Conformances / Corrective Actions and Audit results
Review of Risk Assessment and Results

Changesin Occupational Health and Safety Legislation anditsimpacton Quality Care
Cleaning Ltd

Review Objectives

Set new Objectives

Reviewthe Occupational Health and Safety Policy, Policy Statement, Manual,
Procedures and Safe Working Practices

Assess any trainingneeds

Any other business

Itis the responsibility of the Designated Appointed Person to issue and distribute minutes of the
meeting, which includes copies of any new objectives that have been set. Copies of the minutes
are communicated to each employee and a further copy is retained for Occupational Health and
Safety records.
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HEALTH & SAFETY COMMUNICATION STRUCTURE

This structure is for Safety purposes only.

N

loanna Goode, Managing
Director (I03H)

S
Vi
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u
Contract Manager (105H) Office Team

S S~—
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Supervisors and Cleaning
Operatives
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HEALTH AND SAFETY POLICY
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ACCIDENTS
PURPOSE

The following procedure is to be adopted where an accident, near miss or dangerous occurrence
occurs within Quality Care Cleaning Ltd.

PROCEDURE

IMMEDIATELY FOLLOWING AN ACCIDENT

Theinjured personistoreceivefirstaidtreatmentbyeitherthe appointedfirstaiderorqualified
first aider and the emergency services contacted if applicable. Any person (including
management)determined to be obstructing afirstaiderin their duties willbe disciplined by a
member of senior management and further action taken if applicable.

Allaccidentsaretoberecordedwithintheaccidentbookandthe outline ofthe Data Protection
Actfollowed by management with reference to the storage of accident records.

Witness statements are to be taken from any witness and retained for inclusion in the accident
investigation.

Theimmediateareaoftheaccidentistobecordonedofftoallowmanagementtoconductan
investigation into the cause of the accident.

ACCIDENT INVESTIGATION

All accident investigations are to be completed by a member of the management team of
Quality Care CleaningLtd.

All investigations are to be recorded on the accident investigation form HS23a.

Once the investigation is completed it is the responsibility of management to ensure the areais
made safe before any work activities are conducted within the area.

ACCIDENT REPORTING

It is the responsibility of the Designated Appointed Person to ensure that any accident or
occurrence reportable under RIDDOR is reported to the enforcing authority as soon as possible
following the accident/ occurrence and that the corresponding online F2508 is forwarded within
10 days. For accidents resulting in the over-seven-day incapacitation of a worker, Quality Care
Cleaning Ltd will notify the enforcing authority within 15 days of the incident, using the
appropriate online form.

Itistheresponsibility ofthe above named persontoreportanyaccident/occurrence by any of
thefollowingmeans (ideally telephone)andthatthereportingformF2508 isforwardedusing
the online reportingsystem:

Link: http://www.hse.gov.uk/riddor/report.htm

SP 01 EMERGENCY PREPAREDNESS AND RESPONSE - ACCIDENTS
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Allincidents canbereported online butatelephone serviceis also provided forreporting
fatal/specified, and major incidents only - call the Incident Contact Centre on 0345 300 9923
(opening hours Monday to Friday 8.30 am to 5 pm).

SurfaceMail:  RIDDOR Reports
Health & Safety Executive
Redgrave Court
Merton Road
Bootle
Merseyside, L20 7THS

INCIDENT / NEAR MISS REPORTING

All persons involved in, or observing a near miss incident whilst at work should complete form
HS23, whetheritis deemedreportable under RIDDOR or not. Itisthe responsibility ofthe
Designated Appointed Person to determine whether it should be reported under RIDDOR.

A near miss is an incident which could have resulted in personal injury or damage to property;
i.e. an unplanned event which does not cause injury or damage, but could have done so.

Examples include:

Any non-compliance that could have led to an accident
Observation of unsafe conditions such as fire risks or faulty equipment
Observation of unsafe acts such as non-authorised personnel entering restricted areas

Falling or flying objects that do not make contact with individuals nor cause any
significant property damage

0 Failure of any equipment or associated systems that are in place to protect health and
safety

The person making the report should obtain a form from the reception/office and fully complete
‘section 1’ with as much detail as is possible.

The completed form should be handed to the Appointed Person who will investigate the
circumstances of the incident and as far as is reasonably practicable make arecommendation to
preventthere-occurrence oftheincidentandreporttothe enforcing authoritywhererequired
todoso. Thedetails ofthe recommendations(s)willbe recorded in ‘section 2’ ofthe formand

shouldtypicallyinclude whatimmediate actions were takenorindicate adate astowhenthe

recommendation(s) will be actioned.

Thecompletedformwillbe copiedtothe personoriginatingthe near missreportwhenthe
recommendation(s) have been completed and another copy retained onfile.

i
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REPORTING OF A DEATH OR SPECIFIED INJURY

Itisthe responsibility ofthe above named personinthe event of afatality on site toinformthe
localpolice force ofadeath onthe premises. This person, in consultation with the police, will
arrange a visit to the next of kin to notify them of the incident.

Following the above, it is the responsibility of management to notify the following by telephone:

1. Healthand Safety Executive (HM Factories Inspector or Agricultural Health and Safety
Inspector) orlocal authority Environmental Health Officer, as appropriate

2. Quality Care Cleaning Ltd’s insurance company

3. Any other applicable person within Quality Care Cleaning Ltd

OVER 7 DAY INJURY

If there is an accident which is connected with work which results in an employee being absent
forsevendaysormore (notcountingthe daytheaccidenthappened),itistheresponsibility of
the Designated Appointed Personto complete form F2508 and forward itto the enforcing
authority within 15 days of the accident.

Definition: An over 7 day accident is classed within Quality Care Cleaning Ltd as one which is not
a specifiedinjury butresults in the injured person being away fromwork or unable to do their
normal work for more than 7 days (including non working days).

REPORTABLE INSTANCES

SPECIFIED INJURIES

Fracture other than to fingers, thumbs or toes
Amputation of an arm, hand, finger, thumb, leg, foot or toe
Permanent loss of sight or reduction of sight

Crush injuries leading to internal organ damage

Serious burns (covering more than 10% of the body, or damaging the eyes, respiratory
system or other vital organs)

Scalping (separation of skin from the head) which requires hospital treatment

I Unconsciousness caused byasphyxia

0 Anyotherinjury arising from working in an enclosed space which leads to hypothermia,
heat induced iliness, or requires resuscitation or admittance to hospital for more than
24 hours

DANGEROUS OCCURRENCES

[ Collapse, overturning or failure of load-bearing parts of lifts and lifting equipment
[ Plant or equipment coming into contact with overhead power lines

[ Explosions or fires causing work to be stopped for more than 24 hours

SP 01 EMERGENCY PREPAREDNESS AND RESPONSE - ACCIDENTS
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REPORTABLE GAS INCIDENTS

Ifyouare adistributor, filler,importer or supplier offlammable gasandyoulearn, eitherdirectly
orindirectly, that someone has died, lost consciousness, or been taken to hospital for treatment
toaninjury arisingin connection with the gas you distributed, filled, imported or supplied, this

can be reportedonline.

If you are a gas engineer registered with the Gas Safe Register, you must provide details of any
gas appliances or fittings that you consider to be dangerous to the extent that people could die,
lose consciousness or require hospital treatment. This may be due to the design, construction,
installation, modification or servicing, and could result in:

[ Anaccidental leakage of gas;
[ Inadequate combustion of gas; or

[ Inadequate removal of products of the combustion of gas.

DISEASES

It is the responsibility of the Designated Appointed Person to notify the enforcing authority with
formF2508Awhen Quality Care CleaningLtdis notified by adoctorthatanemployee suffers

from a reportable work related disease. Diseases will be reported where they are likely to have

been caused, or made worse by their work:

Carpal tunnel syndrome

Severe cramp of the hand or fore arm
Occupational Dermatitis

Hand-arm vibration syndrome

Occupational asthma

Tendonitis or tenosynovitis of the hand or forearm
Any occupational cancer

Any disease attributed to an occupational exposure to a biological agent

INJURIES TO NON WORKERS

Where workrelated accidents involve people who are notatwork or who are members of the
public, it will only be reported when the person is taken from the scene of the accident to
hospitalfortreatmentoftheinjury. Iftheyaretakentohospitalasaprecautionary means where
no injury is apparent, it will not be reported.

RECORDS

Intheeventofareportable accidentthefollowinglistof documentation may berequested by
the company insurers. Copies of all documentation will be retained on file for future reference.

A copy of the accident recorded in the accident book

A copy of the completed accident investigation (recorded on form HS23a)
A copy of witness statements

A copy of the reporting form F2508 sent to the local authority

Copies of relevant risk assessments relative to the incident

Training records of persons involved

Servicing records for plant or machinery involved

Nookwh =
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8. Copies of safety instructions / procedures / method statements being followed at the
time of theassessment
. Copies of material safety data sheets involved in the incident (if applicable)
10. Copies of safety committee meetings were the incident was discussed
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PURPOSE

Toensure that the general duties of Quality Care Cleaning Ltd with reference to the provision of
first aid are provided to an adequate level.

PROCEDURE

TRAINING

Quality Care Cleaning Ltd shall ensure that first aid cover is available within its operating hours at
all times. This will either be provided by persons trained to the Appointed Person level
(minimum health and safety requirements) orwho have undertaken afourday fully qualified
first aid course. Refresher training will be provided at prescribed intervals.

Selection of first aiders will be from persons within Quality Care Cleaning Ltd, who are reliable,
likely to receive the call in an emergency and have the ability to cope with an
intensive study course.

FIRST AID CONTAINER LOCATIONS

Allfirstaid containers within Quality Care Cleaning Ltd shallbe clearly identifiable and easily
accessible tofirstaiders in the event of an emergency, this will be achieved by placing containers
at strategic locations throughout the complex.

FIRST AID CONTAINER CONTENTS

Designated first aiders will be responsible to ensure that all first aid containers under their
control are adequately stocked at all times.

Contents offirstaid containers may vary depending on the size of firstaid containerin use.
Where contents are not specified within containers, Quality Care Cleaning Ltd shall ensure that
as a minimum the following contents are available in each container (as outlined in “HSE Leaflet
L74 and IND(G)215):

[ 20 plasters of various sizes, appropriate to the type of work
(blue detachable for food handling areas).

2 sterile eyepads

4 individually wrapped (preferably sterile) triangular bandages

6 safety pins

6 medium sized (approx. 12cm?) individually wrapped sterile un-medicated wound
dressings

0 2largesized (approx.. 18 cm?)individually wrapped sterile un-medicated wound
dressings

[ 1 pairof disposable gloves
[ 1pairofscissors, adhesive tape, aprons and moist wipes should also be considered.

0 20ml eye wash solutions may also be considered

At no time should first aid containers contain any antiseptic cream, tablets etc.

Contents of all containers shall be protected from dust and damp and contain only useful
equipment.

SP 02 EMERGENCY PREPAREDNESS AND RESPONSE - FIRST AID
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EYE WASH SOLUTIONS

Any eye wash solutions used once open will be discarded and replaced with new solutions.

FIRST AID CONSUMABLES

There may be instances within Quality Care Cleaning Ltd where particular areas or persons may
require additional items such as resuscitation mouth pieces or blankets to protectinjured
persons. These items will only be purchased from the Company’s nominated first aid supplier.

SP 02 EMERGENCY PREPAREDNESS AND RESPONSE - FIRST AID
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BASIC ADVICE ON FIRST AID AT WORK

WHAT TO DO IN AN EMERGENCY

Priorities

Your priorities are to:

Assess the situation — DO NOT put yourself in danger

Make the areasafe

Assess all casualties and attend first to any unconscious casualties

Send for help — DO NOT delay

Checkforaresponse

Gently shake the casualty’s shoulders and ask loudly, “Are you all right?” If there is no response,
your priorities areto:

Shout for help

Open the airway

Check for normalbreathing

Take appropriate action

~

0
0
0
0

2 rescue

Call 999 30 chest Breaths,

compressions 30 chest
compressions

A; Airway
To open the airway:

0 Place your hand on the casualty’s forehead and gently tilt the head back; lift the chin
with two fingertips

B; Breathing
[ Look, listen and feel for normal breathing for no more than 10 seconds
[ Lookfor chest movement, Listen at the casualty’s mouth for breath sounds
[ Feelfor breath on your cheek

If the casualty is breathing normally:
[ Place in the recovery position
[ Gethelp
[ Check for continuedbreathing
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If the casualty is not breathing normally:
[ Gethelp;

[  Startchest compressions (see CPR)

C; CPR
To start chest compressions
[ Leanoverthe casualty and with your arms straight, press down on the centre of the
breastbone 5-6 cm, then release the pressure

Repeat at a rate of about 100-120 times a minute

After 30 compressions open the airway again

Pinch the casualty’s nose closed and allow the mouth to open

Take a normal breath and place your mouth around the casualty’s mouth, making a
good seal

Blow steadily into the mouth while watching for the chest rising

Remove your mouth from the casualty and watch for the chest falling

Give a second breath and then start 30 compressions again without delay

Continue with chest compressions and rescue breaths in a ratio of 30:2 until qualified
help takes over or the casualty starts breathing normally

Severe bleeding

If there is severe bleeding
[ Apply direct pressure to the wound
[ Raise and support the injured part (unless broken)
0 Apply adressing and bandage firmly in place

Broken bones and spinal injuries

Ifa broken bone or spinal injury is suspected, obtain expert help; DO NOT move casualties unless
they are in immediate danger

Burns

Burnscanbeserious soifindoubt, seek medical help. Coolthe affected partofthe body with
cold water until pain is relieved. Thorough cooling may take 10 minutes or more, but this must
not delay taking the casualty to hospital.

Certain chemicals may seriously irritate or damage the skin. Avoid contaminating yourself with
thechemical. Treatinthe sameway as forotherburns butflood the affected areawithwaterfor
20 minutes. Continue treatment even onthe way to the hospital, if necessary. Remove any
contaminated clothing which is not stuck to the skin.

Eye injuries

Alleyeinjuries are potentially serious. Ifthere is somethinginthe eye, wash outthe eye with
clean water or sterile fluid from sealed container, to remove loose material. DO NOT attempt to
remove anything thatis embedded in the eye.

Ifchemicals areinvolved, flush the eye withwater or sterile fluid foratleast 10 minutes, while
gently holding the eyelids open. Ask the casualty to hold a pad over the injured eye and send to
hospital.
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Record keeping

Itis good practice to use a book for recording any incidents involving injuries or illness which
requires first aid attention. Include the following information in any entry:

The date, time and place of the incident

The name and job of the injured or ill person

Details of the injury/illness and any first aid given

What happened to the casualty immediately afterwards (e.g. went back to work, went
home, went to hospital)

[ The name and signature of the person dealing with the incident

This information can help the company identify accident trends and possible areas for
improvement in the control of health and safety risks.

Definition of an Appointed Person

The minimum requirement is to appoint a person to take charge of first-aid arrangements. The
role ofthisappointed personincludeslooking afterthefirst-aid equipmentandfacilities and
calling the emergency services when required. They can also provide emergency cover, within
theirroleand competence, where afirst-aideris absentdue tounforeseen circumstances
(annual leave does not count).

Tofulfiltheirrolewithinthecompany, appointed persons donotneedfirst-aidtraining.
However, emergency first-aid training courses are available.

Appointed personsare notfirst-aidersandshould notattempttogivefirstaidforwhichthey
have not been trained, this includes cardiopulmonary resuscitation (CPR).

SP 02 EMERGENCY PREPAREDNESS AND RESPONSE - FIRST AID
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Definition of an Emergency First Aider (EFAW) /First Aider (FAW)

Afirst-aider is someone who has undertaken training and has a qualification that the HSE
approves. This meansthatanindividual musthold avalid certificate of competence.

Suggested numbers offirst-aid personnel atbe available at
ALL times people are in work within the company

Degree of hazard associated with work activity | Number of First-aid personnel needed

employees
Low hazard Less than 25| At least one appointed
e.g. offices, shops, libraries person

25-50 At least one first-aider

trained in EFAW

More than At least one first-aider
50 trained in FAW for every 100
employed (or part thereof)

Higher hazard Less than 5 | At least one appointed
e.g.lightengineering and assembly work, food person

processing, warehousing, extensive work with

dangerous machinery or sharp instruments, | 5-50 At least one first-aider
construction, chemicalmanufacture trainedin EFAWor FAW

dependingonthetype of
injuries thatmightoccur

More than At least one first-aider
50 trained in FAW for every 50
employed (orpartthereof)

Tablets and Medication

Thecompanyrecognisesthatfirstaid atworkdoesnotinclude givingtablets ormedicinesto
treatillness to any persons. The only exception to this is where aspirin is used when giving first
aid to a casualty with a suspected heart attack; this is conducted in accordance with currently

accepted first-aid practice.

The company is fully aware that tablets and medicines should not be kept in the first-aid box and
periodic checks are conducted by the Conradmanagersanddesignated Appointed Person.

Thecompanyisalsoawarethatsomeemployeescarrytheirownmedicationthathasbeen
prescribed bytheirdoctor(e.g.aninhalerforasthma).Ifanindividualneedstotaketheirown
prescribed medication, the first-aider's role is limited to helping them to do so and contacting
the emergency services as appropriate.

Medicines legislation restricts the administration of injectable medicines. Unless self-
administered, they may only be administered by orinaccordance withthe instructions ofa
doctor (e.g. by anurse). However, in the case of adrenaline there is an exemption to this
restriction, which means in an emergency alayperson is permitted to administer it by injection
for the purpose of saving life.
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The use ofan Epipentotreatanaphylactic shockis an example of an exemptionfromthe
restrictionimposedbythe medicineslegislation. Therefore, first-aidersmayadministeran
Epipen ifthey are dealing with a life-threatening emergency involving a casualty who has been
prescribed andis in possession of an Epipen, and where the first-aideris trained to use it.
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PURPOSE

Toensure that the general duties of Quality Care Cleaning Ltd with reference to fire safety is
maintained at a highly level at all times.

PROCEDURES

FIRE PROCEDURE

Inthe eventofafire, itis the responsibility of the most senior person on site to contactthe local
fire service and notify them in a calm manner that there is a fire on the premises.

Itisthe responsibility of the mostsenior person onsite to ensure thatafirerollcallhasbeen
conducted and that all persons on site are present (At no time should any person re-enter the
building on discovering persons are missing).

Whenthefire service arrives onsiteitis the responsibility ofthe mostseniorpersononsite to
liaise with the Senior Fire Service Officer to provide the following information:

Exact location, type and extent of fire within the premises
Details of missing persons and last known location
Details of any potential chemicals that may be involved
Locations of isolating points (gas, electric etc.)

Copy of Quality Care Cleaning Ltd’s Fire Building Plan

o=

Itisthe responsibility ofthe mostseniorpersontoliaise withthe Fire Service beforeallowing
persons to re-enter the building.

Itis the responsibility of senior management within Quality Care Cleaning Ltd to ensure thata
thorough investigation is conducted and recorded into the outcome of any fire.

Afteranyfire,aninspectionofallfireextinguishersistobe conductedandallusedfire
extinguishers replaced immediately.

FIRE PREVENTION

No flammable or combustible products will be stored near heating appliances or other sources
of direct heat.

All personnel within Quality Care Cleaning Ltd will be made aware of their responsibilities, in the
event of a fire, during the induction process.

A no smoking policy will be in operation in all internal areas.

Allfire-fighting equipment used within Quality Care Cleaning Ltd will be supplied, maintained
and regularly serviced by an external contractor in accordance with any current agreement.

FIRE ALARM TESTING

Wherefitted, thefirealarmwillbetested onaweekly basis andtheresultsrecorded in Quality
Care Cleaning Ltd’s fire log.
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EMERGENCY LIGHTING

Where fitted, the emergency lighting will be tested on a monthly basis and results recorded in
Quality Care Cleaning Ltd’s fire log.

FIRE EXTINGUISHERS

Allfire extinguisher points within Quality Care Cleaning Ltd will be inspected on a weekly basis
and theresults recorded in the fire log. The inspection will take into account that the fire
extinguisher and appropriate signage is in the designated place.

Itisthe responsibility ofthe designated fire marshalto ensure the appropriate check boxis
signed/initialled toindicate thattheinspectionis complete and thatthefire extinguisher point
is correct, free from damage and unobstructed etc.

FIRE SIGNAGE

Allfire signage within Quality Care Cleaning Ltd will be inspected on a weekly basis and the
results recorded in Quality Care Cleaning Ltd’s fire log.

The inspection will take into account that all signage is in place, free from obstruction and un-
damaged. These inspections will include fire evacuation route signs and emergency exit signs
(both inside and outside).

Itisthe responsibility of the designated fire marshal to ensure the appropriate check boxis
signed/initialledtoindicate thattheinspectionis complete andthatthefire signageispresent,
free from damage and unobstructed etc.

FIRE ESCAPE ROUTES & FIRE DOORS

Allescape routes and fire doors within Quality Care Cleaning Ltd will be informally inspected on
adaily basis throughoutthe working day to ensure no obstructions are evident. This willbe
conducted by all persons in a managerial role.

Onaformalbasis, escape routes andfire doors willbe inspected onaweekly basistoensure
thattheyareclearandfreefromobstruction (thiswillinclude bothinternaland externalroutes).

Itisthe responsibility ofthe designatedfire marshaltoensurethe appropriate checkboxis
signed/initialled toindicate thattheinspectionis complete and thatthe escaperoutes/fire
doors are clear and free from obstruction.

PRACTICE PHASED EVACUATIONS

Practice phased evacuations of Quality Care Cleaning Ltd will be conducted throughouteach
calendar year. During this period Quality Care Cleaning Ltd, as a minimum, will undertake two
practice evacuations though more may be conducted atmanagement discretion.
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PURPOSE

Toensure that the general duties of Quality Care Cleaning Ltd with reference to the potential of
a major incident at the premises is maintained.

FIRE

0 Intheeventofafirewithin Quality Care CleaningLtdthefirealarmwillbe activated
andtheemergency services contacted, as per Quality Care Cleaning Ltd’sfire

responsibilities

I Oncethealarmhasbeen activated, the premises will be evacuated as per Quality Care
Cleaning Ltd’s fire procedure with all occupants reporting to the designated fire
assembly point(s)

I Onceatthefireassemblypointthefire marshal/seniorpersoninchargewillconducta
role call to determine if all persons have evacuated the premises safely

[ Oncetherole call has been completed the information is passed to the fire officers at
the scene along with any of the information requiredi.e. fire plan, details of

flammable /explosive substances stored within the premises

0 Undernocircumstances should any of Quality Care Cleaning Ltd’semployees or visitors
re-enter the premises until told that it is safe to do so by the fire officer or senior

person in charge

[ Following the fire, the Health & Safety Executive should be notified and all appropriate
documentation completed

FLOOD

[ Intheeventofaflooditmay berequiredforthe premisestobeevacuated; thisis
completedaspertheevacuationprocedureforfire.tmayalsoberequiredforthe

senior person in charge to contact the emergency services in order to safely evacuate
all persons if flooding is severe

[ Iftheflood hasonly affected certain areas of the premises, itwill be necessary to
evacuate these workplaces of people. Once all persons have been safely removed from

theareaanypowertotheworkareamustbeisolatedtoavoidanyfurtherpossible
damage / incident occurring e.g. electrical fires

[ Withall persons safely evacuated from the flooded areas and all power sources
isolated, where possible, the senior person in charge shall inform:

[ The watersupplier

[ Environment Agency (0800807060)

[ Undernocircumstances should any of Quality Care Cleaning Ltd’semployees or visitors
re-enterthe premises untiltold thatit is safe to do so by the senior person in charge.

Page 39 of 157
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CHEMICAL SPILLAGES

In the case of a liquid chemical spillage the following procedure shall be implemented.

0

Oncetheliquidchemicalspillage hasbeenreportedthe spillage mustbecontained
using sand, absorbent granules or any other inert absorbent material. When tackling a
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chemical spillage it is essential the person is wearing full protective clothing including:

Rubber boots;
Plastic coverall;
Goggles complying with BS2092 chemical standard;

Neoprene gloves.

When undertaking clean-up the person must ensure that all drains and waterways in
the vicinity ofthe spillage are protected suitably by surrounding the spillage with

appropriate absorbent material

Oncetheliquid spillage has beenfully absorbed by the absorbent material the
contaminated material should be collected with a brush and shovel and placed ina

suitable, sealed container

Once the container has been filled, the absorbent material shall be disposed of in the
appropriate manner

Once the spillage has been cleaned correctly the person shall contact the Environment
Agency (0800 807060) and complete the required HSE documentation

GASEOUS RELEASE / LEAK

0

Inthe event of an accidental gas leak it may be required for the premises to be
evacuated; this is completed as per the evacuation procedure for fire. It may also be

required for the senior person in charge to contact the emergency services in order to
safely evacuate all persons if the leak / release is severe.

Large Release

0

Intheeventofalargerelease, the premises willbe evacuated and the emergency
services contacted. Allemployees shallremain atthe designated assembly point, under

no circumstances should any of Quality Care Cleaning Ltd’s employees or visitors re-
enterthe premises untiltold thatitis safe to do so by the fire officer or senior personin
charge

Once the affected area has been ventilated of any gas, the personin charge shall
instruct all persons that it is safe to re-enter the building. Under no circumstances

should any of Quality Care Cleaning Ltd’semployees or visitors re-enter the premises
until told that it is safe to do so by the senior person in charge

Once the emergency services have made the situation / premises safe the senior
person in charge will then contact the Environment Agency (0800 807060) and

complete therequired HSE documentation

Small Release

[ Intheeventofasmallrelease, the premises may be requiredto be evacuated and the
emergency services contacted. If this is the case and the building does need to be

evacuated, all employees shall remain at the designated assembly point. Under no
circumstances should any of Quality Care Cleaning Ltd's employees orvisitors re-enter

i
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the premises until told thatitis safe to do so by the fire officer or senior personin
charge

Any leaks should be isolated at source if possible and all doors and windows opened to
ventilate the affected area. Atthis point, iffitted, all extraction units should be utilised

to vent the affected area

Once the affected area has been ventilated of any gas, the person in charge shall
instruct all persons that it is safe to re-enter the building, under no circumstances

should any of Quality Care Cleaning Ltd’s employees or visitors re-enter the premises
until told that it is safe to do so by the senior person in charge

Once the situation/ premises have been made safe, itis essential that the required HSE
documentation is completed

POWER FAILURE

0

Inthe eventofapowerfailureitmayberequired forthe premisestobe evacuated, this
iscompleted as perthe evacuation procedure forfire. tmay alsoberequired forthe

senior person in charge to contact the emergency services in order to safely evacuate
all persons if power failure is severe

If the power failure has only affected certain areas of the premises, it will be necessary
to evacuate these workplaces of people

Once all affected areas have been evacuated, if required, the senior personin charge
will contact the power suppliers

BOMB / TERRORIST THREAT

0

Intheeventofaterroristthreatthe premisesshallbeimmediately evacuated;thisisto
be completedas pertheevacuationprocedureforfire. ltisalsorequiredthatthe senior

person in charge contact the emergency services and give details of the exact threat

Oncethe premises have been evacuated, allemployees shall remain atthe designated
assembly point. Under no circumstances should any of Quality Care Cleaning Ltd’s

employees orvisitors re-enterthe premises untiltold thatitis safetodo so by the
emergency services

STRUCTURAL DAMAGE /BUILDING FAILURE

0

In the event structural damage / building failure being identified, the premises shall be
immediately evacuated. This is completed as per the evacuation procedure forfire. Itis

alsorequired thatthe senior person in charge contact the emergency services and gives
details of the failure / damage

Oncethe premises have been evacuated, allemployees shall remain atthe designated
assembly point. Under no circumstances should any of Quality Care Cleaning Ltd’s

employees orvisitors re-enterthe premises untiltold thatitis safetodo so by the
emergency services

Once allemployees have been evacuated the senior personin charge shall contactthe
appropriate servicestoattendsite sotheworkareacanbemade safetoworkin.Inthe

eventofthedamage/failure representingavery seriousrisktohealth orsafety, the
appropriate services shall be instructed to segregate the danger area fromall persons
who could potentially be affected

i
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EMERGENCY EQUIPMENT

0 Anemergency equipment register shall be produced and maintained by the Health &
Safety Officer,whichshallprovide details of quantitiesandstatus ofeachitem. The

equipment register shall include:

Alarm systems including location plan of break glass point
Emergency lighting andpower

Emergency exit signs

Critical isolation valves, switches and cut-outs

Fire fighting equipment including location plans

First aid equipment including location plans

Emergency showers (where appropriate) including location plans
Eye wash stations including location plans

0 Communication facilities including location plans

MANAGEMENT REVIEW

This procedure will be reviewed at management review meetings and revised if necessary to
ensure that the Emergency Procedures are adequate.

COMMERCIAL CLEANING SERVICES www.qualitycarecleaning.co.uk @ 01223 833300 IEI
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PURPOSE

Toensure that management within Quality Care Cleaning Ltd is not negligent or complacent
regarding the health, safety and welfare of all authorised persons onsite, thisincludes
employees, visitors andcontractors.

PROCEDURES

CONTRACTORS

Quality Care CleaningLtdisaware thatthe use of contractors willresultin anetwork of duties
for health and safety being undertaken, with all parties having to fulfil their legal responsibilities
as well as those which will be imposed by contractual arrangement.

All contractors must provide evidence that they are adequately insured for any common law
damagesaward thatmaybe madetoanypersoninjured asresultofthe contractor'swork
activities.

Permission must be obtained from Quality Care Cleaning Ltd before any contractors start work
on the site to arrange for deliveries prior to their work commencing.

UponvisitingQuality Care CleaningLtd, allcontractors arerequiredtoensure allvehiclesare
parkedasnottocauseanobstruction. Allpersons arerequiredtoreporttothereceptionareaof
the premises and complete the visitors’ book.

VISITORS

All visitors visiting Quality Care Cleaning Ltd are required to ensure all vehicles are parked as not
tocause anobstruction. All visitors are required to report to the reception area of the premises
and complete the visitors’ book. All visitors are the responsibility of the person receiving themin
Quality Care CleaningLtd.

RISK ASSESSMENT

Thisisthe primarytoolforensuringanadequate safetymanagementsystemisinplace
throughout Quality Care Cleaning Ltd. Allrisk assessments identify the significant areas of
concern and evaluation of the level of risk.

Risk assessments, once conducted, willbe reviewed on atleastanannualbasis and new
assessments conducted ifrequired.

WELFARE FACILITIES

Appropriate sanitary conveniences will be provided throughout the workplace for all persons
authorized to be on the premises. Sufficient numbers of conveniences will be available for both
men and women.

Where facilities are temporarily unavailable, such as during maintenance and repair work,
suitable alternative arrangements will be implemented by management.

SPOSSAFETYMANAGEMENT
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SMOKING

As a means to protect the health, safety and welfare of all persons within Quality Care Cleaning
Ltd, smoking is not permitted in any area of the building.

TEMPERATURE & VENTILATION

Quality Care Cleaning Ltd acknowledges that problems can arise within both naturaland
artificially createdenvironments. Itisour policytoensure thatemployeesare provided witha
comfortable working environment, suitable to the type of work activities conducted. Where air
conditioning systems are installed, these will be maintained regularly and employees will be
advisedonhowbesttousetheminordertoensure effectiveness. Areasthatdonothave air
conditioning systems will be subject to temperature variations throughout the day and Quality
Care Cleaning Ltd will endeavour to keep these within a comfortable range.

HOUSEKEEPING

Quality Care Cleaning Ltd will ensure a proper allocation of space is available so to ensure all
aspects of its work activities can operate safely.

Itisthe responsibility of allemployeestoensure thatall such areas are maintained free from
any obstruction. Particular responsibility is given to management of Quality Care Cleaning Ltd to
ensure housekeeping is maintained at acceptable levels on a day to day basis.

WATER STORAGE

Allwater storage areas will be maintained so as to avoid dangers from Legionella. Quality Care
Cleaning Ltd will seek assistance from external Organisations with reference to the testing and
inspection of its water system.

NOISE

Where noise has beenidentified as a problem within Quality Care Cleaning Ltd, itis the
responsibility of senior management to reduce noise asfaras is reasonably practicable. Where
noise cannot be sufficiently reduced, sufficient ear protection is readily available from
designated areas around the premises.

Where areas within Quality Care Cleaning Ltd have been identified with noise problems, itis the
responsibility of the Designated Appointed Person to ensure accurate readings are obtained (by
a trained competent person) and any remedial actions identified reported to senior
management.

PLANT / EQUIPMENT

Anynew plantorequipment purchased by Quality Care Cleaning Ltd shallrequire afulland
sufficientriskassessmentto be conducted before any placement. Itis arequirement of this
Organisation to carry out a risk assessment to identify any risks / hazards that may cause injury
of sufferingto any persons. Thisincludes locations of electrical cables, water pipes, gas pipes etc.
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PURPOSE

Toensure that all statutory and mandatory notices are displayed in all required areas of Quality
Care Cleaning Ltd and that all notices are of the specified size, shape, colour etc.

PROCEDURES

GENERAL SIGNAGE

Where appropriate or necessary, signage required to assistin a safe workplace will be displayed
inallareas. Where defaced, damaged or removed sign and notices are detected, these willbe
replaced as soon as practicable.

Where applicable,ordeemednecessary by Quality Care CleaningLtd, notices withregardto
furthering health and safety performance will be displayed in all relevant areas of the workplace.

Asrequired by currentlegislation Quality Care Cleaning Ltd will ensure that all safety signage
displayed is of the correct colour and type, these being: -

Prohibition: Red Coloured
These signs are used where certain behaviour is prohibited. All prohibition signs
within Quality Care Cleaning Ltd will be of a circular red band and cross bar, with

the red colour being of at least 35% of
the SignS area. No admittance to

unauthorised

persons
| S —

Warning: Yellow Coloured

Thesesignsareused throughout Quality Care CleaningLtdwhere hazard warnings
needtobeinoperation. Allwarningsignswithin Quality Care CleaningLtdwillbe
triangularinshapewithablackband, withtheyellow colourbeingofatleast50%
of the signsarea. WARNING

CCTV in operation

Mandatory: Blue Coloured

These signs are used where a specific course of action needs to be taken. All Fire door
mandatory signs used within Quality Care Cleaning Ltd will be circularin shape with keep shut
atleast 50% of the sign area to be coloured blue.

FIRE SIGNAGE

Allfire signage used throughout Quality Care Cleaning Ltd willbe ofa
directionaland pictorial type and willbe of anilluminating nature. Those
being; those which are effective without a power source and can be seenin
poor light conditions (including darkness); and those which are provided with a power source.
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ACOUSTIC SIGNALS / SIGNS

Intheeventofapersonbeingemployedwithin Quality Care Cleaning Ltdwithahearingor
visualimpairment, additional safety practices will be adopted by Quality Care Cleaning Ltd as
necessary.

ASBESTOS

In the event of asbestos being found within Quality Care Cleaning Ltd, the area will
be clearly labelled so that the presence of asbestos will be evident to any person as
an additional safeguard to ensure the asbestos material is not released into the air.

NOTICES, POSTERS, CERTIFICATES

Toensure all persons within Quality Care Cleaning Ltd are keptinformed of safety information
throughoutQuality Care CleaningLtd. Thefollowing notices, posters, certificates willbe
prominently displayed throughout: -

HEALTH & SAFETY LAW — WHAT YOU NEED TO KNOW N (opemisiorton ) monw
This will be prominently displayed and can detail who within Quality Care T LT
Cleaning Ltd has responsibility for health and safety issues; it will RN T
additionally contain contact details for the HSE Infoline. a&gﬂg

CERTIFICATE OF INSURANCE

Acopy of Quality Care Cleaning Ltd’s certificate of employers’ liability
insurance will be prominently displayed to ensure all persons are aware of
Quality Care Cleaning Ltd’s insurance details.

FIRST AID
Alistoftrainedfirstaiders andthelocations of firstaid boxes and eye wash stations will be
prominently displayed to ensure all persons within Quality Care Cleaning Ltd are aware of the
location and persons responsible for the administration of first aid.

SAFETY COMMITTEES (WHERE ESTABLISHED)
Alist of all persons who sit on Quality Care Cleaning Ltd’s health and safety committee and areas
ofthe workplace they coverwillbe prominently displayed to ensure all persons are aware of

means of communicating health and safety issues.

FIRE INSTRUCTIONS Re.action
Detailed instructions of what to do in the event of a fire will be prominently |
displayed throughout Quality Care Cleaning Ltd. This information willinclude
what to do when discovering a fire and on hearing the fire alarm.

EMERGENCY RESPONSE NOTICE
Alistofcontactdetails, locations etcwithregards toinformationthatmaybe
requiredinthe eventofan emergency within Quality Care Cleaning Ltd.
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PURPOSE

Toensureasuitable andsufficientriskassessmentoftheriskstothe healthand safety of our
employees, and others affected by our work activities, in compliance with current legislation, is
completed and reviewed in a timely manner.

PROCEDURES

Toensure asafe workplace is managed successfully atalltimes, itis the responsibility of
managementtoidentifyallhazards andtomeasureandevaluate theriskassociated with the
hazard. Withinthe Company, eitherremovingorcontrollingtherisks willachieve this. Thiswill
befollowedbythetrainingandinstructionofallrelevantpersonsexposedtotheriskandbythe
implementation, monitoring and review of health and safety objectives and performance.

Within the Company the difference between a hazard and a risk is identified as follows: -

HAZARD is taken to mean any substance, article, material or practice which has the potential to
cause harm to the health, safety and welfare of persons at work and any other person adversely
affected by our work activities.

RISK s taken to mean the potential to cause harm in the actual circumstances of use and the
likelihood of that potential being realised.

Thecompanyshallensurethatauniformapproachistakenwhencarryingoutsuitableand
sufficientriskassessments, andthatany person conductingsuchassessments hasreceivedthe
relevant training and instruction.

To ensure this is achieved the Company will:

1. Identify all hazards with a potential to cause harm to our employees and others who may be
affected by our work activities
0 Evaluate the probability and severity of injury or damage.
2. Where we identify a risk of serious orimminent danger:

[ Establish appropriate procedures, including the stopping and resumption of work,
for controlling, exposure to this special risk

[ Nominate sufficient competent persons to implement the procedure for
evacuation from thepremises

[ Restrictaccesstothe dangerarea forall who have notreceived adequate
instruction

[ Analyse the options for eliminating, reducing or controlling the risks and then take
the appropriate action

[ Reviewthe assessments periodically and particularly where they may no longer be
valid orwhere there has been a significant change in work activities, processes, etc

0 Keeprecords in writing or electronic form of the significant findings of risk
assessments andidentify employees who may be especially atrisk

[ Provide appropriate health surveillance where there is an identifiable disease or
potential iliness related to our work

0 Appoint competent persons to assist the company in complying with its statutory
requirements under current health and safety legislation
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[ Provide all persons affected with comprehensive and relevantinformation on risks,
preventative and protective measures along withemergency procedures

Inadditiontothe above, itis the policy of Quality Care Cleaning Ltd to conduct specific risk
assessments in accordance with other regulations and codes and practice, as may be identified
inotherassessmentsthatare undertakenbyourowninternalassessors.

SPECIFIC RISK ASSESSMENTS

FIRE

Allfire risk assessments will be conducted by a competent person and recorded on the fire risk
assessmentformHS1. Therisk assessment willbe conducted as perthe guidelines outlinedin
the health and safety procedure below.

Toensurethatthe generalduties of Quality Care Cleaning Ltdwithreferencetofire safetyare
maintained at a high level at all times, this procedure aims to provide Quality Care Cleaning Ltd
with means to ensure a pro-active and methodical process for the identification of potential fire
hazards that may pose a “significant risk”, and to ensure such risks are quantified and prioritised
with necessary remedialaction.

Only Trained, competent persons will conduct completion of any risk assessment within Quality
Care Cleaning Ltd.

Itis the responsibility of the assessor to complete the fire risk assessment on HS1 (Fire Risk
Assessment Report Form). The fire risk assessment can either be conducted for the whole
Company or it allows the assessor to break the organization into relevant sections. Itis the
responsibility of the assessor to highlight which assessment is being conducted on the front
page of the risk assessment from.

The risk assessment will be divided into four sections which are designed to highlight any
potential risks withinthe Company and controlany outbreak offire withinthe premises.
These being:

Fire Hazards
Risks to People
Means of Escape

Ll e

Fire Detection and Warning

Theformisdeignedto ask closed off questions aboutthe mainfeaturesthat may existwithin
the Company or relevant section. This will allow the assessor to either comment or to produce a
clear remedial action in the comments column.

Any remedial action highlighted during the assessment is to be recorded in section 2 of the risk
assessment and the person and completion date highlighted.

Eachfireriskassessmentwill be reviewed on anannual basis and any new assessment
conducted as required.

Page 48 of 157
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FIRE RISK

Thefirerisk assessment report (HS1) can be completed for the whole building of an organisation
orby splitting the building/ premises into suitable manageable areas (i.e. first floor, second
floor, warehouse, kitchen etc.). The fire risk assessment should be completed by eithera
competentpersonwithin Quality Care Cleaning Ltd, orby an external contractor. Thefirerisk
assessment must take into effect the following:

THE BUILDING / AREA BEING ASSESSED

The management of Quality Care Cleaning Ltd must determine the total square meterage for the
building as a whole. Where assessments are completed for areas being conducted separately,
the total square meterage for the area must also be determined.

A description of the building is required to determine additional control measures. The
description should include for example:

0 Whattype of building is being assessed
I What materials were used in its construction

[ Whatwork activities are being conducted
FIRE EXTINGUISHERS
Toensure a suitable amount of fire extinguishers are available throughout the premises there
should be as a minimum one fire extinguisher for every 200mtr2 of space.
FIRE EGRESS ROUTES
Fire exits within premises must be within a certain distance of workstations throughout the
premises, these being:

0 Only 1 fire exit - within 18 mtrs

17 More than 1 fire exit - within40 mtrs

0 High risk area - within25mtrs

0 Lowrisk area - within60 mtrs

IDENTIFICATION OF HAZARDS - IGNITION / FUEL

Toensurethis sectionis completed satisfactorily you willneed todeterminewhat (ifany)
flammable materials are being used / stored in the premises / area and produce a register of
materials found, this should then be added as appendix B to the risk assessment.

Where gas is supplied to the premises via a fixed means a suitable inspection is required onan
annual basis by a Gas Safety registered engineer and a certificate retained.

IDENTIFICATION OF HAZARDS - ELECTRICAL SAFETY

Anyelectricalitemwithinthe premises/areafitted withaplugis subjectto portable appliance
testing (P.A.T.)on a periodic basis; a register of the equipment should be retained and included
as appendix ifrequired.
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Afixed electricalinspection should be conducted onthe mains electrical supply and wiring
throughout the premises / area attimely intervals. These inspections should be conducted by a
qualified electricalengineer and an NICEIC certificate retained; allinformation should be
recorded on the fire risk assessment report form as evidence.

Weremutli-pointadaptors arefoundwithinthebuilding/area, these aretobeimmediately
replaced with suitable extension leads with the correct rated fuse.

Cabling for any electrical item within the building should be visually inspected for any signs of
damage; where defects are found the equipment should be refrained from use until suitable
repairs are conducted.

IDENTIFICATION OF HAZARDS - STRUCTURAL FEATURES

Fire doors should be fitted in suitable areas of the premises/area. Allfire doors should be a
minimum of 30 minute fire safety, have a suitable label fixed and be fitted with self-closures. Fire
doors should notbe propped open atany time unless fitted with a suitable automatic closing
device.

All self-closures should be inspected to ensure they provide a suitable seal once closed. Where
this is not observed, remedial action must be taken at the earliest opportunity.

Where doors arefitted betweenworkstations, thefire exitdoors mustopenontherequired
direction oftravel; personnel should atnotime be required to pulldoors towardstheminthe
event of a fire / emergency.

PERSONNELATRISK

Any risk assessment should take into account notjust the employees of Quality Care Cleaning
Ltdbutanyone elsewhomay beaffected by Quality Care CleaningLtdsacts oromissions.
Suitable controls should be in place if:

[ Persons are located on split levels
[ Persons who suffer with any type of hearing loss
0 Persons who suffer with a visual impairment (i.e. partially sighted / blind)

Intheeventofafire/emergencywherethereareanypersonswhocannotbefullyevacuated
from the premises, management of Quality Care Cleaning Ltd must ensure a suitable refuge
area(s)is available, this should be located behind at least two thirty-minute fire doors.

Visitors to the premises mustsignin/outon asuitable log. This log should be taken to the
designatedassemblypointinthe eventofafire/emergency. Additionally, suitable measures
should be implemented and monitored to ensure all other persons have evacuated the premises
and have assembled at the designated assembly point.

FIRE SAFETY TRAINING

A minimum of two practice phased evacuations should be conducted each year (more may be
conducted dependant on persons / type of business activity). Consideration in evacuations
should be to determine what to do in the event of a power failure within the building / area.
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FIRE SIGNAGE / MEANS OF ESCAPE

Fire signage within the building / area should be positioned to ensure they clearly define the
shortestroute ofegress; additionally, signage shouldbeclearly visible atalltimes. Allfire
signage must be both directional and pictorial.

Fire exit doors should be unlocked when the building is occupied and not obstructed internally
or externally.

Anyemergency lightingfitted within the building/areaisto be tested on asixmonthly basis by
a competent person within Quality Care Cleaning Ltd; six monthly tests should be conducted by
an external contractor.

FIRE DETECTION / WARNING

Any fire alarm should be fitted with a suitable battery back-up and should be tested at least once
per week by a competent person; where a high number of red call points are installed,
consideration should be made to test more than one call point a week.

Consideration should also be made to numberallred call points and testinrotation. This
method will allow Quality Care Cleaning Ltd to ensure all call points have been tested within a
suitable time frame.

The alarm should also be tested / inspected by an external contractor at suitable intervals.

FIRE SAFETY RECORDS

Any premises must have a fire log where information on fire safety should be retained. The fire
log should include:

0 Results of fire alarm tests (internally and externally)

[ Results of emergency light tests (internally and externally)
[ Results of practice phased evacuations

[ Results of extinguishing media inspections

[ Results of fire exit / egress route inspections

Anyorganisationshould considerandimplementsuitable procedurestoensure computer
records are copied at suitable intervals as a means of ensuring records are not lostin the event
of a fire / emergency.

Afloor plan of the building / area should also be available. These should include locations of fire
exits, call points, extinguishing media, chemical stores (if appropriate) and pressurised cylinder
locations (if appropriate). Floor plans should be included as appendix A of the fire risk
assessment report.

FIRE ASSEMBLY POINT / CAR PARKING

The fire assembly point should be located in a suitable area that will not cause an obstruction to
theemergencyservicesintheeventofafire oremergency. Where appropriate fire signage,
whichisbothdirectional and pictorial, shouldbe usedtohighlightthelocation ofthe assembly
point.

Vehicles around the building / area should be parked as not to cause an obstruction to the
emergency services in the event of a fire / emergency.
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DEFECTS / REMEDIAL ACTIONS REQUIRED

Inthe eventadefectorremedial action is observed during the course ofthe assessment,
suitable control measures to reduce the risk should be allocated to the relevant observation; this
informationshouldalsoberecordedinthefireriskassessmentremedial objectivesplanatthe
rear of the fire risk assessment report. The relevant question number should be allocated to the
remedial action to ensure a suitable cross-reference is implemented.

WORK EQUIPMENT

Allworkequipmentretained within Quality Care Cleaning Ltdwillbelogged onaplantregister
documentandallocated auniquereference number. Workequipmentwithinthe Companyis
deemed to be any equipment, regardless of whether it is powered, which is used as part of work
activities.

The plant register document HS18 will contain the following information:

Plant/Equipment Number
Name of Plant/ Equipment
Assessor's Name
Assessment Date

Risk Rating
Re-Assessment Date

N o ok~ D=

De-Commission Date

Forease oflocationandidentification ofequipment, theregistermaybedividedintothe type of
equipment or areas of use.

Allwork equipment risk assessments will be recorded on the risk assessment form HS2 and will
be conducted as perthe guidelines outlined in the health and safety procedure below.

Toensure all equipment used within the Company by its employees is in a fit and safe condition,
additionallytoensurethatequipmentis effectively maintainedandused by thoseemployees
who are competent to do so.

The risk assessment of work equipment is aimed at the identification of significant hazards and
risktohealth. Accordingly, Quality Care Cleaning Ltdrecognisestheimportanceto prioritise
these assessments so thatthe mostintricate or most highly used piece of equipmentis assessed
before those lesser used or simple non-powered hand tools.

Allrisk assessments willbe conducted onthe generalriskassessment form HS2. During the
course of the risk assessment, the following headings will be investigated and recorded as
necessary:

1. GUARDING

The equipment will be inspected to ensure that all moving parts are sufficiently
guarded. Where interlocking guarding is fitted, the risk assessment will incorporate any
overriding of the interlock. Any deficiencies with reference to guarding will be recorded
on the risk assessment form.
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2. MAINTENANCE & INSPECTION

The assessorwillinvestigate the needforthe instigation of aplanned preventative
maintenance system to be incorporated for the equipment. The need to install a system
will be recorded on the risk assessment form.

Inspection records will be scrutinised to ensure that the testing of the emergency stop,
testing of interlocking guardingand the visual inspection of the integrity of existing
guarding is sufficient. Any deficiencies will be recorded on the risk assessment form.

3. TRAINING

The assessorwillinvestigate the training of equipment operators; this willinclude
statutory training where necessary. Any deficiencies in training willbe recorded on the
risk assessmentform.

4. CONTROLS

Theassessorwillvisually inspectallthe controls forthe equipmentand determine
whether they are clear and well marked. Any control observed to be damaged shall be
recorded on the risk assessment form.

5. ISOLATION

The assessor will visually inspect the equipment to determine in the event of
unauthorised use or during maintenance activities it can be safely isolated to prevent
use. Any deficiencies will be recorded on the risk assessment form.

6. EMERGENCY STOP

The assessor will visually inspectthe equipmentto determine the location of the
emergency stop buttons/ controls. Ideally all emergency stop buttons shall be located
withinthedirectareaofthe operatorcontrollingthe equipment. Any deficiencies will
be recorded on the risk assessment form.

7. ENVIRONMENT

The assessor will visually inspect the local environment of all equipment and record any
hazardous findings, this may include; poor housekeeping, noise, location, insufficient
lighting etc.

8. PERSONAL PROTECTIVE EQUIPMENT

The assessor will visually inspect the equipment and operator to ensure any personal
protective equipmentthatmayberequired orthattheassessormaydeterminetobe
required is in operational use. Any deficiencies will be recorded on the risk assessment
form.

9. SIGNAGE

The assessorwillvisually inspect the equipment underassessmentand the local areato
ensureanyrelevantsignageis prominently displayed. This mayinclude the use of
gloves, use ofgoggles, warningof hotsurfaces etc. Any deficiencies found by the
assessor will be recorded on the risk assessment form.
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10. OTHER HAZARDS

The assessor will visually inspect the equipment and the surrounding area for any other
hazards that may be evident, these may include; damaged electrical cables, no
evidence of portable appliance testing, improper storage of hazardous materials, cables
across walkways, tools leftonequipment, spillages (water or chemical), musculoskeletal
injuries, burns due to hotsurfaces etc. Any deficiencies willbe recorded on the risk
assessment form.

Any risk or hazard identified will include any current controls that Quality Care Cleaning Ltd may
have in place. Where the assessor determines no control measures are in place then “No current
controls available” will be recorded on the risk assessment form.

Any risk or hazard identified to have sufficient control measures in place, the assessor will record
on the risk assessment form “Maintain current controls”.

On completion of the risk assessment, the assessor will record any remedial actions on the
objectiveplanreportingformHS11. Thiswillidentifythe exactnature ofthefault, the person
responsible for completing the remedial action and a target date for its completion.

The assessorwhowilldetermineifthe work conducted s sufficientwillinspectany remedial
action completed. Inthe event of the remedial action notbeing completed to a satisfactory
standard, the remedial action will be re-entered onto an objectives plan with the responsibilities
and new target date. The risk assessor has absolute discretion with regard to the acceptability of
the work and the outcome of any remedial action completed.

During the course of the assessment, should the assessor determine the equipment or process
may provide apotential/imminentriskof seriousinjury,theassessorhastheauthority tostop
theactivityimmediately,have the matterraised with seniormanagement(thisshouldalsobe
recorded on the risk assessment form) and have the matter recorded on an objective plan. Any
work activities will not be restarted without the permission of management. Any permission is

to be recorded on the risk assessment form / objective plan.

Allwork equipment risk assessments will be reviewed on an annual basis unless thereis a
change to the equipment or process.

MANUAL HANDLING

All manual-handling activities undertaken within the Company will be recorded on the
Company’s manualhandling risk assessmentformHS3. Only acompetent person will conduct
assessments, and all operations will be entered onto the manual handling activities register.

The manual handling activities register HS4 will contain the following information:

Activity Reference Number
Description of Activity
Location of Activity
Training Received Date
Level of Risk

Date of Assessment
Assessor's Name

© N ok wDdhd -~

Re-assessment Date
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For ease of location, area or relevant department may divide the activities register.

Allmanual handling risk assessments will be conducted as per the guidelines outlined in the
health and safety procedure below.

Toensure allmanual handling activities conducted within Quality Care Cleaning Ltd are recorded
and undertaken in a safe mannerand to ensure all mechanical means are used where necessary.

Only trained & competent persons will conduct risk assessment within the company.

Allmanual handling risk assessments will only be conducted on those activities recorded on the
manual handling activities register HS4.

The assessor utilising the manual handling risk assessment form will visually assess the manual
handling activity and record any concerns on the risk assessment form. These concerns are to
include the identification of any situation during the activity that would cause a risk to the
operatordue tothe ergonomic nature of the work activity, or due tothe working environmentin
which the activity is conducted.

Anyremedial actionthatmayberequiredtoreducetheriskistoberecorded onthe remedial
action plan on the second page of the assessment form and include responsibilities and target
dates for its completion.

Anyremedial actionidentified should notpurelyrelyonthe needtotrainindividualsinmanual
techniques, but should incorporate the need to introduce mechanical controls, which will assist
in the avoidance of the ergonomic concerns which have been identified.

Where no mechanical means can be introduced, the necessity to rotate individuals concerned in
highly repetitive activities is to be investigated by the assessor.

The risk assessor has absolute discretion in the completion of the risk assessment, including the
suitability of control measures proposed.

DISPLAY SCREEN EQUIPMENT

Allusersofdisplayscreenequipmentwillbeidentified. ThemanagementofQuality Care
Cleaning Ltd will ensure allindividuals are recorded on the display screen equipment register
HSG6. All persons recorded on the register will be risk assessed by a competent person and
recorded on the display screen equipment assessment form HS5.

All display screen equipment assessments will be conducted as per the guidelines outlined in the
health and safety procedure below.

Toensure that users and non users of display screen equipment are identified and that all users
are not exposed to risks to health because of their working activities.

Only trained competent persons will conduct completion of any risk assessment within Quality
Care Cleaning Ltd.

Allpersons whouse Display Screen Equipment (computers, security cameras etc) withinthe
company will be recorded on the DSE register form HS06.

Within the company, a user of display screen equipment will be any person who utilises
equipmentforatleasthalftheirworkingweekormore (i.e.40hoursworked, 20 hours used/20
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hoursworked, 10 hours used). The assessor will be responsible to ensure HS06 is updated with
this information.

All persons identified on form HS06 as a user of display screen equipment will undertake a
display screen equipment risk assessment. The information gathered as part of the risk
assessmentwillbe recorded onthe display screen equipmentrisk assessmentform HS05.

HAZARDOUS SUBSTANCE ASSESSMENTS

All substances used within the Company will be recorded on the hazardous substance register
form HS9. Any substance notfound on the register is to be segregated immediately and not used
without direct permission from the management of Quality Care Cleaning Ltd.

Before any substance is used within Quality Care Cleaning Ltd, itis the responsibility of
management to ensure the following is conducted.

[ Assesstherisk to health arising from the use of the substance and what precautions are
required to lower the risk

0 Introduce appropriate measures to prevent or control the risk

[ Ensurethatcontrol measures are used and that equipment is properly maintained and
procedures observed

0 Where necessary, monitor the exposure of persons and conduct an appropriate form of
health surveillance

[ Inform, instruct and train persons about the risk and the precautions to be undertaken

Allrisk assessments with regard to the Control of Substances Hazardous to Health willbe
recorded on the C.0.S.H.H. assessment form.

Oncerisk assessments have been conducted, itis the responsibility of managementto ensure
thepreventionandcontrolofexposuretoasubstanceisachieved. Eithercanachievethis:

+  ELIMINATION
Remove the hazardous substance by the changing of the process

+  SUBSTITUTION
Substitute with a safe or safer substance, or use it in less hazardous form

+  CONTROL
Totally enclosing the process or by partial enclosure and extraction equipment or
general ventilation

+  PROTECTION
Using safe systems of work and handling procedures

The use of personal protective equipment will only be used in the Company as a last resort only.

OCCUPATIONAL EXPOSURE LIMITS

The Company will continually monitor the guidance note EH40 to update the occupational
exposure limits of all substances used within the company.
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YOUNG PERSONS

Any person employed or who volunteers within the Company who under health and safety
legislationis classedasayoungperson(16-18yearsofage)willrequire asufficientrisk
assessment to be conducted.

Additionally, any persons below this age who under legislation are classed as children will also
requireanassessmenttobe conducted. Whereachild carriesoutworkexperience withinthe
company, a copy of any risk assessments will be forwarded to the school and parent of the child.

This will be recorded on the risk assessment form HS12.

NEW / EXPECTANT MOTHER

As soon as management within the Company has been instructed of a new / expectant mother,
itisthe responsibility ofthe managertoinstructthe designated appointed personfor safety of
this person.

Upon notification of the new / expectant mother, a risk assessment will be completed as soon as
possibletoensurethe safety ofthe personandthatofthe unbornfoetus. Anyriskassessment
will be reviewed before the return date of the new mother to further ensure the safety of the
mother and the new-born baby.

Assessments will be recorded on the New / Expectant Mother Assessment form HS11

LONE WORKING

Although the Company recognises that there is no general legal prohibition on lone working, it
will endeavour to identify hazards of the work, assessing the risk involved, and putting control
measures in place to avoid or control the identified risk / hazard.

OTHER RISK ASSESSMENTS

Asameanstoensurethe Company maintains a safe working environment, otherrisk
assessments may be conducted to ensure the health and safety of all persons. These may
include:

0 Traffic Management
I Workplace

0 FirstAid

I Working atHeight

[ Confined Space

0 Home Working
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PURPOSE

Toensure all personnel have the necessary level of skill and or qualification to perform their
assigned tasks / duties to an appropriate standard.

PROCEDURES

The Designated Appointed Personis responsible for all aspects of health and safety trainingand
is responsible for the maintenance of all training records related to the occupational health and
safety system. Additionally, the Designated Appointed Person is responsible for the formulation
of the annual training programme, after reference with senior management, for all personnel.

Training matrices are compiled and maintained as per safe working practice SA10.

Onceapersonistrained and qualifiedtoanappropriatelevelitisnotedimmediatelyonthe
training matrix by the relevant department manager / supervisor.

Training requirements within Quality Care Cleaning Ltd are continually reviewed to ensure that
any shortfall notedis corrected as soon as possible regarding personnelchanges, new
employees, orwhere applicable, interchange due to works holidays or absenteeism.

The currency and validity of certification demonstrating competence is checked for compliance.

Anydecisiontotrainanindividualin aparticulartask/activity is the function ofthe relevant
department al manager / supervisor.

Ifduringthereview oftraining objectives oratany othertime of Quality Care Cleaning Ltd’s
working hours, an employee fails to adhere to an appropriate health and safety standard, an
immediate review of the employee’s training is undertaken by senior management.

If following any re-training the employee continues to perform below standard, the employee is
deemed to be incapable of carrying out the task / activity to an adequate level. The employee is
no longer qualified or permitted to perform the task / activity and all training records are
amended as necessary.
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PURPOSE

Toensure the overall setting of health and safety objectives, arising from management review,
audits, risk assessments etc are set, documented and achieved.

PROCEDURES

All objectives and achievable target dates are set down to make improvements where necessary

within Quality Care Cleaning Ltd, toachieve, presentorfuture comply with healthand safety
legislation. By the setting of objectives, itwill allow Quality Care Cleaning Ltd toimprove its

overall health and safety performance and to ensure and document any continual improvement.

Theobjectivesshouldbe S.M.A.R.T.i.e. specific, measurable,achievable, realisticand timely.
Specific - outline in a clear statement precisely what is required

Measurable - include a measure to enable you to monitor progress and to know when the
objective has beenachieved

Achievable - objectives can be designed to be challenging, butitis important that failure is not
builtinto objectives. Employees and managers should agree tothe objectivestoensure
commitment to them

Realistic - focus on outcomes rather than the means of achieving them

Timely (ortime-bound) - agree the date by which the outcome must be achieved
Whenestablishingandreviewingany objectives, Quality Care Cleaning Ltd shallensure
consideration is made of any legal or other requirements and any other health and safety

aspects where practicable.

All set objectives shall be recorded on an objective plan. Copies of all objective plans are to be
retained by the Designated Appointed Person for review.

Itistheresponsibility ofthe Designated Appointed Persontoreviewallobjectivesatregular
intervals, to ensure all identified persons with responsibilities for the completion of objectives
are on track to meet the set objective date.

All objectives are reviewed at the management review meetings that are held at prescribed
intervals.
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PURPOSE

Toallow Quality Care Cleaning Ltd to obtain and maintain objective evidence of the occupational
health and safety system and the effectiveness of control measures implemented.

PROCEDURES

The designated person for safety identifies the safety procedure orassessment to be maintained
for each operation and is responsible to ensure Quality Care Cleaning Ltd satisfies the
requirements of OHSAS 18001.

Alloccupational health and safety procedures, safe working practices andrisk assessments shall
be maintained for an appropriate period of time depending upon their importance. A master list
of all safety records shows the retention time of individual safety record.

Documentsand/orDatarelatingtoQuality Care CleaningLtd’shealthand safety systemare
controlled by the Designated Appointed Person to ensure that current information is available at
the point of use with the right document with the right person at the right time.

The currentissue status for all documentation within the occupational health and safety system
is recorded on the safety master list retained in Quality Care Cleaning Ltd’s occupational health
and safety manual. Current legislative documentation is listed on Quality Care Cleaning Ltd’s
health and safety legal register.

Prior toissue alldocuments and data shall be verified and approved by the Designated
Appointed Personbefore inclusioninthe occupational health and safety manual.

www.qualitycarecleaning.co.uk @ 01223 833300 7
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PURPOSE

Toensure a currentregister of applicable health and safety legislation is produced, maintained
and remains applicable to Quality Care Cleaning Ltd’s activities.

PROCEDURES

Itis the responsibility of the Designated Appointed Person to ensure a register of relevant health
andsafetylegislationand otherrequirementsis compiled. Theregisterwillencompass any
health and safety legislation that may be applicable to Quality Care Cleaning Ltd through any of
its services, processes or activities.

The legal register of legislation shall be readily available to all interest parties, including:
employees, directors, visitors, enforcing authorities.

When new health and safety legislation is required to be communicated to all employees, itis
theresponsibility of the Designated Appointed Personto communicate withall relevant
personnel within Quality Care Cleaning Ltd and any other interested parties.

Quality Care Cleaning Ltd maintains a current awareness of new or evolving legislation by means
of: -

Membership of associated bodies
Legislative updates published by associated bodies
Attendance at conferences and seminars where appropriate

External Safety Advisors — Health and Safety Executive
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PURPOSE

Toensure all elements of the occupational health and safety system are functioning as intended
and that they are achieving the defined objectives.

PROCEDURES

The Designated Appointed Person shall establish, document and implement a programme for
conducting health and safety audits, which shall objectively evaluate the adequacy of allaspects
of Quality Care Cleaning Ltd’s health and safety management system.

The Designated Appointed Person will prepare the annual audit schedule which is based on the
clausesof OHSAS 18001. Onlytrained persons, eitherwithin Quality Care CleaningLtdor
externally, are permitted to conduct audits on behalf of Quality Care Cleaning Ltd.

Where internal auditors may be used, they are only permitted to conduct audits on areas not
under their area of responsibility.

All audits will be completed according to SA16.

The Designated Appointed Person checks all completed audits and ensures allidentified
remedialactionisincluded onQuality Care Cleaning Ltd’s objective plandocument.

The completed audit is presented at the next management review meeting for discussion.

Itis the responsibility of the Designated Appointed Person to ensure all audits are retained for
the specified retention period as detailed in SA16.

Each clause of the specification will be audited and identified in the annual audit schedule; the
maximum period between audits will notbe more than 24 months. All procedures and safe
working practices are deemed as being of equal importance.

However, when significant deficiencies in clauses are identified, more frequent audits may be
carriedoutwiththeintervalsrelatingtothe seriousness ofthe deficiency, and the nature ofthe
changes made.
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PURPOSE

Toensure Quality Care Cleaning Ltd’s Occupational Health and Safety performance is monitored
and measured on a regular basis and records are retained.

PROCEDURE

The conformity of Quality Care Cleaning Ltd’s Occupational Health and Safety activities shallbe
monitored viaregular safety inspections, audits and safety tours. The frequency ofthese
inspections shall be reviewed in Quality Care Cleaning Ltd’s health and safety meetings. The
outcome of the reviews shall be recorded in the minutes of the above meeting and retained as
required under document and data control.

Monitoring of the occupational health and safety management system failures shall be reviewed
under an agenda item, during Quality Care Cleaning Ltd’s health and safety review meetings.
These shall comprise of investigations, analysis of accidents, nearmisses, losttime duetoillness
and property damage.

The results obtained from monitoring activities shall be used to determine whether
Occupational Health and Safety objectives have been achieved, as required by Quality Care
Cleaning Ltd’s health and safety objectives plan.

The following techniques shall be used within Quality Care Cleaning Ltd as ameans of measuring
our health and safety performance.

Risk Assessments

Accident Reports

Near Miss Reports

Health & Safety Audits

Health & Safety Meeting ltems

Occupational Health & Safety objectives and targets
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PURPOSE

Toensure relevant health and safety information / instructions are communicated to all
personnel within Quality Care Cleaning Ltd and any other interested parties.

PROCEDURES

Quality CareCleaningLtdholds healthand safety meetings atperiodicintervalstoensurethe
health and safety systemis operating effectively. This meeting provides Quality Care Cleaning Ltd
withaforumtocommunicate healthand safetyrelatedtopicstoallattendees. Italsoprovidesa
forumforanyemployeestomake acontribution tothe developmentofQuality Care Cleaning
Ltd’s health and safety system.

The health and safety meeting will also allow Quality Care Cleaning Ltd to consult personnel
regarding any changes affecting its workplace / environment.

Minutes of these meetings are also displayed on various notice boards around the premises as a
means of communicating with all personnelwithin Quality Care CleaningLtd. Allpersonnel
within Quality Care Cleaning Ltd have a responsibility to ensure they read any published minutes
and communicate any issues to senior management.

Signs and notices are displayed throughout Quality Care Cleaning Ltd to provide additional safety
related information to all personnel.
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PURPOSE

Toensure the occupational management systemused within Quality Care Cleaning Ltd continues
tomeetitsrequirements andto considerany appropriate changestothe systemthroughthe
setting of objectives.

PROCEDURES

Quality CareCleaningLtdshallconductformalhealth and safetyreview meetingsatpre-
arranged dates to ensure that both the occupational health and safety system and company
objectives are maintained at an effective level.

Therelevantpersonnelarethosedeemedtohaveasignificantparttoplayinthe effective
operation of Quality Care Cleaning Ltd’s health and safety system. From time to time other
personnel may be co-opted to attend the review meeting to fulfil any specific requirements.

The safety review meetingwill ensure thatalltopics necessary to ensure the continuing
successful operation of the safety system are adequately dealt with. These items will normally
form the agenda for the meeting and will also be subject to review at each meeting.

Actions arising from the occupational health and safety review meeting, including the
identification of responsible persons (I.R.P.), will be identified within the minutes. The minutes
will also include suitable completion dates for the relevant action and will be included on Quality
Care Cleaning Ltd occupational health and safety objectives plan forimplementation.

In the event of completion dates not being meet, the |.R.P. shall report to the Designated
Appointed Personimmediately, toensure anagreedrevised dateisimplemented.

The completed minutes shall include alist of all attendees and include details of any person who
hassentapologies. The minutes willbe signed by the mostsenior personwithin Quality Care
Cleaning Ltd or in their absence by the Designated Appointed Person.
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PURPOSE

Toensure that the suitability of hazardous substances, personal protective equipment etc meets
the Company’s health and safety and environmental standards and to ensure that all products
whichareintended foruse atthe site forwhateverreason are properly assessed forrisks to
health prior touse.

PROCEDURES

HAZARDOUS SUBSTANCES

The Designated Appointed Person shall at all times liaise with the purchasing department of
Quality Care Cleaning Ltd and ensure the department has an up to date Approved Substance
List.

All products are ordered from the “Approved Substances List”.

Where the productis notincluded onthe “Approved SubstancesList’, itis the responsibility of
the person wishing to order the product (the Requestor) to obtain the material safety data sheet
from the product supplier prior to the product coming onto the site.

Onreceipt of the material safety data sheet, the Requestor is responsible for passing the
material safety data sheet to the designated appointed person.

Itis the responsibility of the Occupational Health & Safety Officer to decide whether the product
is acceptable for inclusion on the “Approved Substances List”.

Acceptance of the product is only made official on issue of a revised “Approved Substances List”
and the Requestor is not at liberty to order the product until such time as the product is
included on thelist.

Any new materials received which have no material safety data sheet (MSDS) shall be placedina
segregated area and will not be used until the relevant information is available. When no MSDS
is forthcoming the product will be returned to the supplier.

Itis the responsibility of the Designated Appointed Person to ensure all substances included on

the Approved Substance Registerarerisk assessed and details ofthe assessments have been
communicated to all relevant personnel.

PERSONAL PROTECTIVE EQUIPMENT

The use of personal protective equipment within Quality Care Cleaning Ltd shall be used as alast
resort only.

All personal protective equipment used on site shall be included on a master register of personal
protective equipment under the responsibility of the designated appointed person.

No person within Quality Care Cleaning Ltd is permitted to use their own personal protective
equipment without written permission from the designated appointed person.

Where applicable, a product specification for the equipment will be retained on file.

SP 16 PURCHASING SAFETY MATERIALS AND ITEMS
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Personal Protective Equipment used within Quality Care Cleaning Ltd will only be purchased if

thetype of equipmentis suitable forthe intended task/purpose. Itis the responsibility of the
Designated Appointed Person to ensure aregister of authorised personal protective equipment
is produced

SP 16 PURCHASING SAFETY MATERIALS AND ITEMS



©

QUALITY CARE CLEANING LTD

COMMERCIAL CLEANING SERVICES www.qualitycarecleaning.co.uk

Page 68 of 157

PURPOSE

Toensure all electrical items used within Quality Care Cleaning Ltd are used and maintained to
an appropriate standard and meet the safety requirements of the Electricity at Work Regulations
1989 so that employees, customers and visitors are not exposed to danger.

PROCEDURES

PORTABLE APPLIANCES

No person may carry out work on any electrical equipment, including the fitting of plugs, fuses
andlamps, unlesstheyhave beensuitably trained. Only competent personstrained and
authorised by Quality Care Cleaning Ltd will be allowed to carry out these tasks.

Itis the responsibility of all Designated Appointed Person to ensure that all equipment is
designed for the environment in which it is to be used and suitably protected.

The use and operation of portable appliance equipment within Quality Care Cleaning Ltd will be
conducted by trained / competent persons.

Workonallelectrical equipment (fixed, portable ortransportable) will be carried out so thatit
does not constitute a risk to employees or any other persons.

Nopersonalmains-powered equipmentwillbe used onany of Quality Care CleaningLtd's
premises unless permission has been givenforits use by management and the equipment has
evidenceofacurrentvalidtest(displayedonanadhesivelabelontheleadortheequipment
itself).

Onlycompetentpersonswillbe allowedtotestequipment. Arecord willbe keptofeachtest
and a tagging system will be used on all electrical equipment.

FIXED ELECTRICAL SYSTEMS

Itis the responsibility of the designated appointed persons to ensure fixed electrical inspections
are conducted at five yearly intervals and certificates are retained for inspection by interested
parties.

Quality Care Cleaning Ltd will perform regular periodic tests on all electrical equipment in use
and the findings will be recorded. These tests will be carried out either by internal competent
staff or externalcontractors

Staff will carry out visual inspections prior to using all electrical equipment.

OUTDOOR ELECTRICAL SAFETY

Inthe eventof Quality Care Cleaning Ltdrequiring torun electrical cables externally, itis the
responsibility of all persons within Quality Care Cleaning Ltd and applicable contractors to
ensure all electrical cables are inspected before use and keptaway from possible hazards caused
by passage of vehicles or pedestrians.

Theelectricity supplytoall portable appliances usedexternallywillbe protected by aresidual
current device (RCD) with a rated tripping current of 30mA or less and no adjustable time delay.

SP 17 ELECTRICAL SAFETY
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WORKING OF ELECTRICAL SYSTEMS

The working on electrical systems within Quality Care Cleaning Ltd will only be conducted by
trained electrical engineersonly.

Anyequipmentwillbeisolated priortothe commencement ofworkand apermittoworkissued
by the Designated Appointed Person and will not be used until identified on the relevant permit.

Employees and/or contractors who work on or use electrical equipment should always ensure
that all:

electrical equipment is visually inspected for faults before use
portable electrical equipment has a valid and current test label attached to them (PAT)
leads and extension leads have a valid and current test label attached to them (PAT)

extension leads will be covered in walkways so they do not present a trip hazard

Quality Care Cleaning Ltd will perform regular periodic tests on all electrical equipment in use
and the findings will be recorded. These tests will be carried out either by internal competent
staff or externalcontractors.

Any electrical equipment found to be faulty will be taken out of service and clearly marked

SP 17 ELECTRICAL SAFETY
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PURPOSE

Toensurethatallcompany vehicles are properly maintained, safetyissues are correctly
observed and authorised persons who may require to drive vehicles on private or public roads
are competent and hold a valid licence for the relevant vehicle.

DEFINITIONS OF DRIVERS

Nominated Holder- Thisis a persontowhomavehicle hasbeenissuedby Quality Care Cleaning
Ltd for full time use.

Authorised Person - Thisis anemployee whoforbusiness related purposed may be required to
operate a vehicle, with the authority from senior management.

PoolVehicle-These are vehicles notassigned to anyindividual within Quality Care Cleaning Ltd,
butis controlledbyadesignated appointed person. These vehiclescanbedrivenbyeithera
“Nominated” or“Authorised” person. The use of all pool vehicles mustberecordedinthe pool
vehicle log, stating destination, name of driver, time, date and current mileage.

PROCEDURE

Nopersoneither“Nominated” or“Authorised”is permitted todriveacompany vehicleunlessa
currentcopy oftheirdrivinglicenceisheldonfile. Copies ofalllicences aretobeprovidedonan
annual basis.

Any person who wishes to be a nominated or authorised driver must meet the following criteria:

0 Holds avalid and current UK/EU driving licence (Full not Provisional) which has been
examined by a Designated Appointed Personwithin Quality Care CleaningLtd. Drivers

holding a valid driving licence issued outside the UK or EU can be authorised fora
period of 12months priorto exchangingtheirlicence fora UKversionupon UK
residency

0 Isadirectemployee of Quality Care Cleaning Ltd

0 Isnotatany time suffering from any illness or taking any prescription medication which
would affect their ability to drive

0 Hasthe authority of senior management within Quality Care Cleaning Ltd to drive a
company vehicle

[ Willonly operate a vehicle within U.K. legislation regarding the driving of vehicles on
public highways
[ Has not had any details changed on their driving licence

MOBILE PHONES

The use of mobile phones when operating a company vehicle is not permitted unless a suitable
hands free kitis fitted. The use of mobile phones mustnotbe encouraged and should be
conducted when safe to do so.
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DRUGS / ALCOHOL

No person is permitted to drive a company vehicle whilst under the influence of drugs or
alcohol. Any person who is found to be operating a vehicle whilst under any influence will result
in disciplinary action being taken.

Any person required to take prescribed medicines that may influence their ability to drive must
notify senior managementimmediately.

NAVIGATION

Drivers are not permitted to drive whilst reading any maps or directions. All drivers must park in
a safe manner in the event they are required to read any written directions / maps.

ACCIDENTS

Any accident in a company vehicle must be reported to senior management at the earliest
opportunity (within 24 hours).

NOMINATED PERSONS

Allnominated persons who drive a company vehicle must conduct regular inspections of their
vehicle to ensure there are nodefects. Inthe instance of defects being observeditis the
responsibility of the nominated persons to remedy those which is easily rectified and where no
costisinvolved. Shouldamoreserious defectbe observed seniormanagementshouldbe
informed immediately.
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Allaccidents, near misses and dangerous occurrences are to be reported to management as
soon as possible following the accident, near miss or dangerous occurrence.

UNSAFE ACTS

Quality Care Cleaning Ltd encourages its employees to report any person who they determine to
be conducting an activity which may result in an accident / injury.

All employees are encouraged to report to theirimmediate supervisor any fault to machinery /
equipment that may result in an accident or injury.

ACCIDENTS

Toallow Quality Care Cleaning Ltd to fulfil its duties under safety legislation, we encourage all
employees to notify management of any accident which resulted in injury, ill-health or damage
to property etc. as soon as possible after the incident.

All accidents are to be recorded in Quality Care Cleaning Ltd’s accident book and the outline of
the Data Protection Act followed at all times by management with regard to the storing of
information.

The immediate area of the accident is to be cordoned off following the accident until an accident
investigation is completed by management.

All recorded accidents will be investigated by a member of the management team to determine
the outcome of the accident and to prevent a re-occurrence. All accident investigations will be
recorded on accident investigation form HS23a.

NEAR MISSES

Allemployees are encouraged to report any instance which either they or a work colleague has
been:

[ Nearly hit by a moving vehicle whilst at work

[ Nearly hit by an object whilst at work

[ Catches abody parton equipment/machinery which fails to result in any cut or injury
[ Potential slip hazard that may have caused injury

Allnear misses are to be recorded on a near miss form and investigated to prevent any serious
injury from occurring.

ACCIDENT REPORTING

AllaccidentswhicharereportableunderR.1.D.D.O.R. willbereportedbymanagementtothe
enforcing authority as soon as possible after the accident, the online reporting form F2508 being
forwarded within 10 days following the accident using the link:
http://www.hse.gov.uk/riddor/report.htm

SA 01 ACCIDENTS & NEAR MISSES
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FIRST AID

Firstaid training is necessary to prevent and treat sudden iliness or accidental injury. The
primary objective of first aid is to save lives. This objective can be met within Quality Care
CleaningLtdbyensuringtrainedpersonsareavailable onsiteatalltimestoassistinthe
following while awaiting the arrival of the emergency services:

Preventing heavy bloodloss

Maintaining breathing

Preventing further injury

Preventing shock

Getting the victim medical attention where applicable

QUALIFIED FIRST AIDERS

Inthe eventofanemergency Quality Care Cleaning Ltd has anumber offully qualified first
aiders;thesepersonshaveundertakenanintensivefirstaid course (FirstAidatWork)and
certification gained. Each first aider will undertake a refresher course atthree yearly intervals.

a) None on site at present

EMERGENCY FIRST AIDERS

Inthe event of the absence of qualified firstaiders, the Company has trained the following
personsinemergency firstaid procedures (Emergency FirstAid at Work). These personnel have
undertakenahalfdaytofullday course and willundertake arefreshercourse atthree yearly
intervals.

a) None on site at present

FIRST AID CONTAINER LOCATIONS

Toensure thatfirstaid containers within Quality Care Cleaning Ltd are easily accessible atall
times, first aid containers are positioned in the following location(s):

a) Office

MEDICAL TREATMENT

Where externalmedicaltreatmentisrequired, the patientwillbetransportedtothefollowing
hospital by either a designated member of staff or if applicable by ambulance.

Addenbrooke’s Hospital
Hills Road
Cambridge
Cambridgeshire

CB2 0QQ
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FIRST AID CONSUMABLES AND EYE WASH STATIONS

Thefirst aid consumables in each container will be informally checked by all first aiders after
conducting first aid. Any items used will be replaced immediately by the relevant first aider.

The Designated Appointed Personisresponsibleforthe formalinspection ofthefirstaid
containers and eye wash stations at regular intervals to ensure they are adequately stocked /
within expiry date.

FIRE SAFETY

FIRE RESPONSIBILITIES

Ondiscovering a fire, no matter how small, the discovering person must raise the alarm
immediately so that an evacuation can be initiated.

Onhearingthefirealarm, the persondiscovering thefirewillcontactthe receptionandinform
them ofthefire anditslocation. Where the reception areais closed (outside office hours)itis
the responsibility of the senior person on site to contact the emergency services by dialling 999.

When the exchange operator answers, the person making the call, speaking clearly and calmly,
should ask for FIRE SERVICE and give the telephone number of Quality Care Cleaning Ltd.

When connected to the fire service, state clearly and calmly:
Fire at:

Quality Care Cleaning Ltd
Copley Hill Business Park
Cambridge Road
Cambridge

CB22 3GN

The person making the call must not replace the receiver until this information has been
correctly acknowledged.

Once the information has been passed to the fire service the person making the call must leave
the building by the nearest exitand reportto the designated assembly point. When atthe
designated point the person who raised the alarm should inform the most senior person at the
assembly point that the fire service has been called and are in attendance.

Nopersonispermittedtore-enterthebuildingunlessinstructedbyeitherthe Fire serviceorthe
most senior person from Quality Care Cleaning Ltd.

PRACTICE PHASED EVACUATIONS

Practice evacuations willbe conducted atleasttwice per year; this will be achieved by the
sounding of the fire alarm without prior knowledge of persons within Quality Care Cleaning Ltd.

Onhearingthealarmallpersonswillleave the buildingbythe nearestexitandreporttothe
designated assembly point for a roll call.
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Itisthe responsibility of the fire wardens and the designated person for safety toensure all
persons have evacuated the building in a timely and orderly fashion. The results of all
evacuations including type of evacuation, persons involved, and time taken will be entered into
the fire log, any remedial actions resulting from the evacuation will be entered onto a remedial
action plan (FormHS17).

EMERGENCY LIGHTS

The emergency lights within Quality Care Cleaning Ltd will be tested on a monthly basis by a
designatedfire marshal. Thiswillbe achieved by switchingthe electrical supply offand
determining whether the emergency lighting has activated.

Itis the responsibility of the designated fire marshal to ensure that all emergency lighting has
activated both internally and externally.

The designated fire marshal shall record all results in Quality Care Cleaning Ltd’s fire log and will
report any defects to the designated appointed person for safety immediately.

The emergency lights will be tested on a bi-annual basis by a competent engineerand a
certificate obtained.

FIRE FIGHTING EQUIPMENT

Allfire extinguishers within Quality Care Cleaning Ltd will be formally inspected by an external
contractoronanannualbasis. Theresults ofthe inspections willbe recordedinthefirelog.

Adesignatedfire marshalwillconductaformalinspection of allfire extinguisher pointsona
weekly basis. The purpose of these inspections is to ensure all extinguisher points are free from
obstruction and all extinguishers are readily available, this inspection will also take into account
the relevant extinguishersignage.

In the event of used fire extinguishers being discovered it is the responsibility of the fire marshal
to inform management immediately so that replacements can be acquired immediately (results
entered in the fire log).

Intheeventofafireitisimportantthatextinguishersare used correctly. Where appropriate,
designated persons will receive formal training in the correct use of portable extinguishing
media.

Intheunlikely eventthatpersons mayneedtouse afire extinguisheritisimportantthatall
persons remember the P.A.S.S. word.

P Pull Pullthe safety pin by grabbing the ring and twisting.
A Aim Aim the hose at the base of the fire

S Squeeze Squeeze the handle

S Sweep Sweep the hose from side to side while discharging the

extinguisher.
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FIRE EXTINGUISHER TYPES

WATER
There are presently two types of water extinguisher:

[  Stored Pressure
0 Cartridge

Thistype ofextinguishershould be usedonsolidfires only suchaswood, plasticsetc. The
extinguisherworksby coolingthefire. Thistype ofextinguishershould notbe usedforpetrol/
oil fires and should not be used near any electrical equipment.

Co2

These extinguishers are suitable for electrical equipment - fires occurring in motors, controls,
wiring; or involving live electrical current. Where possible, disconnect electrical supply and treat
as appropriate for burning material.

The extinguishers are suitable mostly for liquids only such as petrol/ paints. These extinguishers
are safe to be used near electrical equipment. The extinguisher works by displacing oxygen. The
use of this type of extinguisher on a fire does not cool and is not suitable for solids.

FOAM

This type of extinguisher can be used on solids such as wood, plastics and liquids such as petrol /
paints. These extinguishers are notsafe tobe used near electrical equipment. This type of
extinguisherextinguishes by smothering liquids with film or cooling and smothering solids.

DRY POWDER

This type of extinguisher can be used on solids such as wood, plastics and liquids such as petrol/
paints. These extinguishers are safe to be used near electrical equipment. This type of
extinguisher extinguishes the fire by smothering the flames. They do not however cool very well.

FIRE BLANKET

Afireblanketis very affective in smothering the fire and denying itoxygen buthastocoverthe
entire burning area. This type of extinguishing media is good forintense butlocalised areas such
as chip fatfires.

FIRE SIGNAGE / ESCAPE ROUTES / FIRE DOORS

Allfire signage / escape routes and fire doors will be formally inspected by a designated fire
marshal on aweekly basis. The purpose of these inspections is to ensure that:

0 Allfire signage is in place, clear, visible and free from obstruction
[ Toensure allinternal escape routes and fire doors are clear, visible and unobstructed
[ Toensure all external escape routes are unobstructed

The results of allinspections will be recorded in the fire log and any remedial action entered
onto a remedial action plan (Form HS17).
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FIRE ALARM

Allfire alarm call points (break glass points) throughout Quality Care Cleaning Ltd will be labelled
with an individual number and its identification recorded in the fire log.

Thetestingofthefirealarmwillbe conducted by adesignatedfire marshalandtheresults ofall
testsrecordedinQuality Care CleaningLtd’sfirelog. Thefire marshalwillrecord the call point
number under test, the date and if the alarm can be heard.

Onaweekly basis the fire alarm test will be activated from a “call point” on a rotational basis
and the alarm sounded for at least 10 seconds (This will ensure the call point is in working order
and the alarm can be heard by all persons within the area).

Any faults which are detected as a result of the test will be reported to management
immediately and the alarm system contractor notified of the fault (The telephone number is
located on the alarm control panel).

Intheunlikely eventofasignificantpowerfailure, itis the responsibility of the seniorpersonon
site toinform the external contractor of the length of the power failure to ascertain if the fire
alarm system requires another inspection.
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VISITORS BOOK

All visitors must report to the reception area of Quality Care Cleaning Ltd upon arrival at the
premises.

Allvisitors must sign the visitors’ book in the reception area before entering any part of the
building. Itis the responsibility of persons receiving visitors to ensure the visitors’ book is signed
before allowing entry.

Duringthe periodofthevisit, all visitors remaininthe careandresponsibility ofthe persons
receiving them.

FIRE

Upon hearing thefire alarm, visitors must calmly make their way to the nearest fire exitand
proceed to the designated assembly point to allow a roll call to be taken. Visitors must not leave
the premises until such a roll call has been conducted.

If visitors are unclear of the location of the designated assembly point, they are requested to
please ask any employee of Quality Care Cleaning Ltd who will gladly assist them.

ACCIDENTS

If any visitor is involved in any accident or dangerous occurrence, they are requested to inform
the person who received them in Quality Care Cleaning Ltd who will be responsible for ensuring
it is properlyrecorded.

PARKING OF VEHICLES

All visitors to this Organisation must ensure that all vehicles are parked in a safe manner and not
causing an obstruction.

This Organisation does notaccept any responsibility for any loss ordamage to vehicles whilst
parked within Quality Care Cleaning Ltd’s boundaries.

SMOKING

All visitors are kindly reminded that smoking is not permitted in the building.

PROTECTIVE CLOTHING OREQUIPMENT

Visitors are reminded that Personal Protective Equipment (P.P.E.) must be worn in designated
areas of Quality Care Cleaning Ltd. Visitors are not permitted in these areas without wearing the
necessary P.P.E. If you are in any doubt that you may have to enter these areas, please ask the
person receiving you for assistance.

SA 03 CONTROL OF VISITORS



QUALITY CARE CLEANING LTD

COMMERCIAL CLEANING SERVICES www.qualitycarecleaning.co.uk

©

Page 79 of 157

SECURITY

Whilstconducting any activities within Quality Care Cleaning Ltd, all visitors remain the
responsibility of the person receiving them at all times. All visitors must wear the appropriate
visitors badge at all times whilst on the premises.

INFORMATION

Anyinformation which goes beyond the realms of published knowledge, whether made
available to visitors from documents, samples or prototypes etc, during the course of the visit,
mustbe treated as confidential. This Organisationretains unlimited ownership of allsuch
information. Anyinformation should notbereproducedwithoutprioragreementwith senior
management of thisOrganisation.

CONTRACTORS’ RULES

INSURANCE

All contractors must provide evidence that they are adequately insured for any common law
damagesawardthatmaybemadetoanypersoninjuredasaresultofthecontractorswork
activities.

RULES

Allcontractors mustsignthevisitors’bookinthe reception areabefore enteringanypartofthe
building. Itis the responsibility of persons receiving the contractor to ensure the visitors’ book is
signed before allowingentry.

During the period of the visit, all contractors remain in the care and responsibility of the persons
receiving them.

SA 03 CONTROL OF VISITORS



QUALITY CARE CLEANING LTD

COMNMERCIAL CLEANING SERVICES

www.qualitycarecleaning.co.uk

The following rules must be applied by employees of Quality Care Cleaning Ltd to ensure we
maintain an acceptable housekeeping standard:

1.

Allequipment used by personnelis to be returned to designated storage areas and
maintained at acceptablelevels.

Allelectricalequipmentwillbeinspected atthe startofeachshiftand defectsreported
to managementimmediately.

All substances used by personnel are to be returned to designated storage areas.

Allinternal and external walkways, roadways etc. are to be kept clear and unobstructed
at all times (In extreme weather conditions additional safety precautions will need to be
adopted by allpersons).

Allareas ofthe workplace willbe maintained inaneatandtidy mannerwithwaste
material removed at regular intervals throughout the day.

All forms of lighting will be visually inspected and if required cleaned on a regular basis
with windows etc. cleaned when necessary.

All equipment used for extraction or ventilation will be regularly inspected and any
defects reported tomanagement.

Page 80 of 157
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The following are rules for the displaying of signs and notices throughout Quality Care Cleaning

Ltd.

1. Allsignage will be displayed in a prominent manner and is to remain unobstructed at all

times

All persons are to refrain from defacing any signage within Quality Care Cleaning Ltd
3. Nosignage or notice can be erected in Quality Care Cleaning Ltd without the direct

permission of management

4. Allsignage within Quality Care Cleaning Ltd will be inspected by management atregular

intervals, and replaced as necessary

FIRE SIGNAGE

Allfire signage within Quality Care Cleaning Ltd shall be of
directional and pictorialtype.

NOISE

All designated hearing protection zones shall be clearly identified.

PERSONAL PROTECTIVE EQUIPMENT

Alldesignated areas/workplaces shallhaveallrelevantsignage
posted.

HEALTH & SAFETY LAWPOSTER

The health and safety law poster shall be prominently displayedin
designatedareasaroundthe premises. Thisshallinclude details of
appointed persons, safety representatives, the enforcing authority etc.

OTHER POSTERS

Ear protection
must be worn

&

Box goggles Protective gloves
must be worn must be worn

8B ©

otad

2

A

All other health and safety related posters / information that may be
applicable to Quality Care Cleaning Ltd’s operations shallalso be displayed

inprominentpositions; thismayinclude C.O.S.H.H. posters, manual

handlingposters, details offirstaiders, Quality Care Cleaning Ltd’sfire

notice etc.

Tanr youe need 1o koo

NER
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Acute toxicity, Very toxic (fatal), Toxic etc

Gases under pressure

Harmful skin irritation, serious eye irritation

Flammable gasses, flammable liquids, flammable solids, flammable aerosols,
organic peroxides, self-reactive, pyrophoric, self-heating, contact with water
emits flammable gas

Explosive, self-reactive, organic peroxide

Harmful to the environment.

Oxidising gases, oxidising liquids, oxidising solids.

Respiratory sensitiser, mutagen, carcinogen, reproductive toxicity, systemic
target organ toxicity, aspiration hazard.

COSOLOOP

Corrosive (causes severe skinburns and eye damage), serious eye damage.

Page 82 of 157

SA 06 CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH



QUALITY CARE CLEANING LTD

COMMERCIAL CLEANING SERVICES www.qualitycarecleaning.co.uk

©

Page 83 of 157

HANDLING OF CHEMICALS

Allchemicals / substances used within Quality Care Cleaning Ltd will be handled in the following
manner:

[ Thehandling and use of all substances within this Organisation is to be conducted by
authorised personnel only. These persons will have been made aware of the particular

hazards of the substance and been provided with appropriate training on its safe use.
[ Ensurealldesignated personal protective equipment is worn before handling or using

any substance within Quality Care Cleaning Ltd.
0 Do notsmoke, eat or drink in any chemical areas.

0 Before using any chemical read the label before opening and ensure itis the one
required.

[ Shouldthesubstancerequiretransportationtoanotherareaofthe premises, this
should be conducted in a safe manner and the welfare of all other persons observed.

[ Undernocircumstances are personnelto mix substances unlessdirectedbya
competentmember of Quality Care Cleaning Ltd’s managementteam.

[ Where asubstance is decanted viaatap, personnel must ensure thatitis securely
closed and were appropriate a drip tray placed under the tap.

0 Underno circumstances are substances to be decanted into containers where they will
be used for prolonged periods.

Allflammable substances used and stored within Quality Care Cleaning Ltd will be handled in
accordance with any written or verbal instructions provided by competent persons. Any
flammable substance will also be returned to the designated fire resistant storage area when no
longer required.

HANDLING OF FLAMMABLE SUBSTANCES

Toensure allflammable substances within Quality Care Cleaning Ltd are handled ina safe
manner, all personnel are required to adopt the “VICES” rule while handling and storing.

VICES stands for Ventilation, Ignition, Containment and transportation, Exchange, Separation.

VENTILATION

Ensure adequate ventilation is available when storing / using flammable liquids or gases. Good
ventilation will mean that vapours given off from a spill, leak, or release from any process, will be
rapidly dispersed.

IGNITION

Allpersonnelinvolvedinthe handling offlammable substances willensure thatnoignition
sources are presentin the storage, transportation and use of any flammable liquid or gas. This
includes; smoking, sparks from electrical equipment, welding equipment, soldering equipment,
open flames, heating equipment. All personnel requiring to transport flammable materials from
thebunkertootherlocations aroundthe Company willfirstwalk therequiredrouteandensure
no ignition source is evident.
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CONTAINMENT & TRANSPORTATION

All flammable materials will be transported in original containers only, all personnel will ensure
that the lid is properly secured before commencing the transportation of any flammable
substance. Any spillage of a flammable substance will be dealt withimmediately by trained staff.

Gas cylinders will be transported on suitable trolleys and chained in position at all times.

EXCHANGE

The Company will endeavour to use non-flammable materials were ever possible. Where this is
not possible “VICES” will be followed by all personnel.

SEPARATION

Allflammable substances will be storedin the bunker only away from other processes and
general storage areas (Only gas cylinders in current use will be permitted within the workplace).
The use of flammable materials around the workplace will be kepta minimum at all times.

SPECIFIC FLAMMABLE HANDLING PRINCIPLES

In addition to the above VICES rule used within Quality Care Cleaning Ltd all personnel who
handle flammable substances will follow the specific guidelines below.

FLAMMABLE LIQUIDS

[ Storeflammable liquidsin a separate storage area, orin a purpose-made bin or
cupboard.

[  Dispenseand use themin a safe place where there is good ventilation and no sources
of ignition.

[ Keep containers closed when not in use.

[ Dispense liquids overatray and keep a supply of non-flammable absorbent material
close by to mop up any spillages.

[ Dispose of contaminated materials safely (If unsure all personnel are requested to
speak to theirsupervisor).

FLAMMABLE DUST

I Keepworkplace dustfree by regular cleaning, vacuuming of spillages as they occur.

FLAMMABLE SOLIDS

0 Do notstore flammable solids next to heaters or any electrical equipment which could
run hot and possibly act as an ignition source.
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FLAMMABLE GASES

[ Ensureallcylinders under storage are suitably restrained and their valves protected
from any impactdamage.

[ Ensurethe manufacturers’instructions are clearly followed should special valves,
fittings or hoses be required.

[ Ensureallhoses are protected from any potential hazard that could cut, scuff orweaken
them.

[ Ensureallhoses areinspected atregularintervals and report any defects immediately
so that remedial action can be under taken as soon as possible.

DEALING WITH CHEMICAL SPILLAGES

Spillagescanrangefromaminorinconveniencetoamajordisasterwithinthepremises. The
majority of spillages within Quality Care Cleaning Ltd are small and create minimal or norisk. In
the event of the material involved being non-hazardous, operators may simply clean the area
using normal operations such as brushing or mopping up the spill.

Plans for minimising the effect of spillages include the following:

I  Consideration for the location of work.

[ The use of containment trays.

0 Various materials for dealing with a spillage (materials for containment, absorbents,
neutralisers etc)are availableinthe vicinity of the work to ensure nodelay before

tackling and controlling the spill.

When a spillage occurs involving hazardous materials, an immediate assessment of the probable
outcome of the spillage MUST be conducted by designated personnel to ensure that prompt and
effective action istaken.

The designated person will take overall control of the spillage and ensure an adequate means of
communication is available at all times to those persons trained in dealing with the spillage. The
designated person must ensure at all times the following:

Am | Safe?
Who else is at risk?
What other risks have been caused by the spillage?

What precautions need to be taken?
Does the area need to be cordoned off?
Who should beinformed?

0 Whatcan the company learn from this incident?

0
I
I
I How can the spillage be controlled or made safe?
I
I
0

Thefirst priority of the person who notices the spillage is to inform someone else within the
work area so that trained assistance can be obtained. In more serious cases it may be required
by the designated person to raise a general alarm depending on the severity of the risks created
from the spillage.

All persons not involved (trained) in the control of a chemical spillage are to immediately vacate
thearea, unless specificduties have been given by the designated personin charge ofthe
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spillage. All persons involved in the removal of the spillage will be suitably trained and have the
relevant PPE.

Invery serious cases ortherisk seemslarge oris out of control and is likely to cause amajor
event, the emergency services are to be contacted immediately, where possible this should be
conducted viareception. The designated person should ensure someone knowledgeable about
the materials and the location of the spillage is on standby to advise the emergency services of
the situation. Consideration should be made to determine whether all persons currently dealing
with the spillage should also vacate the area to a place of safety.

Persons need to be aware that there are several factors which affect the risks caused and the
remedial action to be taken:

[ NatureoftheHazard. The nature ofthe hazard determines whatpersonal protective
equipment needs to be used when making the area safe. It also determines what other

precautions need to be taken to minimise the risks i.e. spillage of an acid, the first
action would normally be to dilute with spillage with water.

0 Physical State. The physical state of the material can increase risks and the difficulty in
decontaminatingtheareaofthe spillage. Solidmaterials are usually the easiestto

control, butfine dusts once liberated behave in asimilar mannertogases and are
difficultto control. The use of ventilation and a suitable respirator will probably be
necessary while decontaminating a major spillage ofhazardous fine dust. Liquids, being
more mobile than solids, are more difficult to control after a spillage. They are often
volatile or generate fumes and aerosols after a spillage; in these cases ventilation of the
spillage area and use of suitable respirator will probably be required when
decontaminatingthe affectedarea. Spilled liquids should be contained, absorbed,
diluted or neutralised. The use of containment is to prevent the spillage from spreading
toaflammable solventwhich should be containedto preventthemfrom entering the
drainage system. Liquids can be absorbed into a solid such as papertissues, Spilldri, cat
litter or sand which can be swept up and placed in a closed container for future
treatment. Dilution is used to lower the risk from the liquid e.g. spilled liquid acids
should be diluted with water and then neutralised with carbonate such as sodium
carbonateorbicarbonate andthenabsorbed ormoppedup. Iftheliquidisflammable
and waterimmiscible DONOT try to dilute with water since the solvent with float on
the surface and spread over a wider area thus increasing the risk of fire. Some
substances, ontheirown orincontactwith the airorwater cangenerate hazardous
gases orvapours. Being gases these are difficultto  controland oftenrequire the use
of appropriate respirators and ventilation ofthe area where the spillage occurred.
[ ScaleofaSpillage. Thelargerthe spillage the greater the risk and the more likely that

the emergency services will be needed. The risk of major incidents following large
volume spillages of flammable solvents, volatile toxic substances orcorrosive
substances is high.

0 Location ofthe Spillage. The risks arising from a spillage vary widely from one location
to another. Therefore, when transporting hazardous materials through public areas; or

outsidethe premises, special precautions MUST be observed, byallpersons.i.e.
unbreakable containers, securable trolleys
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LIST OF RISK, SAFETY, HAZARD, AND PRECAUTIONARY
PHRASES USED IN SAFETY DATASHEETS AND COSHH
ASSESSMENTS

(Risk and Safety phrases are being replaced by Hazard and Precautionary Statements from June
2015underThe EuropeanRegulation (EC)No1272/2008 onclassification, labellingand
packaging of substances and mixtures —the CLP Regulation)

HAZARD STATEMENTS (H STATEMENTS)

H200 — Unstable explosives.

H201 — Explosive; mass explosion hazard.

H202 — Explosive, severe projection hazard.
H203—Explosive; fire, blastor projection hazard.

H204 — Fire or projection hazard.

H205 — May mass explode in fire.

H220 — Extremely flammable gas.

H221 - Flammable gas.

H222-Extremely flammable aerosol.

H223 — Flammable aerosol.

H224 — Extremely flammable liquid and vapour.
H225—Highly flammable liquid and vapour.

H226 — Flammable liquid and vapour.

H228 — Flammable solid.

H240 — Heating may cause an explosion.
H241—-Heating may cause afire orexplosion.

H242 — Heating may cause afire.

H250—Catchesfire spontaneously if exposed to air.

H251 — Self-heating: may catch fire.

H252 — Self-heating in large quantities; may catch fire.
H260-In contact with water releases flammable gases which may ignite spontaneously.
H261 — In contact with water releases flammable gases.
H270 — May cause or intensify fire; oxidiser.

H271 —May cause fire or explosion; strong oxidiser.

H272 — May intensify fire; oxidiser.

H280 — Contains gas under pressure; may explode if heated.
H281—Contains refrigerated gas; may cause cryogenic burns orinjury.
H290 — May be corrosive to metals.

H300 - Fatal if swallowed.

H301 — Toxic if swallowed.

H302 — Harmful if swallowed.

H304 — May be fatal if swallowed and enters airways.

H310 — Fatal in contact with skin.

H311 — Toxic in contact with skin.

H312 — Harmful in contact with skin.

H314 — Causes severe skin burns and eye damage.

H315 — Causes skin irritation.

H317—-May cause an allergic skinreaction.
H318—-Causesserious eye damage.
H319-Causesseriouseyeirritation.

H330 - Fatal if inhaled.

H331 — Toxic if inhaled.

H332 — Harmful if inhaled.

H334 — May cause allergy or asthma symptoms or breathing difficulties if inhaled.
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H335 — May cause respiratory irritation.

H336 — May cause drowsiness or dizziness.

H340-May cause geneticdefects exposure cause the hazard.

H341 — Suspected of causing genetic defects.

H350 — May cause cancer.

H351 — Suspected of causing cancer.

H360 — May damage fertility or the unborn child.

H361 — Suspected of damaging fertility or the unborn child.

H362 —May cause harm to breast-fed children.

H370—Causesdamagetoorgans.

H371-May cause damagetoorgans.

H372-Causesdamagetoorgans through prolonged orrepeated exposure exposure cause the
hazard>.

H373—-May cause damage toorgans through prolonged orrepeated exposure exposure cause
the hazard>.

H400 — Very toxic to aquatic life.

H410 — Very toxic to aquatic life with long lasting effects.

H411 —Toxicto aquatic life with long lasting effects.

H412 — Harmful to aquatic life with long lasting effects.

H413 — May cause long lasting harmful effects to aquatic life.

EUH 001 — Explosive when dry.

EUHO006—-Explosivewithorwithoutcontactwithair.

EUH 014 — Reacts violently with water.

EUH 018—Inuse, may form flammable/explosive vapour-air mixture.

EUH 019 — May form explosive peroxides.

EUH 044 —Risk of explosion if heated under confinement.

EUH 029 — Contact with water liberates toxic gas.

EUH 031-Contactwith acidsliberatestoxicgas.

EUH 032-Contactwith acids liberates very toxicgas.

EUH 066 — Repeated exposure may cause skin dryness or cracking.

EUH 070 — Toxic by eye contact.

EUH 071 - Corrosive to the respiratory tract.

EUHO059—-Hazardous tothe ozone layer.

EUH 201 - Contains lead. Should not be used on surfaces liable to be chewed or sucked by
children.

EUH 201A — Warning! Contains lead.

EUH202-Cyanoacrylate. Danger.Bonds skinand eyesin seconds. Keep outofthe reach of
children.

EUH 203 -Contains chromium (VI1). May produce an allergic reaction.

EUH 204 - Contains isocyanates. May produce an allergic reaction.

EUH 205 — Contains epoxy constituents. May produce an allergic reaction.

EUH 206 — Warning! Do not use together with other products. May release dangerous gases
(chlorine)

EUH 207 —Warning! Contains cadmium. Dangerous fumes are formed during use. See
information supplied by the manufacturer. Comply with the safety instructions.

EUH208-Contains (hame of sensitising substance). May produce anallergicreaction.

EUH 209 — Can become highly flammable in use.

EUH 209A — Can become flammable in use.

EUH 210 — Safety data sheet available on request.

EUH 401 -Toavoid risks to human health and the environment, comply with the instructions
for use.
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PRECAUTIONARY STATEMENTS (P STATEMENTS)

P101-If medical advice is needed, have product container or label at hand.

P102 — Keep out of reach of children.

P103 — Read label before use.

P201 — Obtain special instructions before use.

P202 —-Do not handle until all safety precautions have been read and understood.

P210 - Keep away from heat/sparks/open flames/hot surfaces. — No smoking.

P211-Donotsprayonanopenflame orotherignition source.

P220—Keep/Store awayfromclothing/.../combustible materials.

P221—Take any precaution to avoid mixing with combustibles...

P222 — Do not allow contact with air.

P223 — Keep away from any possible contact with water, because of violent reaction and
possible flashfire.

P230 — Keep wetted with...

P231—-Handle underinertgas.

P232 — Protect from moisture.

P233 — Keep containertightly closed.

P234 —Keep only in original container.

P235 — Keep cool.

P240 — Ground/bond container and receiving equipment.

P241 — Use explosion-proof electrical/ventilating/lighting/.../equipment.

P242 — Use only non-sparking tools.

P243 — Take precautionary measures against static discharge.

P244 — Keep reduction valves free from grease and oil.

P250 — Do not subject to grinding/shock!/.../friction.

P251-Pressurized container: Do not pierce or burn, even after use.

P260— Do not breathe dust/fume/gas/mist/vapours/spray.

P261 — Avoid breathing dust/fume/gas/mist/vapours/spray.

P262 — Do not get in eyes, on skin, or on clothing.

P263 - Avoid contactduring pregnancy/while nursing.

P264 —Wash ... thoroughly after handling.

P270—Do not eat, drink or smoke when using this product.

P271—Useonly outdoors orin a well-ventilated area.

P272 — Contaminated work clothing should not be allowed out of the workplace.

P273 — Avoid release to the environment.

P280 — Wear protective gloves/protective clothing/eye protection/face protection.

P281 — Use personal protective equipment as required.

P282—-Wear cold insulating gloves/face shield/eye protection.

P283 — Wear fire/flame resistant/retardant clothing.

P284 — Wear respiratory protection.

P285—In case ofinadequate ventilation wear respiratory protection.

P231+P232—-Handle underinert gas. Protect from moisture.

P235 + P410—Keep cool. Protect from sunlight.

P301 - IF SWALLOWED:

P302 — IF ON SKIN:

P303 — IF ON SKIN (or hair):

P304 — IF INHALED:

P305 - IF IN EYES:

P306 — IF ON CLOTHING:

P307 — IF exposed:

P308 — IF exposed or concerned:

P309 — IF exposed or if you feel unwell:

P310 — Immediately call a POISON CENTER or doctor/physician.

P311-CallaPOISON CENTER ordoctor/physician.

P312 — Call a POISON CENTER or doctor/physician if you feel unwell.
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P313 — Get medical advice/attention.

P314 — Get medical advice/attention if you feel unwell.

P315-Getimmediate medical advice/attention.

P320- Specifictreatmentis urgent(see ... onthislabel).

P321—Specifictreatment (see ... on thislabel).

P322 - Specific measures (see ... on this label).

P330 — Rinsemouth.

P331-DoNOT induce vomiting.

P332—Ifskinirritation occurs:

P333 — If skin irritation or rash occurs:

P334 — Immerse in cool water/wrap in wet bandages.

P335 - Brush off loose particles from skin.

P336 — Thaw frosted parts with lukewarm water. Do no rub affected area.

P337 — If eye irritation persists:

P338 — Remove contact lenses, if present and easy to do. Continue rinsing.

P340 — Remove victim to fresh air and keep at rest in a position comfortable for breathing.

P341—Ifbreathingis difficult,removevictimtofreshairandkeep atrestinaposition
comfortable for breathing.

P342 — If experiencing respiratory symptoms:

P350 — Gently wash with plenty of soap and water.

P351-Rinse cautiously with water for several minutes.

P352 — Wash with plenty of soap and water.

P353 — Rinse skin with water/shower.

P360 — Rinse immediately contaminated clothing and skin with plenty of water before removing
clothes.

P361—-Remove/Take offimmediately all contaminated clothing.

P362 — Take off contaminated clothing and wash before reuse.

P363 — Wash contaminated clothing before reuse.

P370 — In case of fire:

P371 — In case of major fire and large quantities:

P372 — Explosion risk in case of fire.

P373-DONOT fightfire whenfire reaches explosives.

P374 —Fight fire with normal precautions from a reasonable distance.

P375 —Fight fire remotely due to the risk of explosion.

P376 — Stop leak if safe to do so.

P377-Leaking gasfire: Donotextinguish, unlessleak can be stopped safely.

P378 — Use ... for extinction.

P380 — Evacuate area.

P381 —Eliminate all ignition sources if safe to do so.

P390 - Absorb spillage to prevent material damage.

P391 — Collect spillage.

P301+P310—IF SWALLOWED: Immediately callaPOISON CENTER ordoctor/physician.

P301+P312-IF SWALLOWED: Calla POISON CENTER or doctor/physician if you feel unwell.

P301+P330+P331-IF SWALLOWED: rinse mouth. Do NOT induce vomiting.

P302+P334 —IF ON SKIN: Immerse in cool water/wrap in wetbandages.

P302+P350—IF ON SKIN: Gentlywashwith plenty of soapandwater.

P302 + P352 — IF ON SKIN: Wash with plenty of soap and water.

P303+P361+P353-IF ON SKIN (orhair): Remove/Take offimmediately all contaminated
clothing. Rinse skin with water/shower.

P304 + P340 - IF INHALED: Remove victim to fresh air and keep atrestin a position comfortable
for breathing.

P304 + P341 —IF INHALED: If breathing is difficult, remove victim to fresh air and keep atrestin
a position comfortable for breathing.

P305+P351+P338-IFINEYES:Rinse cautiously withwaterforseveralminutes. Remove
contactlenses, if present and easy to do. Continue rinsing.

P306 +P360-IF ON CLOTHING: rinse immediately contaminated clothing and skin with plenty
of water before removing clothes.
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P307 + P311—IF exposed: Calla POISON CENTER or doctor/physician.

P308 +P313-IF exposed orconcerned: Get medical advice/attention.

P309+P311-IFexposedorifyoufeelunwell: CallaPOISON CENTER ordoctor/physician.

P332 + P313 —If skin irritation occurs: Get medical advice/attention.

P333 + P313 — If skin irritation or rash occurs: Get medical advice/attention.

P335 + P334 —Brush off loose particles from skin. Immerse in cool water/wrap in wet bandages.

P337 + P313 —If eye irritation persists: Get medical advice/attention.

P342 + P311 - If experiencing respiratory symptoms: Call a POISON CENTER or doctor/physician.

P370 + P376 — In case of fire: Stop leak if safe to do so.

P370+P378—Incase offire: Use ... forextinction.

P370+P380-Incase offire: Evacuate area.

P370+P380 +P375-In case of fire: Evacuate area. Fight fire remotely due to the risk of
explosion.

P371+P380+P375-In case of majorfire and large quantities: Evacuate area. Fightfire
remotely due to the risk of explosion.

P401 — Store ...

P402 — Store in a dry place.

P403 - Store in awell-ventilated place.

P404 —Store in aclosed container.

P405 — Store locked up.

P406 - Store in corrosive resistant/... container with a resistant inner liner.

P407 — Maintain air gap between stacks/pallets.

P410 — Protect from sunlight.

P411 — Store at temperatures not exceeding ... oC/...oF.

P412 — Do not expose to temperatures exceeding 50 0C/1220F.

P413 - Store bulk masses greater than ... kg/... Ibs at temperatures not exceeding ... oC/...oF.

P420 — Store away from other materials.

P422 — Store contents under ...

P402 + P404 — Store in a dry place. Store in a closed container.

P403 + P233 —Store in awell-ventilated place. Keep containertightly closed.

P403 + P235 — Store in a well-ventilated place. Keep cool.

P410 + P403 — Protect from sunlight. Store in a well-ventilated place.

P410+P412 —Protectfrom sunlight. Do no expose to temperatures exceeding 50 oC/1220F.

P411 + P235 - Store at temperatures notexceeding ... oC/...oF . Keep cool.

P501 — Dispose of contents/container to ...

RISK PHRASES

R1 Explosive when dry

R2 Risk of explosion by shock, friction, fire or other sources of ignition

R3 Extreme risk of explosion by shock, friction, fire or other sources of ignition
R4 Forms very sensitive explosive metallic compounds

R5 Heating may cause an explosion

R6 Explosive withorwithout contactwith air

R7 May causefire

R8 Contact with combustible material may cause fire

R9 Explosive when mixed with combustible material

R10 Flammable

R11 Highly flammable

R12  Extremely flammable

R14 Reacts violently withwater

R14/15 Reacts violently with water, liberating extremely flammable gases
R15  Contactwith water liberates extremely flammable gases
R15/29 Contactwith water liberates toxic, extremely flammable gases
R16 Explosive when mixed with oxidising substances
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R17  Spontaneously flammable inair

R18 Inuse, may form flammable/explosive vapour-air mixture

R19 May form explosiveperoxides

R20 Harmful by inhalation

R20/21 Harmful by inhalation and in contact with skin

R20/21/22 Harmful by inhalation, in contact with skin and if swallowed

R20/22 Harmful by inhalation and if swallowed

R21 Harmful in contact with skin

R21/22 Harmfulincontactwithskinandifswallowed

R22  Harmful if swallowed

R23  Toxic by inhalation

R23/24 Toxic by inhalation and in contact with skin

R23/24/25 Toxic by inhalation, in contact with skin and if swallowed

R23/25 Toxic by inhalation and if swallowed

R24  Toxic in contact withskin

R24/25 Toxicincontactwith skinandifswallowed

R25  Toxic if swallowed

R26  Very toxic byinhalation

R26/27 Very toxic by inhalation and in contact with skin

R26/27/28 Very toxic by inhalation, in contact with skin and if swallowed

R26/28 Very toxic by inhalation and if swallowed

R27  Very toxic in contact with skin

R27/28 Verytoxicincontactwith skinandifswallowed

R28  Very toxic ifswallowed

R30  Canbecome highlyflammableinuse

R31 Contactwithacids liberates toxicgas

R32 Contactwith acids liberates verytoxicgas

R33 Danger of cumulative effects

R34 Causes burns

R35  Causessevereburns

R36 Irritating toeyes

R36/37 Irritating to eyes and respiratory system

R36/37/38 Irritating to eyes, respiratory system and skin

R36/38 Irritating to eyes and skin

R37 Irritating to respiratory system

R37/38 Irritating to respiratory system and skin

R38 Irritating to skin

R39  Danger of very serious irreversible effects

R39/23 Toxic: danger of very serious irreversible effects through inhalation

R39/23/24 Toxic: danger of very serious irreversible effects through inhalation and in contact

with skin
R39/23/24/25 Toxic: danger of very serious irreversible effects through inhalation, in contact
with skin and if swallowed

R39/23/25 Toxic: danger of very serious irreversible effects through inhalation and if swallowed

R39/24 Toxic: danger of very serious irreversible effects in contact with skin

R39/24/25 Toxic: danger of very serious irreversible effects in contact with skin and if swallowed

R39/25 Toxic: danger of very serious irreversible effects if swallowed

R39/26 Very Toxic: danger of very serious irreversible effects through inhalation

R39/26/27 Very Toxic: danger of very serious irreversible effects through inhalation and in
contact with skin

R39/26/27/28 Very Toxic: danger of very serious irreversible effects through inhalation, in
contact with skin and if swallowed

R39/26/28 Very Toxic: danger of very serious irreversible effects through inhalation and if
swallowed

R39/27 Very Toxic: danger of very serious irreversible effects in contact with skin

R39/27/28 Very Toxic: danger of very serious irreversible effects in contact with skin and if
swallowed
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R39/28 Very Toxic: danger of very serious irreversible effects if swallowed

R40 Limited evidence of a carcinogenic effect

R41 Risk of serious damage to eyes

R42  May cause sensitisation by inhalation

R43 May cause sensitisation by skin contact

R42/43 May cause sensitisation by inhalation and skin contact

R44 Risk of explosion if heated under confinement

R45 May cause cancer

R46 May cause heritable genetic damage

R48 Danger of serious damage to health by prolonged exposure

R48/20 Harmful: danger of serious damage to health by prolonged exposure through inhalation

R48/20/21 Harmful: danger of serious damage to health by prolonged exposure through
inhalation and in contact with skin

R48/20/21/22 Harmful: danger of serious damage to health by prolonged exposure through
inhalation, in contact with skin and if swallowed

R48/20/22 Harmful: danger of serious damage to health by prolonged exposure through
inhalation and ifswallowed

R48/21 Harmful: danger of serious damage to health by prolonged exposure in contact with
skin

R48/21/22 Harmful: danger of serious damage to health by prolonged exposure in contact with
skin and ifswallowed

R48/22 Harmful: dangerofserious damage to health by prolonged exposure if swallowed

R48/23 Toxic: danger of serious damage to health by prolonged exposure through inhalation

R48/23/24 Toxic: danger of serious damage to health by prolonged exposure through inhalation
and in contact with skin

R48/23/24/25 Toxic: danger of serious damage to health by prolonged exposure through
inhalation, in contact with skin and if swallowed

R48/23/25 Toxic: danger of serious damage to health by prolonged exposure through inhalation
and if swallowed

R48/24 Toxic: danger of serious damage to health by prolonged exposure in contact with skin

R48/24/25 Toxic: danger of serious damage to health by prolonged exposure in contact with
skin and if swallowed

R48/25 Toxic: danger of serious damage to health by prolonged exposure if swallowed

R49 May cause cancer by inhalation

R50  Verytoxictoaquatic organisms

R50/53 Very toxic to aquatic organisms, may cause long-term adverse effects in the aquatic
environment

R51 Toxic to aquaticorganisms

R51/53 Toxicto aquatic organisms, may cause long-term adverse effects in the aquatic
environment

R52 Harmful to aquaticorganisms

R52/53 Harmful to aquatic organisms, may cause long-term adverse effects in the aquatic
environment

R53  May cause long-term adverse effects in the aquatic environment

R54 Toxic to flora

R55  Toxictofauna

R56  Toxictosoilorganisms

R57 Toxic tobees

R58 May cause long-term adverse effects in the environment

R59 Dangerous for the ozone layer

R60 May impair fertility

R61 May cause harm to the unborn child

R62 Possible risk of impaired fertility

R63  Possible risk of harm to the unborn child

R64 May cause harmto breast-fed babies

R65  Harmful: may cause lung damage if swallowed

R66 Repeated exposure may cause skin dryness or cracking
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R67  Vapours may cause drowsiness and dizziness

R68  Possiblerisk of irreversible effects

R68/20 Harmful: possible risk of irreversible effects through inhalation

R68/20/21 Harmful: possible risk of irreversible effects through inhalation and in contact with
skin

R68/20/21/22 Harmful: possible risk of irreversible effects through inhalation, in contact with
skin and ifswallowed

R68/20/22 Harmful: possible risk of irreversible effects through inhalation and if swallowed

R68/21 Harmful: possible risk of irreversible effects in contact with skin

R68/21/22 Harmful: possible risk of irreversible effects in contact with skin and if swallowed

R68/22 Harmful: possible risk of irreversible effects if swallowed

SAFETY PHRASES

S1 Keep locked up

S(1/2) Keeplockedupandoutofthereachofchildren

S2 Keep out of the reach of children

S3 Keep in a cool place

S3/7  Keep container tightly closed in a cool place

S3/7/9 Keep container tightly closed in a cool, well-ventilated place

S3/9/14 Keep in a cool, well-ventilated place away from ... (incompatible materials to be
indicated by the manufacturer)

S3/9/14/49 Keep only in the original container in a cool, well-ventilated place away from ...
(incompatible materials to be indicated by the manufacturer)

$3/9/49 Keep only in the original container in a cool, well-ventilated place

S3/14  Keep in a cool place away from ... (incompatible materials to be indicated by the

manufacturer)
S4 Keep away from living quarters
S5 Keep contents under ... (appropriate liquid to be specified by the manufacturer)
S6 Keep under ... (inert gas to be specified by the manufacturer)

S7 Keep container tightly closed

S7/8  Keep container tightly closed and dry

S7/9  Keep container tightly closed and in a well-ventilated place

S7/47  Keep container tightly closed and at temperature not exceeding ... OC (to be specified
by the manufacturer)

S8 Keep container dry

S9 Keep containerinawell-ventilated place

S12 Do not keep the container sealed

S13 Keep away from food, drink and animal feeding stuffs

S14 Keep away from ... (incompatible materials to be indicated by the manufacturer)

S15 Keep away fromheat

S16  Keepaway from sources of ignition - No smoking

S17 Keep away from combustible material

S18 Handle and open container with care

S20  Whenusing do not eat or drink

S20/21 When using do not eat, drink or smoke

S21 When using do not smoke

S22 Do not breathe dust

S23 Do not breathe gas/fumes/vapour/spray (appropriate wording to be specified the
manufacturer)

S24  Avoid contact with skin

S24/25 Avoid contact with skin and eyes

S25  Avoid contact with eyes

S26 In case of contact with eyes, rinse immediately with plenty of water and seek medical
advice
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Take off immediately all contaminated clothing

After contact with skin, take off immediately all contaminated clothing, and wash
immediately with plenty of ... (to be specified by the manufacturer)
Aftercontactwith skin, washimmediately with plenty of ... (tobe specified by the
manufacturer)

Do not empty into drains

Do not empty into drains; dispose of this material and its container in a safe way
Do not empty into drains, dispose of this material and its container at hazardous or
special waste collection point

Neveraddwatertothis product

Take precautionary measures against static discharges

This material and its container must be disposed of in a safe way

Wear suitable protectiveclothing

Wear suitable protective clothing and gloves

536/37/39 Wear suitable protective clothing, gloves and eye/face protection

S536/39
S37
S37/39
S38
S39
$40

S41
S42

S43

S45

S46
S47
S47/49

548
549
S50
S51
552
S53
S56
S57
559
S60
S61
S62

S63
S64

Wear suitable protective clothing and eye/face protection

Wear suitable gloves

Wear suitable gloves and eye/face protection

In case of insufficient ventilation wear suitable respiratory equipment

Wear eye/face protection

Toclean the floor and all objects contaminated by this material use ... (to be specified
by the manufacturer)

In case of fire and/or explosion do not breathe fumes

During fumigation/spraying wear suitable respiratory equipment (appropriate wording
to be specified by the manufacturer)

Incaseoffireuse...(indicateinthe spacethe precise type offire-fightingequipment. If
water increases the risk add - Never use water)

In case of accident or if you feel unwell seek medical advice immediately (show the
label where possible)

If swallowed, seek medical advice immediately and show this container or label

Keep attemperature notexceeding ... OC (to be specified by the manufacturer)

Keep only in the original container at temperature not exceeding ... OC (to be specified
by the manufacturer)

Keep wet with ... (appropriate material to be specified by the manufacturer)

Keep only in the original container

Donotmixwith...(tobe specified by the manufacturer)

Use only in well-ventilated areas

Notrecommended for interior use on large surface areas

Avoid exposure - obtain special instructions before use

Dispose of this material and its container at hazardous or special waste collection point
Use appropriate containment to avoid environmental contamination

Refer to manufacturer/supplier for information on recovery/recycling

This material and its container must be disposed of as hazardous waste

Avoid release to the environment. Refer to special instructions/safety data sheet
If swallowed, do notinduce vomiting: seek medical advice immediately and show this
container or label

In case of accident by inhalation: remove casualty to fresh air and keep at rest

If swallowed, rinse mouth with water (only if the personis conscious)
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Within Quality Care Cleaning Ltd the definition of Portable Electrical Appliances is equipment
which is not part of a fixed installation but is, or is intended to be, connected to a fixed
installation, or generator by means of a flexible cable, plug and socket, spur box or other similar
means. This includes all equipment either hand held or hand operated while connected to the

supply.

All portable and transportable electrical equipment should only be used for the purpose for
whichitwasintendedandinthe environmentforwhichitwas designed and constructed.

All portable and transportable electrical equipment will be tested by a competent person and a
label attached to the equipment detailing date of test and next test date.

It is the responsibility of all persons using portable and
transportable electrical equipment to carry out a visual
inspection of the equipment before use.

These inspections will include:

Appliance ID;

[ Damage to cable / sheath oo
Fail Date [ Test Engineer: mm

1 Damage toplug L
. . <3

. Damage to any casing on the equipment < DO NOT USE -5
. . Th I f »>

[ Evidence of overheating 'ir?ffk'zgﬁelfﬁisi'ff?;ugslmy =17

7 Loose parts orscrews

The above checks also apply to extension leads and associated plugs and sockets. Any faults /
defects should be reported to management and the equipment removed from use immediately.
Any defective equipment should be immediately labelled as such and not used until sufficient
repairs have beenconducted.

Any new portable or transportable electrical equipment will be tested by the competent person
before the equipment can be used, as far as reasonably practicable.
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No person within Quality Care Cleaning Ltd is permitted to conduct any manual handling
activities unless they have been provided with sufficientinstruction and training.

Allmanual handling operations as far as reasonably possible are to be conducted via the use of
mechanical means e.g.trolleys.

Intheeventoftheuse of mechanicalliftingequipmentnotbeingpossible orimpractical, the
operationis to be individually assessed considering the following:

The size, weight and shape of the load
The working environment of which the operation is to be undertaken
The space available for the operative

0
(
(
I Workplace conditions, including floor surfaces

0 The ability, strength and physical condition of the person conducting the activity

Where a person within Quality Care Cleaning Ltd is required to undertake a manual handling
activitywhichrequires themtoliftabove theirownindividual capacity, assistanceistobe
requested. Assistance is only to be provided by those persons who have received sufficient
training and instruction.

Where a person is required to undertake a manual handling activity above the average weight
limit of 25 kg, they will be informed of the potential risks to their health that are involved with
that particular operation.

All personnel when conducting manual handling activities must plan the route before starting.
Anyobstructions orobstacles aretobe removed orwhere thisis notpossible, asaferroute
planned.

No person while carrying materials is permitted to carry too much at any one time, all persons
must ensure when carrying materials, they have sufficient all round vision.

All personnel should refrain from twisting when carrying or moving heavy loads.
The following is a list of general rules when conducting any manual handling activity:

1. Positionthefeetcorrectly;thefeetshouldbehipwidthaparttoprovidealarge base.
One foot should be put forward and to the side of the object, to provide greater
balance.

2. Bendor“unlock”’kneesandcrouchtotheload. Theweightwillthenbesafelytaken
down the spine, the leg muscles doing the work.

3. Obtainafirm grip of the item; the load should be gripped by the roots of the fingers
and the palm of the hand. This keeps the load under control and permitsitto be
distributed more evenly up the arms (Using the fingertips only can produce tension in
the forearms and may result in the possible loss of grip).

4. Extend the neck upwards by tucking in the chin. This will automatically straighten the
backastheloadistaken. Thisdoesnotmeaninaverticalposition, butinclined atan
angle of approximately 15° (This willhelp prevent pressure onthe abdomen and
reduces the risk of a hernia; it ensures an even pressure on the intervertebral discs).

5. Keep arms close to the body; this reduces fatigue in the arms and shoulders and the
effortrequired by the arms. Italso ensuresthatthe load moveswith the body and
becomes in effect, part of the body.

6. Usetheleg muscles; lifting should utilise the thigh muscle. Lifting should proceed by
straightening the legs, lifting in one smooth and progressive movement from the floor
to carrying position. Push off with the feet.
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7. Refrainfromjerking orshovingthe object, liftthe objectin easy stages, floortoknee,
knee to carrying position. This method can also be reversed when setting objects down.

NOTE: The above should be considered as features of an overall smooth lifting technique and
not as a sole means of providing any instruction.

The diagram below provides recommended weight positions for both male and female
individuals; this diagram is an aid only as each individual has their own capacity. No person
should lift beyond the capacity in this diagram.

DIAGRAM 1 (HSE RECOMMENDED LIMITS FOR MANUAL HANDLING)

Women Men

3
s Shoulder height
Shoulder height S
o Elbow height
Elbow height —g
10kg
Knuckle height Knuckle height

7kg

Mid lower leg height

Mid lower leg height
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DEFINITIONS

USER-Apersonwhousesdisplay screen equipmentfor morethanhalftheirworkingweek.

NON-USER - Aperson who uses display screen equipment forless than halftheirworking week.

WORKSTATIONS

Thefollowingrecommendations should beimplemented by all persons within Quality Care
CleaningLtdthatmayrequiretousedisplay screenequipment. Ifatanytime apersonsuffers
withany painordiscomfortthrough the use of display screenequipmentitmustbereported to
management as soon as possible.

GETTING COMFORTABLE

Adjustthe chairanddisplayscreenequipmenttofindthe mostcomfortable positionforwork to
be conducted. As a broad guide, ensure forearms are approximately horizontal, and the top of
the monitor is at eye level.

Arrangetheworkstationsothatanybrightlightsare notreflectedinthe screen(Ensureyouare
not looking directly at windows or bright lights). Where applicable use window blinds or curtains
to reduce anyglare.

Ensure there is adequate leg room under the desk. Refrain from storing materials under desks.

KEYING IN

Ensure the keyboard is in acomfortable position for use. Ensure when using keyboards suitable
room is available at the front of the keyboard to rest hands and wrists.

DONOTrestwristsonthe edge ofthe keyboard ordesk orbendhandsup atthewrist. Tryto

keep a soft touch on the keys and don’t over-stretch the fingers. Good keyboard technique is
important in anyoperation.

THE USE OF THE MOUSE

Ensurethe mouseiswithineasyreachsoitcanbeusedwiththewriststraight. Ensureyouare
sitting upright and are positioned comfortably close to the desk; avoid stretching the mouse arm
during use (Consider moving the keyboard out of the way if not required).

Ensure there is adequate support for forearms on the desk and refrain from gripping the mouse
tightly.

Rest fingers lightly on the buttons of the mouse and refrain from depressing the buttons hard.
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MONITOR

Ensure the screen surface is clean at all times and free from glare.

Adjust brightness and contrast settings for the monitor depending on lighting conditions in the
designated room /area.

Ensure screentextiseasytoread. D.S.E operators should avoid usingredtextonablue
background andvice versa. Ensureindividual characters onscreenare sharply focused and the
monitor has no flicker; if after adjusting screen settings flickering is still observed, management
should be instructed immediately to allow remedial actions to be implemented.

POSTURE AND BREAKS

Avoid prolonged use of display screen equipment, shift position at regular intervals and avoid
reaching for items located on the desk.

Take short, frequent informal breaks when using display screen equipment. All persons using
display screen equipment should conduct other activities during prolonged use of display screen
equipment e.g. filing, photocopying etc.

CABLES

All electrical cables should be run as to ensure no damage can be caused through misuse.

Nocable should runacross access ways; where this cannotbe avoided, suitable cable covers
should be positioned over the cables to prevent any damage.

ELECTRICAL SAFETY

All display screen equipment is subject to portable appliance testing at periodic intervals, any
defectindisplay screen equipment should be reported to managementimmediately.

The use of multipoint adaptors within Quality Care Cleaning Ltd is not permitted. Personnel
should refrain from overloading electrical sockets and use extension leads if appropriate.

EYE TEST POLICY

Any employee who has been identified as a “user” of display screen equipment (through the
conducting of risk assessments) and has been included on the problems through the use of
equipment, should inform managementimmediately as totheirrequestforaneye test.

Any “user” who informs Quality Care Cleaning Ltd that they wish to have an eye test, must gain
permission to either visit an optician of Quality Care Cleaning Ltd’s choosing or the individuals
choosing. Where the optician identifies an employee requires the use of corrective appliances
(glasses)forthe use of display screen equipment, Quality Care Cleaning Ltd shall cover the cost
of the lowest standard corrective appliance and the eye test only. Higher standard corrective
appliances must be paid for by the individual.
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Any further eye tests will then be conducted as per the relevant optician’s schedule.

Any agreed costs for the eye test and corrective appliance will be met by Quality Care Cleaning
Ltduptothe maximumindicated cost, onlywhenthe testinghasbeenconducted/arranged
through Quality Care Cleaning Ltd. Where an employee obtains an independent test, without
priorknowledge of Quality Care Cleaning Ltd, evenwhenitisidentified thatitisrelated tothe
use of display screen equipment, Quality Care Cleaning Ltd will not be responsible for any costs
incurred to individuals.

Intheeventofglassesbeingissuedtoanindividual, itisthe responsibility ofthatindividualto
ensurethe safe keeping ofthe corrective appliance. Allindividuals arereminded thatany
corrective appliance issued for the use of display screen equipment is to be used for
Organisation’s purpose only. No private use is permitted.

Any person issued with corrective appliances for the use of display screen equipment is
expected to demonstrate the same degree of care for the glasses as for any other item of Quality
Care CleaningLtd’'s property. Any personwhofails tocomply withtheserequirements maybe
subject to disciplinary action being taken against them.

Any person who damages or breaks their corrective appliance afterissue, between intervals of
eye tests will be liable to the full cost of any required replacement.

DIAGRAM 1

Monitor approxamately at
eye height and an arms
distance away.

Eyes looking
forward most
of the time.

Shoulders
relaxed

Hands in line

Back erect » with the
and / forearms.
supported 3

Reference material
1s easy to look at

Only moderate
pressure at the
front of the seat
cushion

J Feet firmly on
a footrest
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TRAINING MATRICES

Training requirements are identified on Quality Care Cleaning Ltd’s training matrix document
HS26. Each employee will be added to the relevant training matrix on the first day of
commencement by the designated person for safety.

Newtraining matrices areissued atthe beginning ofeach calendaryearbythe designated
person for safety for completion by relevant department manages / supervisors. The completed
matrices are then returned to the designated person for safety as soon as possible.

Details of all new employees will be provided to the designated person for safety by the
employment/ payroll department of Quality Care Cleaning Ltd. The designated person for safety
willthen originate a separate training matrix foreach new employee, tobe completed by the
appropriate person. These employees will only be added to the original departmental matrices
at the start of the following year.

Any person required to participate in any training course will be notified by the designated
person for safety, and gain confirmation of their attendance of the required course.

HEALTH & SAFETY INDUCTION TRAINING

Inductiontrainingis providedtoeachindividual atthe earliestopportunityonthe
commencement of employment within Quality Care Cleaning Ltd.

Induction training will be conducted by designated persons only.
The health and safety induction process will cover the following topics:

Quality Care Cleaning Ltd’s Occupational Health and Safety Policy
Quality Care Cleaning Ltd’s responsibilities and structure
The employee’s responsibilities regarding health and safety

First Aid and Accident procedures and reporting

I

0

0

[ Fire Evacuation procedures

0

0 Thelocation of Quality Care Cleaning Ltd’s Welfare facilities
I

Specific Job Hazards and the implemented safe systems of work

[ Personal Protective Equipment and its use

Where appropriate any new employee issued with personal protective equipment will have the
issue recorded onHS20.

On completion of the induction training, the new employee is required to sign HS40 to highlight
thatinductiontraininghasbeenconducted. Itistheresponsibility ofthe persons providingthe
induction training to countersign this document to highlight that the employee has understood
their obligations. The signed documentis then retained in the individual’s personnelfile.
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STATUTORY TRAINING /JOB SPECIFIC TRAINING

Itistheresponsibility ofthe designated personnelwithin Quality Care Cleaning Ltdtoidentify
training needs in line with safe systems of work or any other statutory requirements which may
be applicable.

Whereatrainingneedforsafetyisidentified, alistofaffected personnelistobe producedand
copies provided to the designated person for safety. It is the responsibility of the relevant
departmentmanagers/supervisorstoensureall affected personnelattendanappropriate
training course at the earliest opportunity.

Where statutory training is identified within Quality Care Cleaning Ltd, such as first aid training,
thistraining willbe provided by either an external agency oran accredited individual within
Quality Care Cleaning Ltd. All training will be recorded on Quality Care Cleaning Ltd’s training
matrix.

NopersonwithinQuality Care CleaningLtdwillbe permittedtooperateanyequipmentunless
they havebeentrained in the safe use ofthatequipment. Where appropriate, Quality Care
Cleaning Ltd will ensure that a sufficient number of employees have received suitable training to
ensure that adequate coverage on all equipmentis available at all times.

Anychangesinhealthandsafetylegislationwhich materially affects the operation of Quality
Care Cleaning Ltd shall be brought to the attention of allemployees as soon as possible. Any re-
training required because of these changes shall beimplemented as soon as possible.
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YOUNG PERSONS

Persons within Quality Care Cleaning Ltd thatare classed as a young person/child shall be those
that fall into the following criteria:

YoungPerson:  Ayoung person shall be any person above the
minimum schoolleaving age (16 years).

Child: A child shall be any person below the minimum school
leaving age.

Where a person falls into the categories above, while under the employment or as a volunteer
within Quality Care Cleaning Ltd, he or she shall have arisk assessment conducted relating to
specific tasks, taking into account the following aspects:

The inexperience, lack of awareness of risks and immaturity of these persons
The layout of designated workstations

0
0
0 Thenature, degree and duration of exposure to physical, chemical and biological agents
0 Theform, range and use of work equipment and the way in which it is handled

0

Quality Care Cleaning Ltd of processes and activities
[ Theextentof the health and safety training provided or to be provided to these persons

Any person classed as a child, who conducts any activity in Quality Care Cleaning Ltd shallhave a
detailed risk assessment conducted, this risk assessment will be made available to the relevant
school / college and the parent of the child.

Young workers must:

0 Follow any safety arrangements implemented for their protection, including attending
training sessions, complying with control measures, etc

[ Notactinamannerthatadversely affectstheirownhealthandsafety,and/orthe
health and safety of anyone else

[ Reportany perceived, or real, shortcomings in protection levels to their employer

LONE WORKERS

Toensure the safety of all persons under the employment of Quality Care Cleaning Ltd,
additional control measures will be implemented for persons who are deemed as lone workers.
Loneworkersarethose people within Quality Care Cleaning Ltdwhowork by themselves
without close or direct supervision.

Although Quality Care Cleaning Ltd recognises thatthere is no general legal prohibition on lone
working, itwillendeavourtoidentify hazards of the work, assessing theriskinvolved, and
putting control measures in place to avoid or control the identified risk / hazard.

Where apersonfallsintothis category, while underthe employment oras avolunteerwithin

Quality Care Cleaning Ltd, they willhave arisk assessment conducted, relating to specific tasks,
taking into account the following aspects:

[ Cantherisks of the job be adequately controlled by one person?
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[ Doesthe workplace present a special risk to the lone worker?

[ Isthere safe access and egress for one person?

[ Cantheoperation of equipment, hazardous substances orany other goods in the
workplace be safely handled by one person?

Is there a risk of violence?
Is the person medically fit and suitable to work alone?
Has the person received necessary training to ensure competency in safety matters?

How will the person be supervised?

What are the control measures if the person becomesiill, has an accident or there is an
emergency?

Where a personisrequired todrive as part of any of their work activities, they will be required
toprovetheircompetency and provide a copy oftheirdrivinglicense which willbe keptonfile in
their personnel file, whilst under the employment of Quality Care Cleaning Ltd.

Anypersonthatmayberequiredtoconductawork activity aloneis not permittedto conduct
any task that may require more than one person.

Working alone can bring additional risks to a work activity. The company has developed policies
and procedures to control the risks and protect employees, and employees should comply with
them. Apartfrom employees being competentin doing the job ontheirown, the three most
important things to be certain of are that:

[ Thelone worker has full knowledge of the potential hazards and risks to which he or
she is beingexposed
0 Thelone worker knows what the task entails and what to do if something goes wrong
0 Asuitable person knows the whereabouts of a lone worker and what he or she is doing

NEW / EXPECTANT MOTHERS

Any personwithin Quality Care CleaningLtdwhodiscoverstheyare pregnantmustatthe
earliest opportunity notify Quality Care Cleaning Ltd of their pregnancy. Once notification has
beenreceivedeitherverbally orwritten, itisthe responsibility ofthe Designated Appointed
Persontoensure a specificrisk assessmentis conducted atthe earliest opportunity.

Anew/expectant mother shall be defined in Quality Care Cleaning Ltd as any employee who is
pregnant, who has given birth within the last six months, or is presently breastfeeding.

Toensure Quality Care Cleaning Ltd meets its requirements for the employee and foetus, the
specific risk assessment will take into account the following factors:

Physical agents such as shock, vibration or other movements
Manual handling ofloads

Noise

lonising & non-ionisingradiation

Temperature extremes

Postures & movements that cause mental & or physical fatigue

Hyperbaric (high pressure)atmospheres

Biologicalagents such as bacteria, viruses & other micro-organisms knowntocause
adverse human health effects, especially those known to cause abortion or

physical/neurological damage

0
I
0
0
I
0
0
I
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[ Chemicalagents suchasmercury,lead, substances absorbed throughthe skin, cytotoxic
drugs, carbon dioxide & chemicals labelled with the following risk phrases:

I  Possible risk of irreversible effects
0 May causecancer

[ May cause heritable genetic damage

[ May cause harm to the unborn child
0 May cause harm to breast fed babies.

Any risk assessment conducted in regard to expectant mothers shall be reviewed at least one
month before the employees intended return date, in the event of any additional control
measures beingrequired the new mother shall be instructed before herintended return.

In the event of new mothers who breast feed, the risk assessment will be reviewed at regular
intervals until notification of breast feeding has stopped.

Unlessspecificworkrisks areidentified duringthe course ofthe specificassessmentorthe
expectant mothers GP provides a medical certificate stating that she must not work nights, night
work will carry on throughout the pregnancy.

Quality Care Cleaning Ltd recognises the following aspects of pregnancy could be made worse by
the workplace and will ensure “as far as reasonably practicable” suitable control measures are in

place.

ASPECTS OF PREGNANCY FACTORS ON WORK

Morning Sickness, Headaches Early shift work, Exposure to nauseating smells
Backache Standing / manual handling /posture

Varicose Veins Standing / manual, handling / posture
Haemorrhoids Working in hot conditions

Frequent visits to toilet Difficulty in leaving job / site of work

Increasing size Use of PPE, work in confined areas, manual handling
Tiredness Overtime, Evening work

Balance Problems or working on slippery, wet surfaces
Comfort Problems of working in tightly fitting work uniforms

New and expectant mothers:

Must inform their general practitioner or midwife of the nature of their work

Are encouraged to notify their employer in writing, as soon as possible, if they are

pregnant, have just given birth or are breastfeeding

0 Mustfollow any safety arrangements implemented for their protection, including
attending training sessions, complying with control measures, etc.

0 Mustnotactinamannerthatadversely affects theirown health and safety, that of

their child and/or anyone else

0 Mustreport any perceived or real shortcomings in protection to their employer

[ ]
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Where itis identified during risk assessments or outlined within Quality Care Cleaning Ltd’s
health and safety policy, all designated employees or other personnel will require to wear
certain types of personal protective equipment.

The use of personal protective equipment within Quality Care Cleaning Ltd will be used on a last
resort basis only. The issuing of personal protective equipment will only be conducted on those
items included on the authorised “personal protective equipment register”.

Quality Care CleaningLtd shall ensure all personal protective equipmentused withinits
operations is suitable for its intended purpose. This will be achieved through the reviewing of
product specifications and conducting certain trials.

Quality Care Cleaning Ltd will ensure that appropriate equipment or clothing is chosen which is
suitable to each individual, i.e. suitable size, fit etc.

Itisthe responsibility of the designated personfor safety to ensure all personal protective
equipment used within Quality Care Cleaning Ltd remains suitable forits intended purpose. This
isconductedviaregularinspection ofprotective equipmentissued throughoutQuality Care
Cleaning Ltd.

Any personal protective equipment found to be defective during inspection is to be immediately
replaced with suitable equipment and all records updated.

Once issued, it is the responsibility of all personnel to ensure all personal protective equipment
remains in a suitable condition. i.e. through storage and use. Any defects, loss or destruction of
equipmentistobereportedtoseniormanagementimmediatelyand newequipmentissued.

SA 12 PERSONAL PROTECTIVE EQUIPMENT
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Itis the responsibility of all persons within Quality Care Cleaning Ltd to ensure ear protection is
worn in all designated areas.

Itisthe responsibility of allpersonstofollowthe manufacturer’'sinstructionsforthe cleaning of
any ear protection.

Ear protection used throughout Quality Care Cleaning Ltd should be stored in aclean, dry area
when not inuse.

EAR PROTECTION

SEMI-INSERTS / CANAL CAPS

0 Operators should refrain from stretching the headband as this may make the
equipment ineffective overtime

0 Operators must follow the manufacturer’s instructions for the cleaning of equipment

[ Toavoid any risk of infection, all personnel must wash their hands before using /
inserting earplugs into the ear canal

[ The sharing of ear protection is not permitted within Quality Care Cleaning Ltd

[ Replace inserts at regular intervals

EARMUFFS

Itis the responsibility of all persons to conduct daily checks of their earmuffs; any defects
observed should be reported immediately and the equipment replaced.

When wearing earmuffs personnel should ensure:

I Nogaps are evident between the seal and head. Earmuffs should fit tightly on the user

[ Operators should ensure the earmuff covers the ear completely to have maximum
effect against noise

[ Operators should refrain from stretching the headband as this may make the
equipment ineffective overtime

0 Ensurewheninuse that hair, earrings, glasses or any otheritems are not trapped
between the seal and user’s head

EARPLUGS

Toavoid any risk of infection all personnel must wash their hands before using / inserting
earplugs into the ear canal.

Disposable ear plugs should only be used once.

All personnel should ensure all earplugs are inserted in the ear properly. Any person who is
unsure should seek further advice from the designated appointed person.

SA13NOISE
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Quality Care CleaningLtdis aware thatthere are twotypes of survey thatare required
depending on either normal occupation or planned refurbishment / demolition activities.

As aminimum, aManagement Asbestos Survey shallbe conducted to ensure no asbestos
containing materials (ACM’s) are present within any building used by Quality Care Cleaning Ltd.

MANAGEMENT SURVEY

The management survey will enable the management of ACM during the normal occupation and
use of premises. The duty-holder will undertake a management survey where the premises are
simple and straightforward. Otherwise, a surveyor will be contracted to conduct this work.

A management survey will aim to ensure that:

[ Nobodyis harmed by the continuing presence of ACM in the premises or equipment
0 The ACM remain in good condition
I Nobody disturbs ACMsaccidentally

The survey will locate ACM that could be damaged or disturbed by normal activities by
foreseeable maintenance, or by installing new equipment.

Qualified persons only willremove samples of any suspected asbestos, andinthe event of
samples showing positive for asbestos, the areais to be suitably labelled as such and all persons
notified of its presence.

Removal of any asbestos is to be conducted by qualified contractors only after suitable
safeguards have been installed to protect all other persons.

Itis the responsibility of the designated appointed person to ensure asbestos locations are
designated, marked and entry is limited into any area where exposure to asbestos is likely.

In the event of refurbishment or demolition of property belonging to Quality Care Cleaning Ltd,
arefurbishment / demolition survey will be carried out.

REFURBISHMENT / DEMOLITION SURVEY

Therefurbishment/demolition Survey willbe conducted where the premises, or part ofiit,
requires upgrading, refurbishment or demolition. A qualified asbestos surveyor will be used to
conduct the refurbishment / demolition Surveys.

A refurbishment / demolition survey will aim to ensure that:

[ Nobody will be harmed by work on ACM in the premises or equipment
0 Suchwork will be done by the right contractor in the right way

The survey will locate and identify all ACM before any structural work begins at a stated location
or on stated equipment at the premises. It involves destructive inspection and asbestos
disturbance. The areasurveyed mustbe vacated and certified 'fitforreoccupation' afterthe
survey.
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Asbestos may be found almost anywhere in a building.
Typical ACM’s may be found in older premises and will include:

0
0

Sprayed asbestos - generally used as fire protection to structural steelwork, lining within
ducts, fire breaksetc.

Molded or pre-formed lagging - used in thermal insulation of pipes, boilers, calorifiers,
etc.

Insulation boards used for fire protection, thermal insulation
Partitioning and ductformation

Ceiling tiles (Thermal and acoustic)

Millboard, paper and asbestos rope products used for insulation of electrical equipment
(Asbestos paper has also been used as afire-prooffacing on wood fiberboard)

Asbestos cement products, which can be fully or semi-compressed into flat or
corrugated sheets, gutters, rainwater pipes and water tanks

Textured coatings, i.e. 'Artex’, 'Wonderflex' etc.
Bitumen roofing material
Vinyl or thermoplastic floor tiles

When considering any works involving asbestos containing materials the HSE guidance sheet
with decision flowchart will be used:
http://www.hse.gov.uk/pubns/quidance/a0.pdf
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ISSUE AND AMENDMENTS

Documents and information held under document and data control are controlled by the
designated appointed person.

Alldocuments and data should contain a reference number, issue status and issue date. All
updated safety documents shall be given a new issue number and date and processed as
normal.

Where amendments are made to relevant parts of the occupational health and safety manual,
allrelevant persons within Quality Care Cleaning Ltd shall be instructed of the changes viaan
internal memorandum. It is the responsibility of the relevant persons to ensure they have read
and understood theamendment.

Allamendments to the occupational health and safety policy are included on the manual
amendmentregisterlocated atthe frontofthe occupational health and safety manual.

Where any procedure, safeworking practice etcisrequestedbyinterested parties, itistobe
reproduced and the copies immediately stamped “Uncontrolled Copy” before being given out.

SA15DOCUMENT AND DATACONTROL
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DOCUMENT RESPONSIBILITY | RETENTION PERIOD
1 Legal Register Designated Person | Indefinitely
for Safety
2 | Health & Safety Audits Designated Person | 5 Years
for Safety
3 | Accident Reports and Investigations | Designated Person | 5 Years
for Safety
4 | Occupational Training Matrices Designated Person | 1 Year after employee
for Safety has left employment
5 | Health&SafetyRelated Certificates Designated Person | 2 Years
(LOLER/PUWER etc) for Safety
6 | First Aid Certificates Designated Person | 3 Years after expiry of
for Safety last certificate
7 | Health & Safety Management Review Designated Person | 5 Years
Minutes for Safety
8 | Material Safety Data Sheets (Obsolete) | Designated Person | Indefinitely
for Safety
9 | Risk Assessments Designated Person | 10 Years
for Safety
10 | Objective Action Plan Designated Person | Indefinitely
for Safety
11 | Obsolete Health & Safety Procedures | Designated Person | 2 Years
for Safety
12 | Obsolete Health & Safety Safe Working Designated Person | 2 Years
Practices for Safety
13 | Training Certificates Designated Person | 1 Year after employee
for Safety has left employment
14 | Health &Safety Policy ManualRevision | Designated Person | Indefinitely
List for Safety
15 | Portable Appliance Test Records Designated Person | 2 Years after last
for Safety inspection
16 | Fixed electrical inspections Designated Person | Indefinitely
for Safety
17 | Gas Certificates Designated Person | 2 Years after last
for Safety inspection
18 | Completed Fire Log ltems Designated Person | 2 Years after last entry
for Safety
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All audits within Quality Care Cleaning Ltd shall be completed by trained competent persons
only.

All questions shall be prepared in advance of the schedule clause under audit.

Allaudits shallbegin with areview of allidentified remedial actionfrom the previous auditto
ensure that all points have been fully actioned.

All answers are to be recorded on the audit document and all trails followed up and resolved
before the information is written onto the audit checklist form.

Whentheauditchecklisthas beenwritten upitmustbe signed by both partiestoagree any
identified remedial actions and to agree any comments noted. Once signed, auditors are not
permitted to add any additional comments without the consent of the auditee.

The auditee shall agree all identified remedial actions. Where the auditor and auditee do not
agreeonanyidentifiedremedialaction, itistheresponsibility of the Designated Appointed
Person to determine the correct course of action.

Once all identified remedial actions are agreed it is the responsibility of the auditor to ensure
they are included on Quality Care Cleaning Ltd’s objectives plan. The completed audit is then
retained by the Designated Appointed Person for the specified retention period.

SA 16 AUDITING
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LEGAL DUTIES

Under general health and safety law, Quality Care Cleaning Ltd must consider the risks from
legionella that may affect staff or members of the public and take suitable precautions. As an
employer or a person in control of the premises, Quality Care Cleaning Ltd will:

0 Identify and assess the sources of risk

[ Prepare a written scheme for preventing or controlling the risk

0 Implementand manage the scheme by appointing a person to be managerially
responsible i.e. person responsible

[ Keeprecords and check that the actions carried out are effective

ASSESSING THE RISK

Quality Care Cleaning Ltdwillassesswhetherthe watersystems (includingthe equipment
associated withthe system such as pumps, heatexchangers, showers etc.)are likelytocreate a
risk. Quality Care Cleaning Ltd will do this using a qualified and competent person.

Quality Care Cleaning Ltd will assess whether there are:

0 Conditions that are present, which will encourage bacteria to multiply. For example,
water temperatures between20-45°C

[ Waterdroplets produced and, if they could be dispersed over a wide area e.g. showers

[ Anypersons particularly susceptible that will come into contact with contaminated
water droplets

If the risk assessment conducted by the competent person decides that the risks are
insignificant, the assessment is complete and no further action will be required, however the
assessment will be reviewed periodically or when changes are made to the water the system.

Where arisk is identified which cannot be prevented, Quality Care Cleaning Ltd will introduce
proper controls. Risks from legionella in water systems can be controlled by careful planning, a
successfulmanagementpolicy,competentstaffand attentionto propercontrolstrategies.

Quality Care Cleaning Ltd will consider whether it can prevent the risk of legionella in the first
place by looking at the type of water system required.

Quality Care Cleaning Ltd will prepare a written scheme, this will describe:

[ Thesystem—an up-to-date plan or schematic diagrams will be sufficient;

[ Thepersonresponsibleforcarrying outthe assessmentand managingits
implementation

[ The safe and correct operation of the system
0 Whatcontrol methods and other precautions Quality Care Cleaning Ltd will be using

[ What checks will be carried out on the system and how often

SA 18 LEGIONELLA



QUALITY CARE CLEANING LTD

COMMERCIAL CLEANING SERVICES www.qualitycarecleaning.co.uk

Page 115 of 157

Quality Care Cleaning Ltd will design, maintain and operate its water services under conditions
which preventor control the growth and multiplication of legionella as far as reasonably
practicable.

[ Ensuring that the release of water spray is properly controlled

I Avoiding water temperatures and conditions that favour the growth of legionella and
other micro-organisms

[ Ensuringwatercannotstagnate anywhere in the system by keeping pipe lengths as
short as possible or by removing redundant pipework

0 Avoiding materials that encourage the growth of legionella
[ Keeping the system and the water in it clean

[ Where necessary treating water to either kill legionella (and other micro-organisms) or
limit their ability to grow

EQUIPMENT / SYSTEMS THAT ARE CONSIDERED IN THE ASSESSMENT:

[ Hot & cold water systems
[ Water features including ornamental fountains

Equipment producing aerosols, mists or droplets from stored water sources including
showers & humidifiers

Water tanks &baths

Spray taps

Water recirculation systems for cooling
Rarely used taps & showers

Misting equipment

Oil / water emulsions for lubricating lathes
Air conditioning equipment

WATER TREATMENT METHODS

In hot and cold water systems legionella has traditionally been controlled by storing hot water
above 60°C and distributing it at above 50°C, keeping cold water below 20°C if possible. Other
methods which can be used include copper/silver ionisation and chlorine dioxide.

Where water runs hot as a control method, the risks of scalding will be assessed and appropriate
measures taken to prevent burns, e.g. warning notices and thermostatic mixing valves on taps.

OTHER CONTROLS

Temperature monitoring

Controlled release of water spray

Avoid temp conditions 20-45°C

Avoid water stagnation - empty & clean regularly
Avoid materials which harbour bacteria

Maintain cleanliness of spray outlets

Water treatment where necessary

Ensure correct & safe operation of system

Flushing regime for rarely-used outlets
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MANAGING THE RISK

Quality Care Cleaning Ltd will appoint someone to take responsibility for managing the control
scheme that it has putin place.

The ‘responsible person’ will be competent — that is, they will have sufficient knowledge and
experience ofthe systemto enable themtomanage and control the scheme effectively.

Where Quality Care Cleaning Ltdemploys contractorstocarry outwatertreatmentorother

work, itistheresponsibility ofthe ‘responsible person’toensurethatthe treatmentiscarried
out to the required standards.

RECORDS

The significantfindings of the risk assessment shall be recorded. This includes details of any
monitoring or checking carried out.

Quality Care Cleaning Ltd will keep records of the written scheme and detail whois responsible

formanagingthatscheme. Quality Care CleaningLtdwillalsokeeptheresultsofanyroutine
monitoring and these records will be kept for a minimum of five years.

OTHER DUTIES

Where a case of legionellosis in an employee is identified Quality Care Cleaning Ltd will report
thisunderthe Reportingofinjuries, Diseases and Dangerous Occurrences Regulations.

FURTHER INFORMATION

Quality Care Cleaning Ltd refers to guidance which is found in the Approved Code of Practice,
andguidanceLegionnaires’disease: The controloflegionellabacteriainwatersystems.
Approved Code of Practice and guidance L8 (fourth edition).
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DRIVERS’ RULES

The maintenance or servicing of any Company vehicle mustbe conducted in accordance with
the vehicle manufacturer’sinstructions.

Servicing or maintenance of vehicles is the responsibility of nominated persons, orin the event
of pool vehicles a designated appointed person.

All accidents must be reported to senior management immediately.

Foranyfines orpenalties thata driver acquires throughillegal use of acompany vehicle,
includingany convictions, driving offences orany otherendorsements, Quality Care Cleaning Ltd
will not be held responsible.

Prior to driving a vehicle drivers have a responsibility to ensure:

They carry out a visual inspection of all tyres

They carry out a visual inspection of lights

They ensure the oil level is sufficient for their journey

They ensure water coolant levels are sufficient for their journey

They ensure windscreen washer levels are sufficient for their journey

Theyhave sufficientfueltocompletetheirjourney/are abletodrivetothe nearest
petrol station

0
0
0
0
0
0

The use of mobile phones is not permitted unless a suitable hands free device is fitted. The use
of mobile phones whilst driving must be kept to a minimum.

Ahands-freedevice isonethatdoesnotrequireittobehelditatany pointduringthe course of
its operation. Therefore, use should be made of any voicemail or call divertfacility available,
rather than make or receive “live” calls. The driver should stop regularly in safe places to check
for voicemail messages and to make and return calls.

Ifthe use of ahand-held mobile phoneis necessary when driving, you must stop the carand
completelyturnoffthevehicle’senginebeforeusingit. Apersonisregardedas “driving”forthe
purposes ofthelawifthe engineisrunning, eveniftheirvehicle is stationary. This means that
theuse ofahand-held phone attrafficlights, intrafficjams orat othertimes whenthe engineis
still running is prohibited.

Nopersonis permittedto operate avehiclewhilstunderthe influence ofalcoholordrugs.

Drivers must take at least a fifteen-minute break for every two hours of continuous driving.

ACCIDENT PROCEDURE

In the event of an accident whilst driving a Company vehicle, all persons must follow the
following rules; these rules also apply to any company sponsored vehicles:

1. Stopthevehicle and ensure thatitis in a safe position. Ensure the handbrake is applied
and the ignition is turned off

2. Ifpossible, warn other motorists of the accident by displaying a red triangle (if
available)andensureyourvehicle’shazardwarninglightsare switchedon
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3. Ifanyotherpersonisinvolvedintheaccidentandyouare abledeterminetheirinjury
remain courteous at all times

4. |Ifsafetodosoandrequired, contactthe emergency services giving as much detail
about the accident as possible. Remain at the scene of the accident until the local
police constabulary arrive

5. Whilstwaiting for the emergency services, approach any witness to the accidentand
obtain names and addresses, remaining courteous at all times

6. Attherequestofthelocalconstabularyorthe otherpartyinvolved, provide themwith
Quality Care Cleaning Ltd’s name and address. Any details given to you concerning the
accident must be written down

7. Provideattherequestofthelocalconstabularyorthe otherpartyinvolvedyourown

personal details, insurance company, driving licence number, your name and address
etc.

Any accident or contact involving a company vehicle must be reported to senior management
immediately to allow a suitable investigation to be conducted.
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SAFE USE OF LADDERS

Any ladderin use within Quality Care Cleaning Ltd which is used for access to any elevated
position must be used in the following manner:

Before starting a task, you should always carry out a ‘pre-use’ check to spot any obvious visual
defects to make sure the ladder is safe to use.

A pre-use check should be carried out:

[ Bytheuser

0 Atthe beginning of the working day

[ Aftersomething has changed, e.g. aladder has been dropped or moved from a dirty
area to a clean area (check the state or condition of the feet)

I Checkthe stiles —make sure they are notbentordamaged, as the ladder could buckle
or collapse

I Checkthefeet—ifthey are missing, worn ordamaged the ladder could slip. Also check
ladder feet when moving from soft/dirty ground (e.g. dug soil, loose sand/stone, a dirty

workshop) to a smooth, solid surface (e.g. paving slabs), to make sure the foot material
andnotthedirt(e.g. soil, chippings orembedded stones)is making contactwith the
ground

[ Checktherungs —ifthey are bent, worn, missing or loose the ladder could fail

I Checkanylockingmechanisms—iftheyarebentorthefixings arewornordamaged
the ladder could collapse. Ensure any locking bars are engaged

I Checkthe stepladderplatform-ifitis splitor buckled the ladder could become
unstable or collapse

[ Checkthe steps ortreads on stepladders — if they are contaminated, they could be
slippery; if the fixings are loose on steps, they could collapse

Ifyou spotany ofthe above defects, don’tuse the ladder and notify your supervisor ormanager

Use your ladder safely
Once you have done your ‘pre-use’ check, there are simple precautions that can minimise the
risk of afall.

LEANING LADDERS
When using a leaning ladder to carry out a task:

[ Only carry light materials and tools — read the manufacturers’ labels on the ladder and
assess therisks

[ Don’toverreach —make sure your belt buckle (navel) stays within the stiles

[ make sure itis long enough or high enough for the task

[ Dontoverload it — consider workers’ weight and the equipment or materials they are
carrying before working atheight. Check the label on the ladder for information

[ Makesuretheladderangleisat75°—youshouldusethe 1in4rule(i.e. 1 unitoutfor
every 4 unitsup)

0 Always grip the ladder and face the ladder rungs while climbing or Descending—don’t
slide down thestiles

[ Don’ttry to move or extend ladders while standing on the rungs
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Don’twork offthe top three rungs, and try to make sure the ladder extends atleast 1m
(three rungs) above where you are working

Don’tstand ladders on moveable objects, such as pallets, bricks, lift trucks, tower
scaffolds, excavator buckets, vans, or mobile elevating work platforms

Avoid holding items when climbing (consider using a tool belt)

Don’tworkwithin6 mhorizontally ofanyoverhead powerline,unlessithasbeenmade
deadoritisprotectedwithinsulation. Useanon-conductiveladder(e.g.fibreglass or

timber) for any electrical work

Maintainthree pointsofcontactwhenclimbing (thismeansahandandtwofeet)and
wherever possible at the work position where you cannot maintain a handhold, other

than fora brief period (e.g. to hold a nail while starting to knockitin, starting a screw
etc), you will need to take other measures to prevent a fall or reduce the consequences
if one happened

Foraleaningladder, youshould secureit(e.g. by tyingthe ladderto preventitfrom
slipping either outwards or sideways) and have a strong upper resting point, i.e. do not

rest a ladder against weak upper surfaces (e.g. glazing or plastic gutters)

STEPLADDERS

When using a stepladder to carry out a task:

0
0
0
0

Check all four stepladder feet are in contact with the ground and the steps are level
Only carry light materials and tools

Don’t overreach

Don’tstand and work on the top two steps (including a step forming the very top ofthe
stepladder) unless there is a suitable handhold

Ensure any locking devices are engaged

Try to position the stepladder to face the work activity and not side on

Trytoavoid work thatimposes a side loading, such as side-on drilling through solid
materials (e.g. bricks or concrete)

Where side-on loadings cannot be avoided, you should prevent the steps from tipping
over, e.g. by tying the steps. Otherwise, use a more suitable type of access equipment

Maintainthree points ofcontactatthe working position. Thismeanstwofeetandone
hand, or when both hands need to be free for a brief period, two feet and the body

supported by the stepladder

When decidingifitis safeto carry outa particular task on a stepladder where you cannot
maintain a handhold (e.g. to put a box on a shelf, hang wallpaper, and install a smoke detector
on a ceiling), this needs to be justified, taking into account:

1
0
1
I
0

0

The height of the task

Whether a handhold is still available to steady yourself before and after the task
Whether it is light work

Whether it avoids side loading

Whether it avoids overreaching

Whether the stepladder can be tied (e.g. when side-on working)

Only use a ladder:

I
I

On firm ground

Onlevelground—-refertothe manufacturer’s pictograms onthe side oftheladder. Use
proprietary levelling devices, not ad-hoc packing such as bricks, blocks, timbers etc.
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Onclean, solid surfaces (paving slabs, floors etc.). These needto be clean (no oil, moss
or leaf litter) and free of loose material (sand, packaging materials etc.) so the feet can

grip. Shiny floor surfaces can be slippery even without contamination

Where they will not be struck by vehicles (protect the area using suitable barriers or
cones)

Where they will not be pushed over by other hazards such as doors or
Windows, i.e. secure the doors (not fire exits) and windows where possible

Where the general public are prevented from using it, walking underneath it

Orbeing atrisk because they are too near (use barriers, cones or, as alast resort, a
person standing guard at the base)

Where it has been secured.
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No person within Quality Care Cleaning Ltd is permitted to use any spraying equipment or
materials unless sufficient training and instruction has been provided and authorisation has
been recorded by the designated appointed person.

Toensure Quality Care Cleaning Ltd controls exposure and contains the risks from flammable
vapour, spraying within Quality Care Cleaning Ltd is only permitted in enclosed spray booths or
in controlled sprayspaces.

Allsubstances usedin spraying activities are notto be used unless a sufficientrisk assessment
has been completed against the Control ff Substances Hazardous to Health (C.0.S.H.H.)
Regulations.

No spraying is permitted within Quality Care Cleaning Ltd unless effective segregation from other
persons and adequate ventilation is available.

All personnel must wear all relevant personal protective equipment when conducting any
sprayingoperations.Inthe eventofairfeed masksbeingused. The quality ofairistobe
monitored at all times to prevent any adverse effects.

Nosprayingis permittedin any areaof Quality Care Cleaning Ltdifthere is ariskfromany
ignition source; thisincludeslighting, smoking, damaged electrical cables, heating systems etc.

No spraying is permitted above head height of any person conducting any spraying operation.
Anysprayingrequiredabove headheightofanindividualshouldonly beconductedoncea
suitable structure has been erected.

Alloperators mustensure care is taken when spraying cavity areas. The use of low pressure is
recommended inthese areas to preventany bounce back fromthe sprayed material.

In the event Quality Care Cleaning Ltd requires two operators to conduct spraying of the same
item, sprayers must work in the same direction and refrain from spraying towards one another.

No eating, drinking, or smoking is permitted in or close to any area where spraying activities are
conducted. Allemployees are responsible to ensure they maintain a high standard of personal
hygieneandwashhands BEFORE and AFTER usingthe toiletand BEFORE handling anyfood.

Allareas were spraying activities is conducted will be suitably identified and access to such areas
restricted to authorised persons only.

SPRAY BOOTHS

Inthe event of spraying in a spray booth, all operators whenever possible must stand upstream
of the object being sprayed.

All personnel using spray booths must ensure that airflow or air pressure differential switches
are working to warn if designed exhaust ventilation flow of rates are not maintained.

Personnel are responsible for ensuring that they maintain any interlocks fitted
between spray guns and exhaust ventilation.

No person is permitted to conduct any spraying activities where damaged spray booth panels
have been identified; all panels must be repaired immediately to maintain the fire resistance of
the unit.

SA 41 SPRAYING
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All operators must ensure all escape routes and any rescue equipment is unobstructed at all
times.

All operators must ensure all airintakes are not obstructed and that discharge vents are
correctly sited and in good repair.
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SPRAYING AND MIXING OF PAINTS

No personwithin Quality Care Cleaning Ltdis permitted to use any spraying equipment,
materials or mix such materials unless sufficient training and instruction has been provided and
authorisation has been recorded by the designated appointed person.

Toensure Quality Care Cleaning Ltd controls exposure and contains the risks from flammable
vapour, spraying within Quality Care Cleaning Ltd is only permitted in enclosed spray booths or
in controlled sprayspaces.

Allsubstancesusedinsprayingormixingactivitiesare nottobe used unless asufficientrisk
assessmenthas been completed with regard to the Control of Substances Hazardous to Health
(C.0.S.H.H.) Regulations.

Nospraying, mixingorcleaningofspray gunsandothersuchequipment, is permittedwithin
Quality Care Cleaning Ltd, unless carried out by authorised, competent personnel and effective
segregation from other persons and adequate ventilation is available.

Allpersonnelmustwearallrelevant personal protective equipmentwhen conductingany
sprayingoperations. Inthe eventofairfeed masks beingused, thecompressedairistobe
checked by acompetent person every 3 months to ensure the quality of airinhaled by
employees satisfies the requirements of C.0.S.H.H. Regulations (2002) (Reg 9.) recorded in the
RPE log.

Itis a requirement of the COSHH regulations (Reg. 9) that a thorough visual examination of all
parts of the Air Fed Mask is carried out at least monthly including air filters with any change
being recorded inthe RPE log. Visual inspection should be carried out before every use and any
defects including any ill-fitting issues should be rectified before further use.

Routine medical surveillance for lung function, contact dermatitis and other associated medical
issues shall be carried out on a regular basis

No spraying or mixing is permitted in any area of Quality Care Cleaning Ltd if there is a risk from
anyignition source; thisincludes lighting, smoking, damaged electrical cables, heating systems
etc.

No spraying is permitted above head height of any person conducting any spraying operation.
Anysprayingrequiredabove head heightofanindividualshould onlybe conductedoncea
suitable structure has been erected.

Alloperators mustensure care is taken when spraying cavity areas. The use of low pressure is
recommended inthese areas to preventany bounce back fromthe sprayed material.

Inthe event Quality Care Cleaning Ltd requires two operators to conduct spraying of the same
item, sprayers must work in the same direction and refrain from spraying towards one another.

No eating, drinking, or smoking is permitted in or close to any area where spraying activities are
conducted. Allemployees are responsible to ensure they maintain a high standard of personal
hygieneandwashhands BEFORE and AFTERusingthetoiletand BEFORE handlinganyfood.

Allareas were spraying or mixing activities is conducted will be suitably identified and access to
such areas restricted to authorised persons only.
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SPRAY BOOTHS

Inthe event of spraying in a back draught spray booth, all operators whenever possible must
stand upstream of the object being sprayed.

All personnel using spray booths must ensure that airflow or air pressure differential switches
are working to warn if designed exhaust ventilation flow of rates are not maintained.

Personnel are responsible for ensuring that they maintain any interlocks fitted between spray
guns and exhaustventilation.

No person is permitted to conduct any spraying activities where damaged spray booth panels
have been identified; all panels must be repaired immediately to maintain the fire resistance of
the unit.

All operators must ensure all escape routes and any rescue equipment is unobstructed at all
times.

All operators must ensure all air intakes are not obstructed and that discharge vents are
correctlysitedandingoodrepairwiththe boothfilterschangedonaregularbasis by
competent personnel and also being recordedinthe RPE log, the LEV system  shallbeserviced
byacompetentpersonnolaterthanevery 14 months withthe resultingreportrecordedinthe
RPE log.

NOTE: ALL RECORDS TO BE KEPT FOR A MINIMUM OF 5 YEARS
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No person is permitted to undertake work at height unless they have received sufficient training
and instruction.

Working at height within Quality Care Cleaning Ltd is classed as any height where there is
potential ofa personbeinginjuredfallingfromit, thisincludes atorbelow groundlevel.

Anyworkatheightshouldbeavoidedwhere possible. Intheeventitcannotbeavoidedallwork
should be conducted under a permitto work system only after the task has been suitably
planned.

Guard rails should be used where appropriate to prevent any fall from height.
All relevant personal protective equipment is to be worn when working at height e.g. harness.

Wherever possible, mobile elevated work platforms should be used to assistin any work at
height.

Inspections of working areas at height are to be conducted at each individual place, on every
occasion beforeitis used. This includes checking the surface and parapet, permanentrail etc.

Wherethereisariskofequipmentfallingfromanyheight; safety nets mustbe positionedto
protect any otherparties.

The following rules should be observed before any work at height is conducted:
1. Check there is a safe method of getting to and from the work area
2. Decide what particular equipment will be suitable for the job and the conditions on site

3. Make sure work platforms and any edges from which people are likely to fall have guard
rails and toe boards or other barriers

4. Make sure the equipment is in good condition and make sure that whoever puts the
equipment together is trained and knows what they are doing

5. Makesurethosewhousethe equipmentare supervisedsothattheyuseitproperly.
Themore specialised the equipment (forexample, boatswain’s chairs and rope access
equipment), the greaterthe degree oftraining and supervisionrequired toensure
safety

6. Checkanyequipment provided by another company is safe on site before using it

7. Findoutwhototellifany defects needtobe remedied or modifications needtobe
made and keep them informed

When selecting a means of access, remember:

0 Onlywhenitis notpracticableto provide awork platformwith guardrails should other
means of access (forexample, boatswain’s chairs or rope access techniques) be used

0 Only when no other method is practicable, or when work platforms cannot comply with
allrequirements for safework (e.g. aguardrailhas to be removedtoland materials),

should a way of arresting falls (for example, a harness and lines or nets) be relied upon

[ Onlyuseharnessesandlines ornetstoprovide safety as alastresort-theyonly
provide protection forthe personusingthe harnessinthe eventofafall-they donot

prevent falls

SA 43 WORKING ATHEIGHT



QUALITY CARE CLEANING LTD

COMMERCIAL CLEANING SERVICES www.qualitycarecleaning.co.uk

[ Harnesses or nets may also be needed to protect those working to put guard rails or
other protection inplace

[ Ladders should only be used as workplaces for short periods and then only if it is safe to
doso. Itisgenerally saferto use atower scaffold or MEWP even for short-termwork

0 Before any work at height, check that there is adequate clearance for equipment. For
example, overhead powerlines canbe arisk when erecting scaffolds orusing MEWPs;

there can be arisk of crushing against nearby structures when mobile access platforms
are manoeuvred

Ensure all relevant signage and notices are posted when persons are working at height.
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VIBRATION

Quality Care Cleaning Ltd recognises that regular exposure to continuous vibration from the
workprocesshasthe potentialto causelong-termillhealthduetoarange of occupational
diseases collectively known as hand-arm vibration and whole-body vibration. Quality Care
CleaningLtdisaware thatthe exposure of vibrationatworkisregulated by The Control of
Vibration at Work Regulations 2005.

Quality Care Cleaning Ltd will assess the risks to health from exposure to continuous levels of
vibration, and determine the control measures needed.

Effective controlmeasureswillbeintroducedtoensure thatlevels ofexposuretohand-arm
vibration and whole-body vibration are eliminated or reduced as far as is reasonably practicable
following carrying out appropriate risk assessments.

Quality Care Cleaning Ltd will record the assessments and review them periodically orwhen
changes occur.

Quality Care Cleaning Ltdwillensure thatthe mostappropriate equipmentisusedforthejob.
Also, it will ensure that those persons responsible for managing work likely to result in exposure
tohand-arm vibration and whole-body vibration are adequately trained and competent

Quality Care Cleaning Ltd willinform, instruct and train employees about the risks and the
precautions to be taken to protect themselves from the harmful effects of continuous exposure
to vibration.

Where there is a foreseeable risk of activities of hand-arm or whole-body vibration, Quality Care
Cleaning Ltd willensure no new equipment or processes shall be introduced into the work
carried out without a risk assessment and approval of a designated manager

Quality Care Cleaning Ltd will maintain an inventory of all vibration equipment used that is likely
to cause hand-arm vibration and whole-body vibration. Such equipment will be maintained to
the manufacturers specification to avoid worsening vibration.

Quality Care Cleaning Ltd will monitor exposure of hand-arm vibration and whole-body
vibration, and undertake appropriate health surveillance, where necessary.

Policies and risk assessments related to vibration at work will be assessed periodically.

Itis the responsibility of the designated appointed person along with management to ensure
that such arrangements are adhered to.
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Upon successful tender of all work to be undertaken, all Contractors must ensure full compliance
with the followingprocedure:

The originator of the contract must make sure the Contractor is aware of The Company’s Health
& Safety Policy & Environmental Policy who in turn must ensure all of their employees are aware
of the policies.

The Contractor must complete the Contractor’s questionnaire, supply a method statement, risk
assessment and forward valid insurance information and return it to the initiator of the contract
before attending site.

Method statements should include information referring to job location, step by step job
procedure forallwork tasks statingwhoisresponsible forthe work. Equipmenttobe usedon
site and any substances used must have material safety data sheets and Health & Safety Manual
notified in advance.

AMethod Statementonhowthe contractorintends todispose ofthe waste. Uponapprovalby
the Designated Appointed Person smallamounts of waste may be disposed of through the
internal (Company) waste system. This will be clearly indicated on the Company Permit to Work.

If the Contractor is required to remove wastes from site, a copy of the Contractors Waste
Carriers Licence must be available.

On completion of the contract, Contractors may be required to supply copies of Waste Transfer
documentation.

The main contractor/sub-contractor must sign and date Method Statements

The main contractor is responsible for ensuring that all subcontractors are made aware of the
requirements of the policies, completing and returning the relevant information.

All contractor information is to be held by Quality Care Cleaning Ltd before the contractor Permit
isissued. Acopy ofalltherelevantinformationistobeforwardedtothe Designated Appointed
Personbytheinitiatorofthe contract. Theappointed personistoholdblankplantPermitforms.

The initiating department is to process the Permit to Work and send to the Designated
Appointed Person forauthorisation.

GENERAL STATEMENT

Where contractorsareengagedtoundertake work for,or onbehalfofthe company, itis our
policy to carefully selectthem and plan, monitor and control their work for the safety of
everyone who could be affected.

LEGAL POSITION

Regulation 11 oftheManagementofHealthand SafetyatWorkRegulationsrequiresthat
Quality Care Cleaning Ltd co-operate with and co-ordinate other employers who share our
workplace, to ensure compliance with health and safety law. This duty applies equally to the
contracting organisation as to us.

In relation to construction work, we are also subject to specific legal requirements under the
Construction (Design and Management) Regulations (CDM). These cover most maintenance,
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repair and redecoration works and require that in addition to checking the competence of
appointed contractors, we:

[ Ensurethere are suitable management arrangements for the projectincluding the
provision of welfare facilities for use by contractors

0 Allow sufficient time and resources for all stages of the project;

and

[ Provide pre-construction information to designers and contractors. The CDM
Regulations also place additional duties on use where a project s likely to exceed 30

working days or 500 person days of construction and is therefore "notifiable" to the
HSE using FormF10.

OVERALLRESPONSIBILITY FORCONTRACTOR
MANAGEMENT

The designated person for safety has overall responsibility for planning and coordinating
contractwork. Itistheirresponsibility toensure compliance withthis policyinpractice. Itisalso
their specific responsibility to identify whether the project is "notifiable" under the CDM

Regulations, tell directors that this is the case and explain the additional actions which will apply.

PRE-CONTRACT INFORMATION

Contractors will be given general information covering essentials such as access and parking
rules, waste managementinformation, fire procedures, smokingrules, information about
vulnerable building users and their protection, safety rules regarding the use of our power
supplies, any areas where PPE is compulsory restrictions on high-hazard equipment, permit-to-
work requirements, restrictions and rules about the use of hazardous substances or generation
of noise, work at height rules, the use of our facilities, requirements for supervision and quality
assurance, restrictions on the use of sub-contractors, security and site contact details.

We have developed a set of "Site Rules for Contractors" covering the above points and these will
be supplemented with project specific information as appropriate.

Inrelation to specific projects, to enable contractors to take account of all issues affecting
healthand safety withintheirtender, we provide such informationasisdeemednecessaryto
enable themto planforsafe working onsite. This will usually include acopy of the above site
rules plus any additional information required. The specific list will vary according to the work in
hand and will be taken from our"Pre Construction Information Checklist". The information
provided will include any residual risks identified by designers.

CO-ORDINATION OF LARGER CONSTRUCTION PROJECTS

Inthe planning stages of the work, the designated person for safety willidentify whetheritis
partofa projectwhichislikely to exceed 30 working days or 500 person days of construction
work. Ifthisisthe case, Part3 ofthe CDM Regulations will apply, i.e. itwill be "notifiable" to the
HSE.

In the case of notifiable projects, the designated person for safety will, in addition to general
project requirements, ensurethat:
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+  Acompetentdesigneris appointed inaccordance with our Contractor Selection Policy.

+  Acompetentand adequately resourced Principal Contractoris appointed in
accordance with our Contractor Selection Policy

+  Theworkdoes notbegin until there is a Construction Phase Plan in place and suitable
welfare facilities forworkers

+ Information is provided to the designer for inclusion in the project Health and Safety
File.

Note: Fornotifiable projects the specific health and safety requirements forthe work willbe
determined by the Principal Contractor and set out within the Construction Phase Plan. As a
rule, theremainder of this policy willnotapply to these projects otherthanwhere thereisan
interface between a designated “construction site" and our operational site.

CO-ORDINATION OF ANOTHER CONTRACT WORK

Inthe case ofcontractworkwhichisnot"notifiable" asdescribedinthe sectionabove, the
designated person for safety will:

[ Define the scope of the work

[ Evaluate anynew hazards introduced to the workplace and any hazards arising from our
activities which are likely to affect the contractors

0 Decide whether it is necessary to segregate the work of contractors from other
activities taking place on site either by scheduling the work out of hours or by physical

separation

0 Checkthatifany design work is carried out on the company's behalf that hazards are
eliminated, and risks are reduced at the design stage

[ Puttogethera pack of information for potential contractors as described in Section 4
above

0 Identify potential contractors, send the tender information and select a competent and
adequately resourced contractor in accordance with our Contractor Selection Policy

[ Discussdetailed work plans with the successful bidder and review their risk assessment
and method statement for the work
[ Include within the contract a requirement to comply with the site safety rules provided

[ Reviewourownrisk assessments toidentify any new or changed risk control measures
which need to be implemented for the duration of the work

[ Ensurethatcontractors' representatives are briefed in essential health, safety and
emergency information including the requirement to sign in and out of the site each

day

0 Ensure that contractors are aware of the tasks which require a permit-to-work and the
arrangements for obtainingone

[ Monitorthe work periodically throughoutthe dayto ensure thatthe method statement
and site safetyrules are beingadhered to and toidentify any additional hazards not

previously anticipated

[ Ensurethat on completion, the required certification, operating instructions,
guarantees etc. are received before payment is authorized

[ Make sure that any new inspection and maintenance requirements for new equipment
are identified andscheduled

[ Review the project at completion, or periodically for on-going contractors for the
purpose of ensuring any learning points are identified.
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CONTRACTS

Contract conditions will stipulate that the contractor and all of their employees/sub contractors
mustfollow our site safety rules, theirown safety proceduresand method statementsandall

healthandsafetylegislationapplicabletotheworkundertaken. The conditionswillalso state
thatourrepresentatives have the authority to halt the work atany time if they believe thatitis
unsafe, in which case the matter will be reviewed as promptly as possible by our senior
management team.

CHECKING IN ON SITE

All contractor representatives are required to sign in on arrival and out when they leave. They
are issued with a visitor or contractor badge.

Our representative will check the scope of work and access required, ensure that the
contractor's representative has received a briefing on the essential safety requirements and
ensure thatpermits areissuedinaccordance with our permit-to work policy. All contractor
representatives are required to sign to confirm that they have understood our site safety rules.

MONITORING AND REVIEW

Allwork by contractors ismonitored periodically toensure thatitis proceedinginthe manner
expected, including a high quality of workmanship and a safe method of operation. Monitoring
also assists us in checking that our signing-in procedure has been followed and identifies any
problems with the work or new hazards at an early stage.

Where monitoring uncovers poor standards, our representative will stop the work until the
matter can beresolved.

The frequency of monitoring will be determined based on the likelihood of safety concerns
arising, i.e. due to the nature of work and past experience.

Oncompletionofwork, orperiodically wherethereisanon-goingmaintenance contract, we
will undertake a contract review process to evaluate satisfaction with the contractor’'s work and
identify any other concerns which may have arisen. The review covers quality of workmanship,
safety of operations and the effectiveness of communications with the contractor.

Improvements are identified where needed to either the specific working arrangement or the
contractor control arrangement in general.

Where the review indicates that the contractor's standards are below those required, we will
takeactiontoensurethatthe contractorisnotusedagainorthatothersuitable measuresare
taken to improve performance
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HIGH PRESSURE WATER JETTING

The term high pressure water jetting refers to all water jetting processes including those using
additives, abrasives or chemicals whereby there is an energy input to increase the pressure
applied to water. This may range from small domestic power washers to large industrial tanker
units.

It is recognised by Quality Care Cleaning Ltd that the use of high-pressure water jetting
equipmentis high risk due to the nature of the jet and the potential proximity of operators and
others to the operation of such equipment. This should always be carried out by competent and
authorised staff, as deemed by the designated appointed person.

Itis the responsibility of the designated appointed person to ensure that only trained and
competent staff operate the high-pressure water jetting equipment and that the risk and control
measures are made clear to them.

Before jetting commences, an area of public exclusion should be created. This can be done by
means of cones, tape, and signage, or however deemed adequate by the designated appointed
person, providingitensuresthatallpersonsin close proximity tothe workingareaareaware
thatthey should notenter. Authorised persons wishingto enterthis areashould always wait
untiljetting has stopped. Ifforany reason any unauthorised persons enterthe area, jetting
should immediately stop. It should also be noted that any hoses left outside this area should be
protected.

Allwater jetting operations should be risk assessed and any control measures understood by the
personswhoaretooperate theequipment, thisincludesthe correctuse of PPE thatshouldbe
provided by Quality Care Cleaning Ltd. Itis the responsibility of Quality Care Cleaning Ltd and the
designated appointed person to ensure that correct PPE for such tasks are issued and
maintained.

Alljetting equipmentshould be checked priorto use. Checks should berecorded onalog
sheet/book and any defects or requirement for maintenance should be reported to supervisors
and/or the designated appointed person.

All staff should be aware that other types or risks may be involved with the task of water jetting
i.e. leptospirosis, COSHH, slips, trips falls etc.

Under no circumstances should water jetting tasks be carried out on unstable surfaces or
equipment i.e. ladders, mobile towers etc.

Water jetting is a high-risk task which should always be carried out in the most serious manner.
All staff should follow safe systems of work for the use of this equipment:

Do not attempt to alter or change the equipment attachments / setting when in use
Ensure the nozzle is facing downwards when not in use

Never leave the unit running unattended

Under no circumstances should the trigger / nozzle be aimed or pointed at other
persons

0 Ifusingthe equipment where electrical points are present, these electrical points
should be sufficiently covered and protected

I COSHHassessments should be conducted where cleaning chemicals/abrasives are used

I
I
[ Two hands should always be used to operate the trigger / nozzle
I
0
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Breaks should be allocated and planned to reduce the risks of hand/arm vibration,
noise and fatigue.
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Quality Care Cleaning Ltd recognises thatitis especially important to have trained, competent
staff appointed as rack safety personnel when there is a high degree of activity within

warehouse / storage areas of the business, or where there is the greatest risk of rack damage

due to mechanical handling equipment.

Quality Care Cleaning Ltd also recognises that when a rack has been struck by a forklift truck or
anyotherobject, one ofthefirstpriorities should be toidentify any unsafe componentsinorder
toreduce the dangers of collapse. Removing the damaged segments out of service immediately
may be the only prudentresponseto prevent possiblerisk toinjury to personnel caused by
continued use of damaged racking.

RACKING DESIGN & MATERIALS HANDLING EQUIPMENT

Storage racking for products on pallets is designed specifically for the size, shape and weight of
the products being stored within the premises. The racking design should be compatible with
the pallets and the material handling equipmentin use within the workplace. Quality Care
Cleaning Ltdrecognises thatthe aisle width should be matched to the turning circle of the
forklift truck of other mechanical handling equipment used to put away, replenish or pick.

SAFE WORKING LOADS

Regularinspections of racking should be conducted both in-house and independent to check its
integrity, identify maintenance requirements to ensure racking is not overloaded.

Employees are reminded — Do not exceed the Safe Working Limit (SWL) for the unit load or the
Safe Working total load per bay for the racking

Quality Care Cleaning Ltd recognises thatthere should be some means of ensuring that
personnelusing the racking are aware ofits SWL; e.g. having one or more signs in conspicuous
locations, such as atthe end of all aisles, which contain the following information:

[ Racking manufacturers name and trademark
0 Safe working unitload

[ Safe working load for each shelf beam level

[ Safe working total unit for each bay

ALTERING THE RACKING DESIGN OR COMPONENTS

Any alterations to the racking are to be scrutinised by a competent person and should take into
accountthe effects onthe SWL. Operation procedures, signs and drawings should be amended
accordingly.

Quality Care Cleaning Ltd recognises, a competent person is in individual who, by way of training
and/or experience, is knowledgeable of applicable standards, is capable of identifying storage
equipment hazards relating to the specific operation, is designated by the employer, and has the
authority to advise on appropriate actions.

Physical alterations to uprights, bracings, beams or components, such as welding on additional
cleats or bearers, should not be made.
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Replacements of uprights, bracings, beams or other components should be with compatible
parts. If not practicable, an engineering report should be obtained confirming the integrity and
SWL of the racking with these alternative replacement parts.

GOODS ON PALLET TO BE STORED IN RACKING

Goods stored on pallets destined for storage are termed within the company as unitloads. The
designofthe pallets should take intoaccountthe nature of goodsinthe unitload. Achangein
pallet design should not be permitted unless the:

[ Racking design is suitable to support the weight of the unit load, and
[ Palletdesign keys into the racking and so prevents the unit from being dislodged.

An assessment of any change to the pallet design should be conducted by a competent person
to prevent storage problems arising, such as:

0 Changingfromtimber palletstopostpallets meaningthatthelegsdonotkeyintothe
racking

[ Using pallets larger than allowed forin double racking, as they can overlap pallets
behind or push them off their supports

0 Using pallets smaller than allowed for in the racking, as they can drop through
[ Using skid pallets in racking without timber decks, as they can drop through

Boxes, cartons and other such items stored on pallets should not overhang the pallet. Unitloads

on upper levels containing boxes, cartons and other loose loads should be effectively prevented
from falling by wrapping, strapping or some other means.

COLLISION PROTECTION

Bottomportions ofthose frames/racking within Quality Care CleaningLtd thatareexposedto
possible collisions by forklift trucks or other moving equipment should be protected at all times.

DAMAGE REPORTING

Employees should reportany damage or near miss occurrences, however minor, to management
sothatits effect on safety canbeimmediately assessed and the hazard eliminated, orrisks
reduced.
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Quality Care Cleaning Ltd recognises that hand hygiene is the single, most effective means of
controlling infection & contamination; it is the responsibility of all personnel within Quality Care
Cleaning Ltd to practice cleanliness of the hands as a matter of routine.

Hands are to be washed effectively at all break times & before any food is consumed; the use of
gloves does not remove the need for hand washing.

SOCIAL HANDWASHING

Hand washing within Quality Care Cleaning Ltd is through washing of hands with non-medicated
soap or detergent and water. This method of hand washing helps remove dead skin and
bacteria.

Quality Care Cleaning Ltd recognise that hand washing should take place:

[ Before startingwork

I  Before endingwork

[ Afterthe removal of gloves

0 When contaminated

0 After eating orsmoking

[ Afteruse of toilet facilities or other personal hygiene activities

Appropriate hand washing facilities and consumables are provided by Quality Care Cleaning Ltd
to enable this process to adhered to.
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HOMEWORKING

Quality Care CleaningLtdiscommitted toensuringthe health, safety and welfare ofits
homeworkers and those affected by homeworking as far as is reasonably practicable. A
homeworker is any employee who works at home on behalf of Quality Care Cleaning Ltd.

Homeworkers are subject to the same health and safety requirements as workers based on
company premises and must be managed accordingly.

Allhomeworking activities will be considered and assessed for risk using form HS67; this can be
done by self-assessment. Where there is little or norisk to the homeworker or othersinthe
home environmentnofurtheractionwillbetaken. Ifariskassessmentindicates the needfor
action, Quality Care Cleaning Ltd is committed to putting in place appropriate controls to reduce
therisk as far as are reasonably practicable. Homeworkers are covered by existing health and
safety law in the same way as any other worker within Quality Care Cleaning Ltd.

The implementation of this policy requires the total co-operation of all members of
management and staff. There will be full consultation with employee representatives through
existing channels ofcommunication.

Quality Care Cleaning Ltd will, in consultation with homeworkers and their representatives:

0 provide information, instruction, training and supervision

[ assess all significantrisks, including display screen equipment if used

[ make adequate arrangements for putting in place control measures and for managing
control measures

I ensure that manual handling loads are appropriate and that appropriate lifting aids
and/or training are provided where it is not possible to avoid the risk
0 supply all necessary equipment, machinery and plant

[ ensure that all equipment, machinery and plant is suitable for the job

[ ensurethatallequipment, machinery and plantis safe, regularly maintained and
appropriately guarded

0 arrange for the maintenance of all electrical equipment supplied for use in the
employee’s home

[ Thehardwiredelectrical sockets andringmains supplies are the employee’s own
responsibility but the employer’s representative will advise on cabling and socket usage

in the risk assessment.
[ ensurethatany substances provided are assessed and suitably controlled

[ supply personal protective equipment if needed

[ provide, where practicable, scope for varying work patterns and to allow employee
input into how the work is carried out, to ensure homeworkers take periodic breaks

during the working day

0 ensurethathomeworkers havetheopportunitytobekeptinformedofwhatis goingon
within the company via their management

[ reviewrisk assessments whenever there are significant changes and atleast annually.

Quality Care Cleaning Ltd is responsible for the health, safety and welfare of homeworkers as far
asisreasonably practicable whileline managersareresponsible forensuringhomeworkers
receive the appropriate training and information and for facilitating risk assessments and putting
in place appropriate controls.
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Risk assessors are responsible forundertaking risk assessments of homeworkers on behalf of
line managers. They should advise both the homeworker and the relevant line manager of risks
and their appropriate controls.

Homeworkers are responsible for their own health, safety and welfare and that of others
affectedbytheirworkwhilstworkingathome. Theyarerequiredtoreportanyproblemsdirectly
to their line manager. This will include incidents and near misses.

Homeworkersarerequiredtofollowalltrainingandinstructionreceived,andaretouse
personal protective equipment when appropriate (as identified as a safe system of work).

Ifthe homeworker is unable tofollow the work arrangements, training and instruction, the
homeworker must cease work and report the problems to his or her line manager immediately.
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PERMIT TO WORK

Quality Care Cleaning Ltd recognises the importance of controlling certain works on their
premises by enforcing a permit to work system.

These provide aformal safety control systemaimed at prevention ofaccidents,damageto
property / premises and damage to products, when foreseeably hazardous works are
undertaken. The Health and Safety at Work Act 1974 placed further duties on employers and the
self-employed to “provide and maintain plant and systems of work that are, so far as reasonably
practicable, safe and without risks to health”.

Apermittoworkis aformal written system used to control certain activities, which pose a
significantrisk. Itisadocumentthatspecifiestheworktobecarried out,andthe precautions
that should be taken to minimise any associated risk.

ACTIVITIES THAT REQUIRE A PERMIT TO WORK

With the support of employees, responsible managers should identify both the tasks involved
with, andthe areas ofplantthatpresentthe greatestrisks anddecide where they feelapermit
toworkis required. Itis important that the tasks are displayed on any site notice board.
However, all the information should be made accessible by displaying suitable signage on all
plant identified as requiring a permit to work.

A permit to work should be considered for the following:

Confined space entry

Working on or nearunguarded moving machinery

Working at height without secure edge protection

Working on high voltage or complex electrical equipment

Conveyor tracking with guards removed
Hot work

Any maintenance activity involving potential exposure to asbestos

Any other activity, which has been identified through arisk assessment as being
potentially hazardous

0
I
I
0
[ Excavations in or around plant and equipment
I
0
I
I

Permits apply whether using contractors, sub-contractors or employees.

AUTHORISING A PERMIT TOWORK

The responsible manager must display an up to date list of all persons who are authorised to
sighandissue a permitto workdocument. Itis compulsory thatthose nominatedtoissue
permit to work documents are trained to do so and are deemed competent.

ISSUING AND RECEIVING A PERMIT TO WORK

The authorised person who issues the permit must ensure:
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0 The personin charge of the task fully understands the requirements of the permit

[ He/she explains the precautions and procedures to all others involved

[ Helshe acknowledges any concerns the receiver of the permit has and acts immediately
to either rectify the situation or raise it to a higher authority

The person receiving the permit must:

0 Ensure that only the task specified on the permit is undertaken

[ Abide by all relevant safe system of work instructions

[ Reportback to the authorised person if any changes have taken place which resultin
the permit becoming invalid (i.e. the receiver of the permit leaving site)

Before a Permit can be issued, several factors need to be considered:

Aspecificriskassessmentandsafe systemofworkneedstobeavailableforallactivities that
require a permittowork. Allemployees and contractors should be made aware of potential
dangers that could arise through their work. The authorised person should discuss the task with
the person receiving the permit and any other involved parties.

For the area of the works in question, consideration should be given to the following:

[ Theareais clearly visible to all persons

0 Suitable barriers and signage are displayed and remain in place for the duration of the
works

7 Allpersons involved or whom the works could potentially affect are made aware of any
risks and controlmeasures

Allmachinery and equipmentthatpresents asignificantrisk mustbeisolated to nullify the
hazards BEFORE THE PERMIT IS ISSUED. Multi-hasp locking systems and interlocking systems
require careful monitoring and key security. Area demarcation that prevents mobile plant and
unauthorised personnel access to the area must also be considered.

Allothertoolsandequipmentused mustbeidentified as being fitforpurpose’as specifiedin
the Provision and Use of Work Equipment Regulations.

The most significant factor in the occurrence of accidents and incidents is the participation of
people. Itis imperative that only competent persons undertake any task or activity.
Anindividual should never undertake atask if he/she has not received training or authorisation
to do so.

PERSONAL PROTECTIVE EQUIPMENT

All personal protective equipment required to undertake the task safely must be made available
and used. Personnel not working in the area but who may possibly be affected must be
considered, e.g. in the vicinity of arc welding or noise.

PPE mustbesuitableforthetaskandspecifiedinthe permit. Someitems of PPE require test
certificates and mustbe inspected by authorised personnel. All PPE mustbe inspected by users
priortouse. Any person using specific PPE mustbe adequately trained inits correctuse.
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EXTENDED TIME

The permit to work must specify the time limitation of the task. If the task is not completed
withinthattime,the personwhoreceivedthe permitmuststopthetask. Theauthorised person
can then either:

[ Endorse the permit with a revised task duration; or
[ Cancel the permit and issue a new one if appropriate.

Note: Ifthe areaistobe leftforanylength oftime, barriers and signsto preventunauthorised
entry may need to be present and/or sentries posted.

HAND BACK OF PERMIT

Before a permit is handed back, the authorised person must ensure that the work has been
completed and thatthe whole areais safe; only after this can the permit be signed off.

Ifthe work has notbeen completed (even afteran extension oftime endorsement), thenthe
authorised person must suspend the work, and ensure that the workforce is withdrawn from the
area prior to contacting the responsible manager.

CHANGE OF PERSON INCHARGE

Ifthereceiverofthe permitneedstohandoverhis/herresponsibilities toanotherpersonthe
work must be suspended immediately. The workforce must be withdrawn and the site leftina
safe condition. The authorised person must be contacted to cancel the permit and decide on
further action.

EMERGENCY PROCEDURES

Duetotheincreasedrisksinvolvedinactivitiesrequiringapermittowork, itisessential that
sites specific emergency procedures are in place that can adequately deal with the potential
consequences ifthings gowrong. Allinvolved inthe activity mustfully understand the
emergency procedure and their responsibilities for implementing them.

Foremergency purposes, contact telephone numbers must be listed on the permit to work
document.

REVIEW

Areview of the entire operation is beneficial once it has been completed to evaluate the overall
performance of the contractors and the effectiveness of the permittowork arrangements.

ASSOCIATED DOCUMENTATION

Permit to work form HS 66
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WELFARE FACILITIES FOR PREMISES & SITE WORK

Quality Care Cleaning Ltd is committed to ensuring the health, safety and welfare of its
employees whilst working on sites and is aware of the responsibilities regarding welfare facilities
for employees on all occupational premises.

Any pre-construction information prepared by Quality Care Cleaning Ltd includes the
arrangements forwelfare provisions. On notifiable projects Quality Care Cleaning Ltd ensures
the construction phase does not start unless we are satisfied that there are adequate welfare
facilities provided.

Itistheresponsibility ofthe contractors to maintain the facilities throughout the life of the
project.

Quality Care Cleaning Ltd is aware that the nature and scale of facilities required will depend on
the size, location and type of project.

Facilities will include:

Toilets

0

[ Washing facilities
0 Drinking water
0

Changing rooms andlockers
0 Facilities for rest & meals
Everyone who works on any site has:

[ Access to adequate toilet and washing facilities
[ Aplace for preparing and consuming refreshments
[ Somewhere to store and dry clothing and personal protective equipment

Ifmobileteamsare workingatanumberoflocations overafewdays, thenthesefacilities willbe
provided at a central location accessible within a reasonable distance or time.

TOILETS

Toilets are suitable and sufficient, ventilated, well-lit and kept in a clean and orderly condition.

Washing facilities are provided so that employees can use them immediately after using the
toilet or urinal.

WASHING FACILITIES

General washing facilities are suitable and sufficient, kept clean and orderly and with basins or
sinks large enough for people to wash their face, hands and forearms.

The facilities include:

0 Clean, hot and cold, or warm running water
[ Soap or other suitable means of cleaning
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0  Towels or other suitable means of drying

I Showers where the nature of work is particularly dirty or there is a need to
decontaminate

DRINKING WATER

Drinking water is provided & made available at readily accessible and suitable places.

CHANGING ROOMS AND LOCKERS

Changing rooms are supplied where employees have to wear special clothing for the purposes of
their work and cannot be expected to change elsewhere.

FACILITIES FOR REST AND TO EAT MEALS

Suitable and sufficient, readily accessible rest facilities are provided.
Seats are to be provided for employees to use during breaks and where employees regularly eat
meals at work, suitable and sufficient facilities are provided for that purpose.

Eating areas at Quality Care Cleaning Ltd include a facility for preparing or obtaining a hot drink.

SMOKING

Quality Care Cleaning Ltdisawarethatitisagainstthelawtosmokeinvirtuallyallenclosed
public places and workplaces in the UK, including most work vehicles, and ensures that this is
sufficiently controlled.
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PURPOSE

This establishes Quality Care Cleaning Ltd’s policy for protecting employees who mustdo service
or maintenance on machines or equipment and who could be injured by an unexpected start-up
or release of hazardous energy. Service or maintenance includes erecting, installing,
constructing, repairing, adjusting, inspecting, unjamming, setting up, trouble-shooting, testing,
cleaning, and dismantling machines, equipment or processes.

This policy will ensure that machinery or equipment is stopped, isolated from all hazardous
energy sources, and properly locked or tagged out.

SCOPE

This policy applies to all Quality Care Cleaning Ltd’'s employees who may be exposed to
hazardous energy during service or maintenance work. Uncontrolled energy includes potential,
kinetic, flammable, chemical, electrical, and thermal sources

EMPLOYER AND EMPLOYEE RESPONSIBILITIES

Quality Care Cleaning Ltd is responsible forimplementing and enforcing this policy. All
employees must comply with this policy.

Supervisors must enforce the use of lock out and tag out devices when employees do service or
maintenance work and may be exposed to hazardous energy.

Employees who conduct service and maintenance work must follow the lock out/ tag out
procedures described in this policy.

Employees who work in areas where lock out/tag out procedures are used must understand
the purpose ofthe procedures and are prohibited from attempting torestart machines or
equipment that are locked or tagged out.

LOCK OUT AND TAG OUT DEVICES

Lockoutandtagoutdevices mustmeetthefollowingcriteriatoensurethattheyare effective
and not removedinadvertently:

I Lockoutdevices must work under the environmental conditions in which they are used

[ Tagoutdevice warnings must remain legible even when they are used in wet, damp, or
corrosive conditions

[ Lockoutandtagoutdevices mustbe designated by colour, shape, orsize. Tagout
devices must have a standardized print and warning format

[ Lockoutdevices and tag outdevices mustbe strong enough that they can’t be removed
inadvertently. Tag out devices must be attached with a single-use, self-locking material
such as a nylon cable tie

[ Anyemployee who sees alock out or tag out device must be able to recognize who
attached it and its purpose

[ Eachlock must have a unique key or combination
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Energy-isolating devices are the primary means for protecting Quality Care Cleaning Ltd’s
employees who service equipment and mustbe designed to accept alock outdevice. Energy
isolating devices must clearly identify function.

ELECTRICAL ENERGY SOURCES

Lock out or tag out of electrical energy sources must occur at the circuit disconnect switch.
Electrical control circuitry does not effectively isolate hazardous energy.

ENERGY CONTROL PROCEDURES

Authorised employees who lock out or tag out equipment or do service and maintenance must
follow specific written energy-control procedures. The procedures mustinclude the following
information:

The intended use of the procedure

Steps for shutting down, isolating, blocking, and securing equipment

Steps for placing, removing, and transferring lock out devices
Equipment-testing requirements to verify the effectiveness of the energy control
procedures

Whenre-energising equipmentis necessary, when poweris neededtotestorpositionthe
equipment, forexample —temporary removal oflock outortagoutdevicesis allowed. This
appliesonlyforthetimerequiredtoperformthetaskandthe procedure mustbe documented.

Employees should do the following before they begin service or maintenance work:

Inform all affected employees of equipment shutdown.
Shut down equipment

Isolate or block hazardous energy

Remove any potential (stored) energy

Lock out or tag out the energy sources

Verify the equipment is isolated from hazardous energy and de-energised.

Employees should do the following beforetheyremovelock outortaqoutdevices and re-
energise equipment:

Remove tools and replace machine or equipment components

Inform co-workers about energy-control device removal

Ensure all workers are clear of the work area

Verify machine or equipment power controls are off or in a neutral position
Remove the lock out or tag out device

Re-energize equipment
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SPECIFIC ENERGY-CONTROL PROCEDURES

When an energy-isolating device is locked ortagged, and itis necessary to test or position
equipment, do thefollowing:

Remove unnecessary tools and materials

Ensure that all other employees are out of the area
Removelocksortagsfromenergyisolatingdevices

Proceed with test

De-energise equipment and lock out or tag out energy-isolating devices

Operate equipment controls to verify that the equipment is de-energised

CONTRACT SERVICE AND MAINTENANCE

Quality Care Cleaning Ltd’s and contractors must be aware of their respective lock out/tag out
procedures before the contractor does onsite work. Quality Care Cleaning Ltd’s employees must
understand and comply with the contractor’s energy-control procedures.

GROUP LOCK OUT

Whenauthorised employees mustservice equipmentthathas several energy sources and
several energy-isolating devices, the employees must follow group lock out procedures.

SHIFT CHANGES AND LONG-TERM SHUTDOWNS

Employees must follow Quality Care Cleaning Ltd’s specific written procedures when itis
necessarytocontinuelockout/tagoutwhenwork shifts change and duringlong-term
shutdowns.

Joanna Goode is responsible for monitoring lock out and tag out devices that control the energy
to equipment during long-term shutdowns.

ALTERNATIVE METHODS

Whenlock out ortag outis not used for tasks that are routine, repetitive, and integral to the
production process, or prohibits the completion of those tasks, then an alternative method must
be used to control hazardous energy.

Selection of an alternative control method must be based on arisk assessment of the machine,
equipment, orprocess. Theriskassessment must consider existing safeguards provided with the
machine, equipmentor process thatmay need to be removed or modified to performa given
task.

Forexample, when control circuits are used as part of the safeguarding system, the system must
be designed to ensure protection as effective as a mechanical disconnect switch or master shut-

off valve. A control-reliable dual channel hardwired circuit of industrially-rated components that

satisfies the design features with a safety relay or safety PLC to ensure integrity and performance
of the safeguarding system, must be used.

Under all circumstances, the individual must have exclusive personal control overthe means to
maintain the state of the control circuit in a protective mode.
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TRAINING

Employees who may be exposed to hazardous energy will receive training before assignment to
ensure thatthey understand Quality Care Cleaning Ltd's energy-control policy and have skills to
apply, use, and remove energy controls.

[ Affected employees will be trained in the purpose and use of energy-control
procedures. An affected employee uses equipment thatis being serviced under lock out
or tag out procedures or works in an area where equipment is being serviced

[ Authorised employees will be trained torecognize hazardous energy sources, the type
and magnitude ofenergy inthe workplace, the methods and means necessary for

isolating and controlling energy, and the means to verify that the energy is controlled.
An Authorised employee locks out ortags outequipmentto do service work. An
affected employee becomes an Authorised employee when that employee’s duties
include service or maintenance work on equipment

[ Employeeswhose jobs are in areas where energy-control procedures are used will be
trained about the procedures and the prohibition against starting machines that are
locked or tagged out

0 Employees will be retrained annually to ensure they understand energy-control policy
and procedures

0 Authorised and affected employees will be retrained whenever their job assignments
change, energy-control procedures change, equipmentorwork processes presentnew

hazards, or when they don’t follow energy-control procedures

Current training records will be maintained for each Authorised and affected employee including
the employee’s name and the training date.

INSPECTIONS OF WRITTEN ENERGY-CONTROL PROCEDURES.

Quality Care Cleaning Ltd’s will perform and document annual inspections of energy-control
procedures to ensure that employees understand and use them effectively. Documentation will
include the following:

The equipment on which the procedure is used
The date of the inspection
The employees included in the inspection

0
0
0
[ Theinspector

Ifaninspectorfindsthatemployees are notfollowing an energy-control procedure orthatthe
procedure is not protecting them, employees must be retrained and the procedure’s deficiencies
corrected.

The inspector must understand the procedure and must be someone other than those following
theprocedure atthe time ofthe inspection. Each procedure’saccuracy,completeness, and
effectiveness must be verified.

If the inspection covers a procedure for equipment with an energy-isolating device that can be
locked out, theinspectormustreviewthe procedure withthe employeeswhouseittoservice
the equipment. The inspector can review the procedure with the employees individually orin a

group.

If the inspection covers a procedure for equipment with an energy-isolating device that can only
betaggedout,theinspector mustreviewthe procedure with the Authorised employeeswho
service the equipment and with affected employees who may work in the areawhen the
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equipmentis serviced. The inspector can review the procedure with the employees individually
orin agroup.
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HOT WORK

Allhotwork at Quality Care Cleaning Ltd is conducted by designated persons who have received
sufficienttraining and instruction in the correct use & methods of how to conduct hot work
safely. Hot work includes cutting, welding & grinding.

Each undertaking involving hot work will be subject of a fit for purpose risk assessment. Where
possible, allhotwork will be conducted in designated safe areas. Where mobile hotwork is
required, the area will be made safe by removing all combustible materials and substances and
ensuring housekeeping is to an acceptable standard; all combustible materials that cannot be
removed will be covered with non-combustible sheets, and consideration to any gaps in walls or
floors taken intoaccount.

Allwork equipmentis subjectofrisk assessments and willbe checked priortoeach use to
ensuretheyareinasafeworkingcondition. Allgas bottleswillbe removedfromthe vicinity of
the work at the end of each shift and stored in a suitable & secure location.

All persons within Quality Care Cleaning Ltd that conduct any hot work will be administered with
allPPE appropriate tothe task they aretoundertake e.g. Weldingface mask, heatresistant
overalls, respiratory protection, and gloves

FIRE WATCH

Afirewatcherwillbe designated whilstany hotwork operations are in progressto patrolinor
aboutany structure of the building close to the hotwork operations. Itis the responsibility of

the fire watchertoremaininthe area ofthe hotwork, for one hour after completion to ensure
thereare nosigns of smouldering etc. Allstaffhave beeninformed ofthe actiontobetakenin
the event of a fire and how to activate any alarms.

Ifafire pointis notinthe immediate vicinity, then portable fire extinguishing equipment will be
made available atthe site of operations. Anyheatorsmoke detectors thathavetobeisolated
will be done so and put back into operation by a competent person.

PERMIT TO WORK

Priorto any work starting, a check will be made toidentify whether there is a permit to work
system in place for hot work. Where a permit is required, Quality Care Cleaning Ltd will liaise to
obtain one.

The contents will be briefed to all representatives of Quality Care Cleaning Ltd involved in any
hot work with the conditions of the permit being followed at all times.

Oncompletion of the hotwork, the supervisor &fire watcher will confirm thathotwork areais
safeandfree fromsources ofignitionorsigns of smouldering, arrange forthe areatobe tidied
up and for the removal/replacement of fire-fighting equipment.

The supervisor will sign the permit off and return it to the permit holder.
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RESPIRATORY DISEASES

Therespiratory diseases of construction workers may include pneumoconiosis arising fromsilica
(silicosis)orasbestos exposure, asthma and otherallergicreactions (e.g. due toisocyanate paint
orresin exposure) and chronic obstructive pulmonary disease. Some hazards encountered in
construction can cause lung cancer. Smoking can contribute to the respiratory damage and the
risk of thesediseases.

OCCUPATIONAL ASTHMA

Occupational Asthma (OA) is an important occupational health problem with serious
implications for both affected individuals and theiremployers. For the affectedindividual,
continued exposure to the causative agent usually leads to deteriorating asthma and the risk of
severe (or,onrare occasions fatal) asthma attacks. Evenif exposure ceases, the more severely
affected individuals may still be left with persistent asthma and chronic disability.

RESPIRABLE CRYSTALLINE SILICA (RCS) EXPOSURE

Occupational exposure to RCSin construction work occurs in concrete removal, demolition work,
tunnelconstruction, concreteorgranite cutting, drilling, sandingand grinding. Otherpeoplein
thevicinity of suchwork may alsobe exposed. Ifworkers areemployedinoccupationslistedin
‘Healthsurveillance forthose exposedtorespirable crystalline silica(RCS) (G404, HSE 2006) you
shouldconsiderhealthsurveillance. Iftheriskislow,youmaydecide (withadvice fromahealth
professional) that health surveillance is unnecessary, but where there is areasonable likelihood
of silicosis developing then health surveillance will be appropriate. The decision must be made
by the duty-holder, in the light of competent advice, taking account of current (and past)
exposure circumstances. Health surveillance could require chest x-rays (atintervals, in addition
to symptoms enquiries) and a baseline assessment would be appropriate. However, the benefits
of such health surveillance need to be weighed against the risks associated with serial chest x-
rays. Itisgood practice tomonitorworkers exposedtorespirable crystalline silicafor signs of
COPD, which could include questionnaire and lung function testing.

CHRONIC OBSTRUCTIVE PULMONARY DISEASE (COPD)

COPDisacommon chronic progressive lungdisease which is mainly caused by smoking. Itisa
lung condition that encompasses chronic bronchitis (regular phlegm production) and
emphysema (damage to the air sacs in the lung)

Althoughsmokingis the maincause of COPD, exposure atworktodusts, gases, fumesand
vapours contribute to about 15 deaths in every 100 from this condition —meaning that there
about 4000 more deaths each year than there would otherwise be. COPD by definition results in
slowly progressive irreversible decline in lung function. The main emphasis should be on primary
prevention,whichis bestachieved by smoking cessation, andthe elimination orreduction of
exposures to causative substances in the workplace. The evidence fora link between exposure
to silica and COPD is such that annual spirometry is recommended to monitor workers for early
signsofthisdisease. Thisrecommendationshould bedistinguished fromthe needforhealth
surveillance involving chest x-rays where the risk indicates this is required under COSHH (2002)
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ASBESTOS

Where workers are exposed to airborne levels of asbestos above the action levels specified in
the Control of Asbestos at Work regulations (2012) then the provisions laid down will apply and
adoctormustbe appointedforthe purposesoftheregulations. Therequirementsfor Health
surveillance are specified in the regulations.
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WHAT IS LOCAL EXHAUSTS VENTILATION?

LEV is a ventilation system that takes dusts, mists, gases, vapour or fumes out of the air so that
they can’t be breathed in. Properly designed LEV will:

0 Collect the air that contains the contaminants
[ Make sure they are contained and taken away from people
0 Cleanthe air (if necessary) and get rid of the contaminants safely

WHY SHOULD | BOTHER WITH LEV?

Thelawsays youmustcontrol therisks fromthese substances (the Control of Substances
HazardoustoHealth (COSHH)Regulations). InstallingLEV may help youtodothis. However, this
may notbe whatyou need to solve your particular problem and you should consider other
options first, suchas:

0 Eliminate the source

0 Substitute the material being used by something safer

0 Reduce the size of the source

I Modify the process to reduce the duration or frequency of emission
0 Reduce the number of employees involved with a process

0 Apply simple controls, e.qg. fitting lids to equipment

WHAT MAKES UP AN LEV SYSTEM?
A typical LEV system will have:
[ Hood(s)to collect airborne contaminants at, or near, where they are created (the
source)
Ducts to carry the airborne contaminants away from the process
Air cleaner to filter and clean the extracted air
Fan must be the right size and type to deliver sufficient ‘suck’ to the hood

Discharge the safe release of cleaned, extracted air into the atmosphere

AnLEVhoodmaybetinyandbuiltintoahand-heldtool oritmay belarge enoughto
walk into

HOW DO | MAKE SURE | GET THE RIGHT TYPE OF LEV?

When LEV doesn’t work as well as it should, a common reason is that the hood doesn’t catch or
contain the contaminants effectively. Itisimportant to match the hood to the source thatyou
want to control.

There may be a standard, ‘off-the-shelf’ system that would be suitable for you. However, it needs
to be fit for purpose and capable of adequately controlling exposure.
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WHAT DO | NEED TO DO ONCE THE LEV IS INSTALLED?

The law says that you need to make sure it carries on working properly. You will need to
regularly check and maintainthe LEV overthe yearandhaveit ‘thoroughly examined and
tested’. Todothis youwillneedthe usermanual, logbook andtraining. Ifyoudon’thave any of
these, ask your LEV supplier for them or get professional advice. The work needs to be done by
competent people.

Ifyou have an LEV system thathasn’'t been commissioned, you will need to have its performance
testedtoensurethatitisadequately controllingexposure. Askthe LEV examinertoprovidea
user manual andlogbook.

CHECKING AND MAINTENANCE

How often you check your LEV and how you do it will depend on how complicated the systemiis,
howlikelyitistofail,andthe consequencesifitdoes. Complicated LEV thatwillhave serious
consequences if it goes wrong needs more frequent checks and maintenance.

As you gain more experience in running the LEV system, you may need to change the frequency
of your checks in the user manual.

Checks and maintenance tend to cover four types of parts:

I Moving parts that may wear, such as fan bearings or filter shakers

0 Non-moving parts, such as hoods, ductwork and seals (which can suffer physical or
chemical damage andwear)

0 Parts that deteriorate with use, such as filters or flexible ducting

[ ltemsthat need regular attention, such as filters that need replacing, or removing
sludge from a wet scrubber

Ifthe LEV can become contaminated with toxic substances, you may need to use ‘permits to
work’ and formal method statements when people work on the system. Give people
responsibilities for checks and maintenance. These may overlap, forexample:

[ Operator - Make daily checks, report faults

0 Safety/workers’ representative - Make weekly, monthly checks

[ Supervisor-Make weekly checks, arrange repairs, correct deviations fromthe correct
way of working, record findings and actions

[ Section manager - Identify problems, receive regular reports from the supervisor, be
responsible for maintenance and testing

[ Works engineer - Repair faults, carry out maintenance, arrange thorough examination

Ifthereisanyobviousdamagetothe LEV oritclearlyisn'tworking properly,employees should
report this and you should have it repaired straight away. Also ask employees using LEV,and any
workers’ representatives, forfeedback and suggestions on how the LEV and working practices
can beimproved.

WHAT RECORDS DO | NEED TO KEEP?

In your logbook, keep a record of all LEV checks and maintenance to show that it has been done
andthatthe LEVisworkingaswellasitshould be. This will also help you keeptrack of repairs
and sort problems out before they get more serious. Keep the logbook for at least five years. You
also need to keep thorough examination and test reports for at least five years.
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WHAT IS THE THOROUGH EXAMINATION AND TEST?

MostLEV systems need athorough examinationandtestonce eachyear(legally, youare
allowed 14 months between tests) to make sure itworks well and continues to protect your
employees. Some LEV systems (such as those controlling more critical or high-hazard processes)
need more frequent thorough examination and testing. The COSHH Regulations require more
frequent testing for some processes.

The thorough examination tests the LEV against the performance recorded in the commissioning
report. It should include airflow and pressure measurements, checks on control effectiveness
and, possibly, exposure measurement. If you don’t have the design performance data, you will
notknow whetheryour systemis working correctly, so you may need to have your system
commissioned. Ifyour systemhas already been commissioned, butyou have changedthe
process orlayout since then, you need to re-commission it. A professional advisor can help you
work outwhatyou need to do. The examination and test need to be done by a ‘competent
person’. It isn’t normally something you can do yourself.

You and your employees will need to co-operate with the examiner. Give them the:

[ LEV commissioning report;
[ LEV usermanual;

I logbook with details of checks and maintenance activities.

Theexaminerwillattacha‘tested’labeltoallhoods. Thiswillincludethe name oftheexaminer
andthe date ofthe nexttest. Ifahood has clearly failed, then ared ‘fail’ label will be attached
instead, and urgent action will be necessary. The examiner will give you a report of the
examination andtest, which shouldinclude a prioritised action planlistinganything thatyou
need to do.

Iftheexaminationandtestshowthatthe LEVisn’tadequately controlling people’sexposureto
airborne contaminants, stoptheworkandrepairthe LEV.Ifyouwantworkto continuewhile you
arrangerepair, employees willneed further protection, suchas suitable personal protective
equipmentandrespiratory protection. The system should carry the red ‘fail’ label untilithas
been repaired.

If the thorough examination and test report action plan contains long lists of repairs and poor
performance, this tells you that your checking and maintenance is not good enough. Use the
testreportas anauditof your procedures and an opportunity to review all your exposure
control measures. Improve them if you can.

COMPETENCE

Youmustmake surethatanyone whodesigns, selects, checks and maintainsthe LEV systemand
does the thorough examination and test is competent. They should have the knowledge, skills
and experience to do the job properly.
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HEALTH SURVEILLANCE

‘The Management of Health and Safety at Work Regulations 1999 requires every employer to
ensure that his employees are provided with such health surveillance as is appropriate having
regard to the risks to their health and safety .

Quality Care Cleaning Ltd will determine these requirements from the results of risk
assessments.

Quality Care Cleaning Ltd may consider pre-employment health assessments, assessments when
employees change jobs within the company, if there are significant changes in the work activity,
or there are changes to the employee’s health or circumstances.

Health surveillance may be required if during employment any employee will be:

Undertaking regular nightwork
Exposed to noise or vibration

0
(
0 Exposed to certain substances (fumes, dusts, biological agents etc.)
0

Undertaking regular repetitive work

[ Exposed to asbestos or lead
The main objectives of health surveillance will be to:

[ Protectthe health ofindividual employees by detecting as early as possible adverse changes

[ Help evaluate the measures taken to control exposure

0 Collect, keep up to date and use data and information for determining and evaluating
hazards to health

The appropriate level, frequency and procedure of health surveillance will be determined by the

risk assessment process. In certain circumstances this may require the assistance of a qualified

medical practitioner.

Thetype ofhealth surveillance required willdepend ontherisk and severity of any potentialill-

health effects. Quality Care Cleaning Ltd will ensure that for all health surveillance undertaken, a

health record is retained and maintained throughout an employee’s employment.

Where an employee is found to have an adverse health effect or identifiable disease believed to

be the result of exposure to an activity or substance hazardous to health, Quality Care Cleaning

Ltd will arrange for the employee concerned to be interviewed and informed.

Clearly, where applicable under RIDDOR, this will be reported to the enforcing authorities.

EMPLOYEES DUTIES

Employees are underageneral duty (HSWA section 7) to co-operate with Quality Care Cleaning
Ltdin any health surveillance participation. These duties are discussed atinduction.
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Fire Risk Assessment Report

Fire Log Book

General Risk AssessmentForm
General Risk Assessment Form - Photographic
Manual Handling Assessment
ManualHandling Register

DSE Risk Assessment Form

DSE Register

COSHH Risk Assessment Form
COSHH Register

First Aid Risk Assessment
Expectant Mothers Risk Assessment
YoungPersonRisk Assessment
LoneWorkers Risk Assessment HS
Risk AssessmentReview Register
Action Plan

Plant Register

Authorised PPE Register

Individual PPE Register

PPE Inspection Checklist
Emergency Response HS

IncidentReportingForm

HS 23a Accident Investigation Form

HS 24
HS 25
HS 26
HS 27
HS 29
HS 30
HS33
HS 34
HS40
HS 41
HS 44
HS 45
HS 57
HS 65
HS 66

Pre-Fire Risk Assessment Questionnaire
Fire Notice

Training Matrix

Vehicle Inspection Checklist

Ladder Checklist

Workplace Transport

Employers Record Sheet

Personal Record of Training & Authorisation
Employee Health & Safety Induction
Confidential Health Questionnaire
Pre-TenderContractor Evaluation/Health & Safety Questionnaire
Contractors Rules

Risk Assessment Acknowledgement Form
Health & Safety Induction Checklist
Permit to Work
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