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1 General Statement of Policy 

 

The Oak Country Group of Companies understand their obligations are committed to ensuring the 

health, safety and welfare of everyone who works for the Organisation and also everyone who may be 

affected by the Organisation’s work activities, including clients, subcontractors, visitors and the 

general public.  

 

The Organisation recognises the hazardous nature of its work most specifically the intrinsic hazards of   

• Working at Height 

• Ground Works 

• Working with hazardous materials (dust and fumes) 

• Manual Handling 

• Use and Operation of Woodworking Machinery & Plant 

 

This Statement and its associated policy manual sets out the arrangements that are necessary to 

achieve the above and will ensure full compliance with the Health and Safety at Work Act 1974, the 

Management of Health and Safety at Work Regulations 1999 and all other applicable legislation. 

 

The Organisation will ensure, so far as is reasonably practicable, that:- 

 

o A safe workplace, including safe means of access and egress, is provided and maintained at 

all times. 

o Sites will be secure and maintained to avoid adverse effects to visitors and general public. 

o The working environment is without risks to health and commensurate welfare facilities are 

provided, with suitable First Aid facilities 

o No work will be undertaken without a suitable and sufficient project specific Risk Assessment 

and Method Statements, being compiled and communicated to all of the relevant personnel. 

o Sufficient information, instruction, training and supervision is given to ensure the health and 

safety of employees and others affected by their actions. 

o Adequate arrangements are in place for the safe use, handling, storage and transport of 

materials, substances and equipment. 

o Safe equipment is provided and maintained with statutory inspections and safe systems of 

work are devised and implemented. 

o Accidents, near misses and financial loss will be investigated and findings will be published to 

all employees 

o Emergency preparedness will be adequately tested and assessed on a regular basis.  
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It is the Organisation’s policy to consult with employees at all levels on health and safety issues before 

updating or modifying any part of the health and safety policy and manual, and to provide training and 

information as appropriate. Specific Roles and Responsibilities are identified within the manual and all 

personnel accept these upon induction on each site. 

 

The Organisation will do as much as is reasonably practicable to ensure that health and safety 

arrangements are adequately resourced at all times. 

 

This policy can only be successful with the active co-operation of employees and self-employed 

subcontractors who have responsibility for taking care of themselves and others, following safe 

working procedures and reporting any safety issues as soon as possible. 

 

Reference should be made to the following supporting documents: - 

• Drugs and Alcohol Policy 

• Environment Policy 

• Training Policy 

 

Audits and Inspections will be undertaken on active sites and employees will play an active role in 

these inspections and will be consulted on any identified areas for improvement.  

 

The Managing Director is the senior manager responsible for Health and safety, he has contracted 

Health and Safety Help and Think Safety Limited to provide suitably qualified personnel to oversee 

the company’s implementation and maintenance of this policy, this policy will be reviewed annually 

and revised as necessary in response to changes in legislation or methods of working. 
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2 Organisation & Responsibilities 

 

2.1 Organisation for managing health & safety  
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2.2 Responsibilities of the Managing Director & other business Directors 

 

The Managing Director, and the other Directors of each business, are ultimately responsible for 

everyone's health, safety and welfare at work (including the public) and responsible for ensuring that: 

• Adequate and effective arrangements for planning, organisation, control and monitoring for safety 

are implemented in accordance with relevant legislation 

• Sufficient financial, labour resources and time are available to meet statutory requirements 

• All employees receive adequate instruction, information, training and supervision to achieve the 

requirements of this policy 

• Suitable equipment, procedures and other control measures are to be provided to prevent or 

reduce risks to health and safety 

• Employees are fully aware of this policy and their duties in relation to health and safety 

• Employees are consulted and their views considered prior to implementing changes that may 

affect their health and safety 

• All reported health and safety issues are reviewed and remedial action applied when necessary  

• Competent health and safety advice and support is available  

 

Directors also have duties as employees (see section 2.6)  

 

2.3 Responsibilities of the HSEQ Advisors  

The Oak Country Group of Companies has contracted Health and Safety Help & Think Safety 

Limited to act as H&S Advisors, to provide competent health and safety advice and support to the 

businesses of the group. 

In their role they are specifically responsible for: 

• For carrying out site inspections and audits to check for compliance. 

• Identifying employee training needs and facilitating the fulfilment of H S & E training and 

maintain suitable records 

• Ensuring new employees and self-employed subcontractors receive suitable and adequate 

induction training 

• Ensuring suitable health and safety information is provided to employees and self-employed 

subcontractors 

• Ensuring adequate health & safety arrangements are implemented for the Organisations 

premises 

• Ensuring sub-contract companies have adequate health and safety arrangements in place 

• Ensuring there are adequate first aid provisions in the Organisation  

• Discussing with employees, self-employed subcontractors and subcontract Company employees 

concerns in relation to health & safety and acting accordingly 

• Ensuring all accidents are entered in the accident book, are investigated and reviewed 

• Reporting Incidents to comply with RIDDOR 
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2.4 Responsibilities of Contracts Managers 

Contracts Managers are specifically responsible for: 

• Planning, organising and co-ordinating site work to ensure minimum risk to the health and safety 

of employees or anyone who may be affected by the Organisation’s activities. 

• Identifying employee training or instruction needs required for site personnel. 

• Ensure liaison with all parties concerned with the project is maintained throughout. 

• Ensuring that risk assessments are prepared for all site activities 

• Ensuring agreed methods of work, codes of practice, risk assessments and method statements 

are adhered to and all registers and records are kept up to date. 

• Ensuring that equipment procured or hired by the Organisation is suitable for the intended task, 

complies with statutory safety standards and is CE marked. 

• Ensuring plant and equipment is regularly inspected and maintained in a condition that is safe and 

free from risk. 

• Ensuring that suitable measures are in place for dealing with defective plant, equipment or 

facilities. 

 

2.5 Responsibility of Site Foremen / Joinery Supervisor  

The Site Foremen / Joinery Supervisors are specifically responsible for: 

• Organising and co-ordinating work on a daily basis to ensure minimum risk to the health and safety 

of employees or anyone who may be affected by the Organisation’s activities 

• Ensuring compliance with the Organisation safety policy and relevant regulations, and the site 

health & safety plan where applicable 

• Ensuring agreed methods of work, codes of practice, risk assessments and method statements are 

adhered to and all registers and records are kept up to date 

• Ensuring materials and substances are stored safely and comply with statutory requirements 

• Maintaining a tidy site/workshop with safe access and egress to places of work and the site 

accommodation 

• Ensuring all accidents are reported to one of the Site Safety Managers or Directors 

• Ensure that all machines and equipment are regularly maintained, properly guarded and 

appropriate warning signage in posted. 

• Ensure that LEV systems are properly used and maintained at the required intervals in 

compliance with relevant COSHH assessments and maintenance regimes. 

• Meeting and liaising with visitors and inspectors to the site and appointing a competent person to 

take charge during temporary absences and maintaining a record of all site visitors 

• Co-operating with statutory authorities (ie HSE Inspector) 

• Setting a good example of behaviour with regard to health, hygiene and safety 

• Listen to employees, self-employed subcontractors and subcontract Company employees concerns 

in relation to health & safety and act accordingly 

• Acting as fire marshal in the event of a fire alarm 
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2.6 Responsibilities of Employees & Self-employed Subcontractors 

 

All employees have a duty to co-operate with the employer under the Health and Safety at Work Act 

1974, the Management of Health and Safety at Work Regulations 1999 and all other related 

regulations.  

 

Self-employed subcontractors will comply with all aspects of this policy as though they were company 

employees. Conversely the Organisation will treat self-employed subcontractors as though they were  

employees. 

 

All employees and self-employed subcontractors will therefore: 

• Comply with the Organisation safety policy, risk assessments, safe systems of work and method 

statements 

• Comply with the site health & safety plan and site rules on CDM notifiable projects 

• Co-operate with both employer and site foremen and follow instructions 

• Use the appropriate machines, tools and equipment as instructed and not misuse 

• Ensure that guards are in position whilst machines and portable equipment are in use  

• Keep tools, equipment, PPE and RPE in good condition and report defects  

• Report any accident, dangerous occurrence or condition to one of the directors 

• Take all reasonable steps to ensure the safety of themselves and others  

• Avoid improvised arrangements and suggest safe ways of reducing risks  

• Not interfere with or misuse anything provided for them in the interests of health, safety and 

welfare 

• Wear appropriate clothing, footwear , PPE and RPE conducive to the work 

• Raise any health & safety concerns with the Site Foreman or companies Safety Managers 

• Report immediately any defective plant and equipment to the Site Foreman or one of the Site 

Safety Managers and do not use until repaired 

• Inform the Site Foreman or Safety Manager if they suffer from any allergy, health problem or are 

receiving medication likely to affect their work ability to do manual handling tasks 

 

Any breach of these requirements will be treated as a breach of contract and appropriate disciplinary 

action will be taken. The taking of any reasonable action to safeguard the health, safety and welfare of 

themselves and others will not result in any form of disciplinary action. 
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3 Health & Safety Arrangements 
 
3.1 Communication and Consultation 
 
The management of the Organisation will communicate to employees their commitment to safety and 
ensure that employees are familiar with the contents of the Organisation health and safety policy. 
Communication will take place by providing written or verbal information from this policy; through 
written instructions or through the general supervision process. 
  
Similarly, employees will be consulted on health and safety matters through the general supervision 
process. 
 
3.2 Information 
 
All new employees will receive induction training when they join the Organisation. As part of the 
induction process employees will be asked to read a copy of this policy and relevant risk assessments. 
 
Employees will also receive information when: 
• There are proposed changes that may affect their health and safety; 
• There are changes to work procedures or working patterns; 
• New machinery, tools and equipment are being procured; 
• There are changes as a result of new or revised legislation 
 
Employees will be encouraged to read the Health & Safety Law poster in the office. The poster 
provides key information about employer’s responsibilities and employee’s rights.  
 
3.3 Safety Training 
 
All new employees will be given induction training in the following: 
• General fire and emergency procedures on site 
• General arrangements for First Aid 
• Procedures for reporting hazards, accidents, dangerous occurrences, incidents of violence and 

occupational ill-health and problems in safety arrangements  
• Use and care of protective clothing and/or equipment  
• Asbestos awareness training 
• Risk Assessments  
 
All employees will be trained in safe working practises and procedures prior to being allocated any 
new role. Training will be provided on the safe use and maintenance of work equipment and safe 
systems of work.  
 
Employees will be encouraged to bring to the attention of management any training courses or training 
needs which they think might be appropriate.  
 
The management will carry out a formal review of training needs annually in consultation with 
employees.  
 
All employees will be trained and updated in health and safety and the specific hazards of their work 
on a regular basis. Special training will be given for specialist roles / tasks i.e. first aid. 
 
The Organisation is committed to obtaining CSCS cards for all employees working on site. 
  
Records of training will be filed in the office. 
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3.4 Monitoring and Review of Health & Safety Policy 
 
The Directors will review the policy annually to ensure that all parts of the policy remain valid.  
 
Advice will be obtained from the Organisation’s safety advisors to ensure that the policy remains 
compliant with legislation.  
 
Any updates or amendments will be brought to the attention of the employees, and additional 
information, instruction and training provided where necessary. 
 
3.5 Inspection and Monitoring 
 
The Contract Managers will be responsible for day to day monitoring of health and safety on sites, 
while the Safety Managers will be responsible for monitoring health and safety in the office premises.  
 
The Safety Managers will undertake periodic site inspections. Copies of site inspection reports will be 
filed in the contract file in the office. 
 
Workplace inspections will also provide an opportunity to review the continuing effectiveness of the 
policy and identify areas where revision of the policy may be necessary. 
 
The Organisation will undertake quarterly health & safety management reviews. In attendance will be 
directors, contracts managers and employee representatives. The reviews will review previous 
meeting minutes, status of previous actions, findings of site inspections, accident and incident reports, 
risk assessments etc. Review reports will be prepared after each review meeting. 
 
3.6 Safety Advice 
The safety advisor, will provide safety advice across the company, they will refer to many sources 
such as the following: 
Barbour: website https://www.barbour.info/WebServices 
The HSE: website www.hse.gov.uk  
The British Woodworking Federation: www.bwf.org.uk 
The NHBC: http://www.nhbc.co.uk/ 
British Safety Council: www.britsafe.org 

 
3.7 Hazard Reporting 
 
It is the policy of the Organisation to eliminate hazards from the work place wherever possible. 
 
All employees have a duty to report any unsafe or unhealthy working conditions, practices or 
arrangements to the Contract Manager and the Safety Managers. The management will take 
immediate remedial action to eliminate or minimise the risk and will take the necessary long-term 
action to prevent future occurrences. 
 
If an employee is concerned that the Organisation is not doing enough, the Organisation accepts that 
the employee ultimately has the right in law to approach the Health and Safety Executive as detailed 
on the Health and Safety Law poster in the office. 
  

https://www.barbour.info/WebServices
http://www.hse.gov.uk/
http://www.bwf.org.uk/
http://www.nhbc.co.uk/
http://www.britsafe.org/
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3.8 Risk Assessments 
 
It is the policy of the Organisation to comply with the statutory requirement for risk assessment as set 
out in the Management of Health & Safety at Work Regulations 1999. 
 
The Organisation will carry out suitable risk assessments for all tasks undertaken in the Organisation 
and significant risks will be identified, documented and control measures will be agreed to reduce the 
risks to the lowest level, so far as is reasonably practicable. 
 
It is important for employees to understand the difference between hazard and risk. A hazard is 
"something which could cause harm" and a risk is "the potential severity of the hazard combined with 
likelihood, high or low, that someone will be injured by the hazard". 
 

The Contract Managers are responsible for ensuring that site specific and general risk assessments 
are drawn up for site activities.  
 

The master general risk assessments will be held in the health & safety file in the office while site 
specific risk assessments will be filed in the contract file. A copy of the general risk assessments will 
be issued to all employees. The Site Foreman will retain a copy of the site specific risk assessment on 
site. 
 
Employees working on site will be made aware of the significant findings of the risk assessment 
process and the necessary control measures before commencing work. 
 
Risk assessments will be reviewed: 
• At an agreed review date, normally annually 
• When there are any changes to equipment or procedures 
• When there are changes as a result of new or revised legislation 
• Following any accident or incident 
 
3.9 First Aid 
 
It is the policy of the Organisation to comply with the Health & Safety (First Aid) Regulations 1981. 
When working on a managed site as a subcontractor there are generally adequate first aid provisions 
implemented by the principal contractor. In addition, the Organisation will train a number of employees 
as emergency first aiders in order to provide a reasonable level of first aid cover at all times for all 
types of site work. 
 
The Organisation will provide a first aid box in the site accommodation when the Organisation has the 
responsibility as Principal Contractor on CDM notifiable projects. 
 
Suitable first aid boxes will be readily accessible to employees in the office and in all Organisation 
vehicles. The first aid boxes in the vans will be regularly checked and restocked by the custodians of 
the vehicles while the Site Foreman will check the first aid kit on site. The Safety Co-ordinator will 
regularly check the first aid box in the office. 
 

All employees working away from the office alone will be required to carry mobile phones, which 
should be used to call an ambulance or other assistance in the case of an emergency.  
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3.10 Accident Procedures 
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3.11 Reporting Accidents and Incidents to the HSE 
The Safety Manager will assess the incident and monitor the aftermath of it, to stablish the need to 
report the details to the HSE, in line with the current regulations. www.hse.gov.uk/riddor/report.htm 
 
For more information about RIDDOR and specific criteria for reporting refer at website 
www.hse.gov.uk/riddor/ .   
 
3.12 Construction (Design & Management) Regulations  
 
The CDM Regulations are intended to ensure the complete safety of any building from design through 
construction and working life to, ultimately, demolition.  
 
The CDM 2015 Regulations apply to both domestic and commercial projects. A “notifiable” project is 
one which lasts more than 30 working days and has more than 20 workers working on the project at 
any one time, or exceeds 500 person days. 
 
When there is more than one Contractor involved in a project, regardless of duration, then the project 
will require a Principal Contractor and Principal Designer to be appointed by the Client. Specific 
duties as applicable to the Company are detailed below.  
 
3.12.1 Worker Duties 
 
For all Workers working on all types of domestic or commercial projects Workers must: 

• Be consulted about matters which affect their health, safety and welfare; 
• Take care of their own health and safety and others who may be affected by their actions; 
• Report anything they see which is likely to endanger either their own or others’ health and 

safety; 
• Cooperate with their employer, fellow workers, contractors and other duty holders; 
• Comply with legal health and safety requirements for construction sites. 

 
3.12.2 Contractor Duties 
 
On all types of construction projects the Company will:- 

• Plan, manage and monitor own work and that of workers and subcontractors 
• Co-operate and co-ordinate activities with the other duty holders 
• Appoint competent contractors and workers 
• Provide the right supervision 
• Consult with workers 
• Prepare a Construction Phase Plan (when the Company is the only Contractor on site) 
• Ensure welfare facilities are provided 
• Ensure a site induction is provided 
• Ensure the site is secure 
• Provide information to the Principal Contractor (where applicable), Workers and 

Subcontractors 
• Comply with the specific requirements in Part 4 of the CDM Regulations  

 
When appointed as sole Contractor on a domestic project, the Company will: 

• Undertake the duties of Client and Principal Contractor 
 
3.12.3 Principal Contractor Duties 
 
When appointed as Principal Contractor the Company will:- 

• Ensure the Client is aware of their duties (on commercial projects), has prepared a Client 
Brief and has appointed a Principal Designer before starting work  

• Liaise and co-operate with the Principal Designer during the preconstruction and 
construction phase 

• Plan the construction phase and prepare the construction phase plan 
• Ensure welfare facilities are provided 
• Provide site induction 

http://www.hse.gov.uk/riddor/report.htm
http://www.hse.gov.uk/riddor/
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• Ensure the site is secure 
• Appoint competent Contractors and Workers 
• Ensure adequate arrangements in place for managing and supervising 
• Engage Contractors and Workers – through information, communication, consultation, co-

operation and co-ordination 
• Maintain health and safety standards and monitor risks on site 
• Provide information for the health & safety file to the Principal Designer 
• Liaise with the Client and Principal Designer throughout the project, including during the pre-

construction phase  
 

When appointed as Principal Contractor for domestic projects, the Company will: 
• Undertake the duties of Client – although this can be undertaken by the Principal Designer if 

agreed in writing 
 
3.12.4 Designer Duties 
 
The Company does not offer Design as any part of its process or portfolio of services offered, all 
installations are carried out to standard industry recognised best practise, manufacturers / suppliers 
recommendations or as per design and specification required by our client and the contract. 
 
The company does not accept the role of Designer or Principal Designer at anytime without 
agreement with the Directors and the Safety Manager. 
 
At this time the company will review its responsibilities under the CDM Regs. 
 
3.12.5 Client Duties (When actual Client or when managing Domestic Projects) 

 
As Contractor/Principal Contractor on domestic projects the following duties as Client may also 
apply: 
OR 
Where the Company manages projects as the Client (Working on own buildings) the following duties 
will apply: 

 
During Design Phase: 
• Prepare a Client brief which sets out key requirements, visions for the project and 

communicates aims and aspirations 
• Ensure suitable arrangements in place for managing the project  
• Select a competent project team and formally appoint duty holders – Contractors and 

Designers, and Principal Contractor and Principal Designer when more than one 
Contractor is involved in the project 

• Ensure sufficient time and resources are allocated for health & safety is adequately throughout 
the project 

• Provide information to help with design and construction planning 
• Notify notifiable projects to the enforcing authority using the F10 Form or arrange for someone 

else to notify on their behalf 
• Check that the Principal Designer is carrying out their duties 
  
 During Construction Phase 
• Ensure the construction phase plan is in place 
• Ensure welfare facilities are in place 
• Check that the Principal Contractor is carrying out their duties 
• Check completion and handover arrangements 
 
During Post Construction Phase 
• Check that the health and safety file has been prepared (where applicable) 
• Maintain and make available the health and safety file (where applicable) 
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3.12.6 CDM Responsibilities in the Company 

 
The Contracts Managers will be responsible for the management and control of health and safety on 
site.  
 
3.13 Managing Contractors 
 
The Organisation utilises the services of sub-contract companies when the Organisation does not 
have the resources or the skills to undertake the work itself. Under health & safety legislation, the 
Organisation is responsible for ensuring that the work undertaken by the contractor is carried safely 
and without risk to employees or others affected by the contractor’s acts or omissions, so far as is 
reasonably practicable.  
 
The Organisation will ensure that contractors are competent before any work is started. To achieve 
this, the following information must be requested from the contractor and reviewed by the Safety Co-
ordinator. 
 
• Health & Safety Policy 
• Copies of risk assessments, method statements and any documented safe systems of work 
• Copies of Insurance Policies 
• Details of competence of key employees (i.e. qualifications, experience, training) 
• Details of membership of professional or trade bodies 
 
Prior to commencing any work on site, the contractor must submit a suitable risk assessment and 
method statement for review by the Organisation. The contractor must ensure that these documents 
are brought to the attention of contractor employees to ensure that the work can be carried out safely. 
 
Contractors are required to co-operate with and follow any reasonable instructions given by the 
Organisation in the interests of health and safety.  
 
The Organisation will bring to the attention of the contractor any specific hazards, specific 
requirements for safe working and site rules or provide any specific health & safety training. 
 
3.14 General Fire Precautions in the Offices / Company Premises 
 
The Branch Manager is responsible for ensuring that  

• A fire risk assessment is undertaken.  

• Suitable fire precautions for the premises are implemented and maintained.  

• Fire extinguishers are tested annually by a competent fire equipment servicing company. 

• Ensure that a fire / evacuation drill is carried out and recorded in accordance with the fire risk 
assessment. (Six Monthly) 

• Ensure that a muster point has been identified and suitably sign posted. 

• Employees abide by the no smoking policy in the premises. 

• Ensure suitable smoking area is identified. 

• Appoint and train a fire warden for the property 
 
3.15 Emergency Evacuation Procedure at the Office 
 
In the event of the fire or in any other emergency situation all employees will be required to leave the 
building by the nearest emergency exits and assemble at the agreed and identified muster point. 
 
The fire warden will liaise with the fire brigade in an emergency. 
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3.16 General Fire Precautions on Site 
Employees working on site will familiarise themselves with the fire precautions and procedures at the 
site before commencing work, especially if they have not received induction training.  
 
On CDM notifiable projects, the fire precautions will be detailed in the Health & Safety Plan.  
Fire extinguisher(s) will be located at strategic points at the site.  
 
Employees are advised only to tackle a fire themselves  

If trained to do so 
Only to aid escape 
Only if they can do so without increasing the risk to their personal safety.  

If the situation is dangerous or potentially dangerous the employee should leave the building 
immediately. 
 
Emergency routes must remain clear of obstruction at all times. 
 
Employees must abide by the smoking policy on the site. Normally smoking is only allowed in 
designated smoking areas.  
 
Employees must not store or allow combustible materials to accumulate in the workplace as this can 
result in a fire hazard. 
 
3.17 Hot Work  
It is the Organisation’s policy to operate a formal hot work permit system when necessary to reduce 
the risks of fire on site. If our client operates their own system we will revert to theirs however copies 
should be obtained to maintain records. 
 
Employees or external contractors who intend to undertake work which involves generating heat or 
sparks (i.e. flame cutting, welding or grinding), or the use of a naked flame, will not be permitted to 
commence work until the risks have been assessed, suitable precautions identified and a permit to 
work issued. 
 
Only trained and experienced operatives are permitted to carry out work with welding and cutting 
equipment. 
 
The Site Foreman or Contracts Manager will issue the hot work permit and sign off the permit after the 
job has been completed and the fire watch time expired. 
 
3.18 Lead Work  
The Organisation will ensure all activities, involving lead comply with the Control of Lead at Work 
Regulations 1998. 
The regulation requires the Organisation to control risks to health that could results from exposure to 
lead this can be in the form of   

• Dust  

• Burning / welding fume 

• Ingested 

• Absorbed through the skin.  
 
The Organisation will undertake a COSHH assessment on work with lead and will have identified the 
control measures which must be followed and observed at all times. 
 
Where possible to eliminate the health risks the Organisation may discuss the use of alternative lead 
materials with the clients, however, in most cases there will be no other viable option than to work with 
lead.  
The COSHH assessment will identify suitable control measures which may include the provision of 
local exhaust ventilation and selection and use of suitable respiratory protective equipment. 
 
To reduce the risk of ingestion of lead individuals must not eat, drink or smoke in places which are 
contaminated or likely to be contaminated by lead arising from work activities. 



Oak Country Group   Health & Safety Policy Manual 

 

 

 

29/04/2020                                                             Page 18 

 
Individuals will be provided with instruction, information and training in the hazards and safe handling 
of lead.  
In particular, individuals will be informed of the reasons why washing is required before eating drinking 
or smoking and why eating, drinking and smoking are not allowed in contaminated work places. 
 
3.19 Health Surveillance 
 
The Management of Health and Safety at Work Regulations 1999 and Control of Substances 
Hazardous to Health Regulations 2002 require the Organisation to conduct occupational health 
surveillance programmes where employees may be at risk of contracting a disease or adverse health 
condition related to the work they are doing.  
The requirement for health surveillance will be established through the risk assessment process or 
following reports of work related illness. In particular, health surveillance will be required for individuals 
who  

• undertake a significant amount of lead work. 

• are exposed to wood dust and/or respirable crystalline silica dust, above the Workplace 
Exposure Limit (WEL) 

 
The purpose of health surveillance is to detect any health problems at an early stage and to evaluate 
the effectiveness of controls.  
 
The Organisation will arrange for health surveillance to be undertaken by a qualified occupation health 
specialist. 
 
The Organisation will advise employees about the health surveillance procedures and outcomes 
following the surveillance. 
 
Employees have a statutory duty to co-operate with their employer in health surveillance programmes 
deemed necessary by risk assessment or statutory provision. 
  
Health Surveillance records will be filed in employee records in the accounts office and retained for 40 
years. Information will be filed in accordance with the Data Protection Act 1998. 
 
Any indication of increasing health effects will initiate a review into the effectiveness of existing control 
measures. 
 
3.20 Plant and Work Equipment 
 
It is the policy of the Organisation to comply with the Provision and Use of Work Equipment 
Regulations 1998. 
 
The Organisation will endeavour to ensure that all plant and work equipment used in the work place:- 

• Is safe and suitable for the purpose for which it is used. 

• Be procured or hired from reputable suppliers / hire companies and CE marked.  

• Will be maintained in good working order and repair, provided with guards or covers, which 
must kept in good working order and used at all times  

• Be inspected, cleaned and serviced in accordance with the manufacturer’s recommendations 
and Where necessary, servicing will be undertaken by specialists  

• Be clearly marked with health and safety warnings where appropriate.  

• be restricted to authorised persons only. 
 
 
All employees will be:- 

• Provided with adequate information and training to enable them to use plant and work 
equipment safely.  

• Be provided with such personal protection as is necessary to protect them from the dangers of 
using work equipment 
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It will be the responsibility of the Contract / Branch Managers to ensure that all relevant plant & work 
equipment, training records & certificates are retained in the site file. 
 

3.21 Abrasive Wheels 
 
It is Organisation policy to ensure that  

• Anyone who is expected to use either portable or fixed abrasive wheels are made aware of 
the hazards and trained to operate the equipment safely.   

• The right type of abrasive wheel is chosen for the particular job in hand.  

• No employee will be permitted to mount or set an abrasive wheel unless they have received 
training and have a certificate of competence.  

• All training must be provided by an approved training provider. 

• Guards are fitted for the protection of operators and they must not be removed or interfered 
with in any way.  

• Any employee found interfering with or misusing an abrasive wheel may be disciplined. 

• The equipment will be maintained by competent persons in accordance with the 
manufacturer’s recommendations. 

 
Relevant guidance is found in HS(G)17 “Safety in the Use of Abrasive Wheels” which is issued by the 
HSE. 
 
All employees will be:- 

• Provided with adequate information and training to enable them to use plant and work 
equipment safely.  

• Be provided with such personal protection as is necessary to protect them from the dangers of 
using work equipment 

 
Should an employee believe that any abrasive wheel is dangerous or unsafe to use then they should 
remove it and report it to one of the Contract Manager who will arrange for it to be checked by a 
competent person. 
 
 
3.22 Cartridge Operated Tools 
 
Cartridge operated tools are potentially lethal if used reckless or incompetently. 
It is Organisation policy to ensure that 

• Anyone who is expected to use cartridge operated tools are made aware of the hazards and 
trained to operate the equipment safely.  

• Risk assessments are undertaken and control measures employed correctly. 

• All cartridge operated tools are suitable for the type of work being undertaken & include suitable 
safety devices to prevent unintentional firing. 

• The cartridge strength will be at a level that it is just suitable for the job.  

• All persons using these tools are trained and competent in the use and maintenance of the 
equipment. And are able to ensure the base material into which the nails etc are being fired 
into is suitable. 

• The cartridge operated tool and cartridges will be stored in a secure, dry and cool location. 
 
All employees will be:- 

• Provided with adequate information and training to enable them to use plant and work 
equipment safely.  

• Be provided with such personal protection as is necessary to protect them from the dangers of 
using work equipment 
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3.23 Hand / Arm Vibration Syndrome (HAVS) 
 
It is company policy to comply with the Control of Vibration at Work Regulations 2005.  
The Company will take all reasonably practicable steps to reduce the likelihood of any 
employee/operative contracting the condition known as Hand/Arm Vibration Syndrome (HAVS). 
 
To achieve this the company will:- 

• Procure or hire work equipment with preference given to equipment with the lowest published 
vibration emission levels.   

• Obtain from the equipment manufacturer or hire company the vibration levels for each type of 
equipment. The instruction leaflet normally contains this information.  

• Maintain equipment to ensure that the levels of vibration do not increase over time and use. 

• Where vibration levels are not known for particular equipment, guidance should be sort from 
the Safety Manager / advisor. 

• Minimise the risks by planning, managing and supervising work activities such that exposure 
levels are below the 2.5m/s² (A8) Exposure Action Value (EAV).  

• In situations where the EAV could be exceeded, measures will be implemented to ensure 
exposure levels do not exceed the 5.0m/s² (A8) Exposure Limit Value (ELV).  

o Such measures being: 
▪ Suitable gloves  
▪ adequate rest breaks  
▪ a place for warming hands in cold weather 

• Use the HSE website http://www.hse.gov.uk/vibration/hav/vibrationcalc.htm will be used to 
determine the EAV and ELV values. 

• Provide a generic list of equipment generally used by the Company which states the exposure 
times to reach EAV and ELV.  

• Record typical usage of work equipment to establish whether individual employees are being 
exposed to vibration levels in excess of the EAV (but below the ELV). 

• Provide Employees/operatives with information on recognising symptoms of HAVS and about 
the measures required to reduce the risks.  

• This will be undertaken through provision of toolbox talks 

• Instructed employees / operatives to report any signs of HAVS or any concerns with the 
equipment being used.  

• Arrange annual health surveillance to check whether there is onset of HAVS symptoms in 
operative who regularly exceed the EAV. 

• Consult in confidence with personnel who report HAVS symptoms to establish possible 
causes and be referred to an occupational health specialist for diagnosis, prognosis and 
treatment 

Employees with a record of previous HAVS conditions will also be subject to annual health 
surveillance. 
Health surveillance records will be retained by the Company for 40 years.   
 
3.24 Electricity at Work 
 
It is the policy of the Organisation to comply with the Electricity at Work Regulations 1989. 
 
The regulations stipulate that anyone working with electricity must be competent to do so.  
Therefore only qualified electricians are authorised to undertake any electrical work in the premises 
and on site. 
 
Employees will be instructed to switch off electrical equipment immediately if they notice a problem 
with electrical equipment and report the situation to Branch or Contract Manager who will arrange for a 
suitably qualified electrician to check the equipment out. 
 
All portable electrical equipment used by the Organisation will be subject to regular inspection and test 
to ensure it remains safe to use.   
Portable electrical equipment used on site will be subjected to Portable Appliance Testing (PAT 
Testing) by a competent person at intervals deemed suitable by the competent person 



Oak Country Group   Health & Safety Policy Manual 

 

 

 

29/04/2020                                                             Page 21 

All portable electrical equipment will be tagged with a date for re-inspection and test. Any such 
equipment found without a date or an expired date must be removed from service until re-testing. 
 
The fixed electrical installation in the premises will be checked by a qualified electrician once every 5 
years. 
It is the Organisation policy to use 110 volt equipment, or battery power equipment on site whenever 
possible. Where it is necessary to use 240 Volt equipment, a suitable Residual Current Device (RCD) 
will be used in the circuit. 
 
3.25 Personal Protective Equipment & Respiratory Protective Equipment. 
 
It is the policy of the Organisation to comply with the Personal Protective Equipment at Work 
Regulations 1992. 
Personal protective equipment (PPE) and (RPE) is to be considered as the last control measure in the 
reduction of risk. 
All employees who may be exposed to a risk to their health and safety while at work will be provided 
with suitable properly fitting and effective personal protective equipment. 
All personal protective equipment (PPE) and (RPE) provided by the Organisation will be properly 
assessed prior to its provision. 
All employees provided with PPE and RPE by the Organisation will receive comprehensive training 
and information on the use, maintenance and purpose of the equipment. 
Employees working on site will be required to wear PPE and RPE as required by the risk assessments 
or site rules. 
The Organisation will endeavour to ensure that all PPE and RPE provided is used and used properly 
by its employees.  
A record of PPE and RPE issued to staff will be retained in the office. 
 
3.26 Manual Handling Operations 
 
It is the policy of the Organisation to comply with the Manual Handling Operations Regulations 1992. 
 
Manual handling operations will be avoided as far as is reasonably practicable where there is a risk of 
injury.   
Where it is not possible to avoid manual handling operations an assessment of the operation will be 
made taking into account the task, the load, the working environment and the capability of the 
individual concerned.  
The assessment will identify measures that will reduce the risk of injury to the lowest possible level 
possible. Priority will be given to providing suitable mechanisation where practicable ie trolleys. 
All employees who undertake manual handling tasks will be trained in safe manual handling 
techniques. 
 
3.27 Working at Height 
 
It is Organisation policy to comply with the requirements of the Work at Height Regulations 2005 to 
ensure that employees remain safe when working at height.  
Work at height means work in any place where, if there were no precautions in place, a person could 
fall a distance liable to cause personal injury 
 
As a building company it is not possible to avoid working at height 
 
When working at height the contracts managers will ensure that: 
 
• All work at height is properly planned and organised.  
• Those involved in working at height are competent. 
• The risks from work at height are assessed and appropriate work equipment and control 

measures are selected and used. 
o The preference is for safe working platforms with guardrails 

• The risks from fragile surfaces are properly controlled. 
• Equipment for working at height is properly inspected and maintained. 
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All equipment for working at height is covered by the Provision and Use of Work Equipment 
Regulations 1998, therefore, equipment used for working at height must be suitable for the type of 
work being done. 
 
Any equipment used for working at height will be regularly inspected and maintained and users of the 
equipment will receive information, training and instruction in the safe use of the equipment.   
 
The Organisation will maintain records or other evidence of equipment inspections (i.e. scaffold tags, 
ladder tags). 
 
Ladders, Roof Ladders & Step Ladders 
It is Organisation policy to use ladders, roof ladders and step ladders only when other safer means of 
access are not practicable and where the work is light and short term.  
 
The Organisation will ensure that  

• Only Class 1 or EN131 Standard ladders, roof ladders or step ladders are used. 

• These are stored in a safe place when not in use 

• All Items are inspected at regular intervals and prior to use (daily) and records maintained  
 
Any defective equipment will be reported immediately and taken out of service.  
A label will be fixed to the equipment to clearly identify it as out of service. 
 
Mobile Scaffold towers / Mobile Elevated Working Platforms 
Employees will occasionally be required to use Mobile Scaffold Towers or mobile Elevated Working 
Platforms (MEWP’s).  
The Organisation will hire suitable equipment from reputable suppliers when required.  

 
All persons, who are expected to use this type of equipment, will be suitably and sufficiently trained. 
 
Employees will inspect the equipment following delivery and prior to use and will be instructed to 
report any defects immediately and to not use that equipment until replacement or repair. 
 
Scaffolding (Commissioned by the Organisation) 
The Organisation will be required to arrange for the erection of scaffolding.  
The Organisation will select a competent scaffolding company to erect, maintain and dismantle 
scaffolding.  
 
The following is the minimum standard the organisation will require. 
 
1. Ensure all scaffolding is designed, erected and dismantled in accordance with TG20:13 Good 

Practice Guidance for Tube & Fitting Scaffolding – NASC 
2. All scaffolds will be general purpose scaffolds unless instructed by Oak Country Group otherwise. 
3. Provide a site specific risk assessment and method statement for all scaffolds. 
4.  Where necessary Special scaffolds must be designed and erected by competent persons and the 

design provided along with appropriate risk assessment and method statement for erection / 
dismantling and details of any specific restrictions or limitations to use. 

5.  Incomplete scaffolds must display appropriate signage at access points. 
6. On completion the scaffold is to be inspected by a competent person and a handover certificate 

issued either to Oak Country Group or to the contractor – arranging the scaffold. 
7. Non-compliant (with WHAR orTG2O 08) scaffolds will NOT be accepted except where special 

arrangements have been agreed with Oak Country Group and these arrangements are 

documented and recorded. The arrangements must be authorised by the project Manager and 

approved by the Oak Country Group H&S officer. 

8. Scaffolds are to be provided with a 'Scaff Tag' located adjacent to the primary access point and 

the Tag used to record inspections of the scaffold. 
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9. In addition a register for each scaffold will be established and this will record all inspections, 

defects noted and actions taken.  

10. The scaffold register is to be available on site, the contractor’s office or at Oak Country Group 

office and will be retained for a minimum of 3 months after the scaffold is struck. 

11. All working platforms erected over footpaths or carriageways that remain in use are to double 

boarded with OP membrane, heavy polythene or other suitable membrane sandwiched between 

the layers of boards so as to prevent debris falling between the scaffold boards. 

12. Access to scaffolds at residential properties is to be controlled so as to deter climbing of the 

scaffold or access under platforms Control can be achieved by enclosing in scaffold debris netting, 

site netting, Heras type fencing or hoardings from ground level to a height of at least 2.0 metres. 

13. All standards and other tubes adjacent to footpaths and carriageways are to be dearly marked by 

brightly coloured sleeves or spiralled hazard tape to a height of 2.5M 

14. All exposed bolt ends and protrusions on fittings adjacent to footpaths must be protected with 

foam or other cushioning material. 

15. All working platforms are to be protected with Debris netting, sheeting or Brick Guards as 

appropriate to control debris. 

16. Where materials are to be stacked above toe board height brick guards must be fitted to the 

perimeter railing. 

17.  Loading bays are be appropriately designed and fitted with brick guards to the perimeter railing 

and fitted with gates that restrict worker access when open for material movement and protect 

against falls when closed. 

18. Where scaffolds encroach on public footpaths or roadways appropriate licences or permits must 

be obtained and specific requirements apply— contact the Oak Country Group HSO for 

assistance. 

19. Where power tool cutting of materials is to take place on platforms sacrificial boards or sheeting 

must be used so as to avoid damage to the scaffold platform 

20. All exposed telephone and power cables crossing working platforms at heights under 2.5 metres 

must be protected or sheathed to prevent tripping or entanglement and damage. All exposed 

conductor (bare copper) overhead power cables within this zone must be isolated, sheathed or 

relocated before erection or use of the scaffold. 

21.  Where a scaffold employs wall ties suitable load test information must be provided by the scaffold 

erector on handover. 

22. Modifications to scaffolds are only to be undertaken by competent authorised persons after 

consultation with the scaffold designer /contractor and recorded in the scaffold register. 

23. All access ladders from ground level are to removed and secured when the scaffold is left 

unattended 

24. All ladders between platforms are to extend at least 1M above the landing point and be secured by 

ladder clamp, rope or ladder tie. 

25. Gaps between platform boards are to be minimised 

26. The gaps between the inner board and the building elevation must be minimised and in 
compliance with NASC documents TG20:13 and SG29. Gaps in excess of 225mm must be 
protected by a hand rail or handrail intermediate and toe board dependent on circumstances 
Alternatively other fall prevention measures such as Harnesses & lanyards crash decks etc must 
be employed. 

After erection, the scaffolding company will be required to inspect the scaffolding and issue a 
handover certificate. 
 
All such scaffolding will be subject to statutory inspections by a competent person:- 

• After erection 

• After any event likely to affect the stability or strength of the scaffolding 

• At least once in every seven days 
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The inspection register on site will be duly completed after each inspection. 
Scaffolding (Commissioned by others) 
Employees will occasionally be required to work from scaffolding that has been commissioned by 
another company. 
To ensure the safety of the employees using the scaffolding, the contract managers must make 
enquiries to ensure that: 

o The equipment was erected by a competent scaffolding contractor 
o It is compliant with the above minimum standard  
o A handover certificate was issued by the scaffolding contractor 
o The equipment is being inspected at least once every seven days by a competent person 
o A register is kept to record the inspections 

 
The Organisation will provide information and training on basic scaffold safety to employees who are 
expected to work from scaffolding unsupervised. Employees working at the site will be instructed to 
visibly inspect the structure for any obvious defects and inform the Managing Director or Site Foreman 
immediately about any concerns with the scaffolding. 
 
3.28 Demolition / Dismantling Activities  
 
It is Organisation policy to comply with the requirements for safe demolition and dismantling as 
specified in the Construction (Design and Management) Regulations 2015. As such any demolition / 
dismantling work will be conducted in accordance with the Code of Practice for Demolition BS 6187 : 
2000. 
 

• All demolition work will be planned and documented in a risk assessment and method 
statement to ensure the risks are reduced to the lowest practicable levels  

• All demolition / dismantling work will be supervised by a competent person  

• Structures being demolished will be assessed by a competent person to ensure that the 
demolition process is safe.  

• The services of a structural engineer will be employed as necessary. 
 
Steps will be taken to ensure that no part of the structure is overloaded during the demolition / 
dismantling procedure.  
 
3.36 Excavations 
 
It is the Organisation’s policy to comply with the requirements and regulations for safe excavations as 
specified in Construction (Design and Management) Regulations 2015 
 
Prior to carrying out any excavations and to avoid striking existing services the company will 
undertake,  

• A survey and risk assessment by a competent person.  

• Refer to existing drawings, where available,  

• Scanning for services using a suitable scanner. 
 
All excavating within one metre of ‘live’ services will be carried out by hand using Insulated hand tools. 
 
All excavations will be assessed for risk of collapse. If required, suitable means of support shall be 
provided. 
 
Excavations will be inspected in accordance with statutory requirements: 

▪ At the start of each shift 
▪ After any collapse of part of the excavation 
▪ After accidental fall of material into the excavation 

Inspections will be undertaken by the Contract Managers and records of inspections will be retained 
in the site file. 
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3.37 False work 
 
It is Organisation policy to comply with the requirements for design, construction, maintenance and 
removal of false works as specified in the Construction (Design and Management) Regulations 2015. 
 
False works are to be designed and planned in accordance with the procedures defined in Code of 
Practice for False Work BS 5975: 2018. (This will apply to false work of any size). 
 
A risk assessment and method statement will be produced by the site supervisor for the erecting and 
dismantling of false work and providing safe access and working platforms for personnel involved to 
ensure the risks are reduced to the lowest practicable levels. 
 
All necessary design drawings, sketches and calculations are to be available on site before work starts 
to erect false works. 
 
3.38 Confined Spaces 
 
It is the policy of the Organisation to comply with the Confined Spaces Regulations 1997. 
 
There is a potential requirement for employees to gain entry to enclosed areas that are defined as 
confined spaces within the above regulations. A loft area may be considered a confined space. 
 
During the site survey the Contracts Manager visiting the site will explore whether there are alternative 
work methods that do not require employees to gain access to the confined space.  
However, if there are no other options than for a person to enter the confined space, a risk 
assessment will be undertaken for work in the confined space and a safe system of work devised.  
The safe system of work will include a permit to work system and suitable emergency procedures as 
applicable. 
 
The procedure will require at least two employees. Any employee involved in the work will be trained 
in the safe system of work and emergency procedures. 
 
3.39 Storage and Use of LPG and Highly Flammable Liquids 
 
It is the Organisation’s policy to store and use LPG and HFLs in accordance with Dangerous 
Substances and Explosive Atmospheres Regulations 2002. (DSEAR) 
  
LPG will be stored in a secure dedicated cage, in a well ventilated storage area away from buildings, 
excavations, perimeters, hot works and other ignition sources. 
 
HFLs will similarly be stored in a suitably ventilated storage area with suitable bunding arrangements 
to collect spills. 
 
There will be a no smoking sign and fire extinguisher in the vicinity of LPG or HFL storage areas.  
 
All LPG bottles on site will be stored in the storage area until required for use.  
 
Empty LPG bottles will be kept separate from full bottles and removed from site as soon as possible. 
 
LPG and HFLs will be stored and used on site in accordance with the controls identified in the risk 
assessments. 
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3.40 Lifting Equipment & Lifting Operations 

It is the policy of the Organisation to comply with the Lifting Operations and Lifting Equipment 

Regulations 1998. 

 

The Contracts Managers will be responsible for hiring lifting equipment or lifting services from 

reputable companies.  

They will ensure that any lifting equipment selected for use on site is suitable for the task while having 

adequate strength and stability.  

The management will also ensure that adequate information and training on the safe and proper use 

of the equipment is obtained from the supplier.  

 

Risk assessments will be carried out on the use of the lifting equipment and all lifting operations will be 

planned, undertaken and supervised by competent persons.  Method statements will be prepared by 

competent people for all lifting operations. 

 

Employees who are expected to use the lifting equipment will be provided with suitable information, 

instruction and training in the safe operation of the equipment.   

 

All operators must ensure that the specified safe working loads (SWL) of the lifting equipment or 

accessories are not exceeded.  Operators of the lifting equipment must be aware that it must not be 

used in a way, or for a purpose, for which it is not intended.  

 

Any defective lifting equipment will be reported to the Safety Co-ordinator or Site Safety Manager 

immediately and taken out of service.  

 

A label will be fixed to the equipment to clearly identify it as being out of service.  

 

The Safety Co-ordinator will ensure that any failure of the lifting equipment, even if no one is injured, 

is reported to the HSE under RIDDOR (see policy on RIDDOR). 

 

3.41 Fork Lift Trucks/Telehandlers 

 

It is Organisation policy to ensure that Fork Lift Truck (FLT) operations are carried out with minimal 

risk to the health and safety of employees and other contractors in accordance with Provision and Use 

of Work Equipment Regulations 1998 (PUWER) and Lifting Operations and Lifting Equipment 

Regulations 1998 (LOLER). 
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The Site Safety Manager will ensure that any FLT’s hired are suitable for the workplace and for the 

type of work being undertaken. It is crucial that FLT’s are supplied with an appropriate certificate of 

conformance or proof of thorough examination and test. 

 

Only authorised employees will be allowed to drive FLT’s. FLT drivers will: 

• Have a current certificate of competence 

• Be medically fit 

• Undertake refresher training at least once every 5 years 

 

Drivers will be required to carry out informal daily checks and formal weekly inspections, and 

instructed to report problems with FLTs immediately so that arrangements can be made for inspection 

and repair. 

 

Appropriate records will be retained by the Site Safety Manager in the site file. 

 

3.42 Display Screen Equipment 

 

It is the policy of the Organisation to comply with the Health and Safety (Display Screen Equipment) 

Regulations 1992. 

 

Where there are employees who use computers as part of their usual work, the Organisation will 

conduct an assessment of each computer workstation and ensure that all computer workstations meet 

the requirements set out in the Schedule of the Regulations. 

 

The assessment will identify any significant risks to the users of VDU screens and suitable measures 

implemented to reduce the risks to the lowest extent reasonably practicable. 

 

Computer users will be advised to undertake other tasks, take rest breaks etc to enable them to have 

5 to 10 minutes break away from the screen or keyboard every hour. 

 

Eyesight tests will be provided for VDU screen users on request. 

 

Where VDU screen users require corrective equipment specifically for using VDUs at work the 

Organisation will provide funding towards a pair of glasses or contact lenses, the amount being 

equivalent to the cost of procuring a basic pair of glasses. 

 

All VDU screen users will be given appropriate and adequate training on the health and safety aspects 

of this type of work and will be given further training and information whenever the organisation of the 

workstation is substantially modified. 
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3.43 Control of Hazardous Substances 

 

It is the policy of the Organisation to comply with the Control of Substances Hazardous to Health 

(Coshh) Regulations 2002. 

 

A Coshh assessment will be conducted on work involving exposure to hazardous substances. The 

assessment will be based on manufacturers’ and suppliers’ health and safety guidance and the 

Organisation’s knowledge of the work process. Employees will be informed about the findings of the 

Coshh assessment process, with relevant document included in the health & safety documentation 

sent to site. 

 

The Organisation will take all reasonably practicable steps to ensure that exposure to hazardous 

substances is minimised and adequately controlled in all cases. 

 

Employees who come into contact with hazardous substances will receive information and training on 

the safe handling and use of the hazardous substance. 

 

Coshh assessments will be reviewed periodically, whenever there is a substantial modification to the 

work process and if there is any reason to suspect that the assessment may no longer be valid. 

 

3.44 Noise at Work 

Where necessary, the Organisation will comply with the Control of Noise at Work Regulations 2005. 

The noise levels set in the Noise at Work Regulations 2006 will be used for the introduction of control 

measures. These levels are:  

• First action level, daily personal noise exposure of 80 dB (A) 

• Second action level, daily personal noise exposure level 85 dB (A) 

• Peak action level, 87 dB (A). 

 

If employees are liable to be exposed to noise at or above first action level, then assessments will be 

made and records kept.  Where the noise is at or above second action level or peak action level, the 

noise will be reduced as far as is practicable by means other than ear protectors.  All employees will 

wear ear protectors when the noise is greater than first action level.. Where the Company believe that 

noise may be approaching the first action level (see above), then a competent person will undertake a 

survey of the area.  Results will be kept so that they can be referred to after repeated surveys.As a 

general rule, if there is any workplace where people have to shout or have difficulty in being heard 

clearly by somebody more than 2m away, then the exposure level is excessive. If you have to shout at 

1 metre away, then the noise exposure is probably in excess of 85 dB(A) and could cause significant 

damage to your hearing.  
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Should the noise levels exceed 80 dB(A) (lower exposure action level) over a working day then the 

Organisation will take all possible steps to lower the sound levels and exposure, and issue employees 

with hearing protection. 

 

In the unlikely event that the sound levels exceed 85 dB(A) (upper exposure action level) over a 

working day then the Organisation will advise the employees about the risks to their hearing and 

instruct them to wear the ear defenders.   

 

Even where sound exposure levels are likely to be below the lower exposure action level, all 

employees will be required to wear ear defenders when using exceptionally noisy equipment, such as 

abrasive wheels. 

 

3.45 Asbestos on Site 

 

Under the Control of Asbestos Regulations 2012 it is the responsibility of the Organisation to ensure 

that employees working on site are not exposed to asbestos on the site, so far as is reasonably 

practicable.   

 

There is always the possibility of encountering asbestos on site where work is undertaken on existing 

buildings.  Employees will be provided with information on how to recognise asbestos and the risks 

concerning exposure to asbestos. 

 

Under current regulations the person in control of the site (ie client, principal contractor) is responsible 

for identifying, assessing and controlling risks of exposure to asbestos in the premises and advising 

the Organisation if and where asbestos may be encountered.  

 

It may be necessary for employees to work near asbestos without disturbing it.  In this case the Site 

Safety Manager will prepare a risk assessment beforehand. 

 

Where asbestos is likely to pose a significant risk, the Organisation will request the person in control of 

the site to arrange for its removal by a licensed contractor before work commences. 

 

Any employee discovering a substance that could be asbestos will be provided with instructions to 

stop immediately and inform the Site Safety Manager.  Work will not start again until full assurance 

has been given that it is safe to do so. 

 

3.46 Asbestos Surveys and Asbestos Removals 

 

Under the Control of Asbestos Regulations 2012 it is the responsibility of the Organisation to ensure 

that asbestos surveys and asbestos removals are undertaken so that employees and others affected 
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by the activities are prevented from exposure to asbestos, or where this is not reasonably practicable, 

to ensure exposure levels are kept as low as is reasonably practicable, and in any case, not above a 

peak 10 minute exposure of 0.6 f/ml. 

 

As an asbestos surveying organisation, the Organisation will ensure:- 

• All asbestos surveyors have a nationally recognised BOHS P402 qualification and are competent 

to undertake the work 

• All surveys are risk assessed before work starts 

• Surveys are undertaken, samples are collected, asbestos is assessed and documentation 

prepared in accordance with MDSH 100 “Surveying, Sampling and Assessment of Asbestos-

Containing Materials” 

• All surveys are undertaken in accordance with ISO 17020 

• A UKAS accredited laboratory is used for analysing the asbestos samples 

 

As a licensed asbestos removal organisation, the Organisation will ensure:- 

• All employees working with asbestos will be trained by a UKATA Approved company to standards 

as defined in Chapter 4, of HSG247, 'Asbestos: the licensed contractors guide' . 

• All asbestos removal work is risk assessed and a detailed method statement prepared before 

work starts 

 

Asbestos removal activities that are non-notifiable will be undertaken in accordance with all relevant 

Approved Code of Practices. 

 

For asbestos removal work that is notifiable under the Asbestos Regulations, the Organisation will:- 

• Notify the enforcing authority responsible for the site where the work is being undertaken at least 

14 days before the intended start date using the ASB5 Form 

• Ensure a specific method statement is prepared that includes emergency procedures 

• Ensure that the area around the work area is identified as an asbestos area with clear signage 

displayed 

• Provide a suitable decontamination unit 

• Ensure everyone affected by the work is provided with adequate information 

• Ensure that ongoing air monitoring and clearance air monitoring is undertaken by a UKAS 

accredited analyst in the asbestos area 

 

All operatives who are liable to be exposed to asbestos above the action level of 0.6 f/ml over 10 

minutes / 0.1 f/ml over 4 hours will be subject to a medical examination in accordance with CAR 2006 

Regulation 22 before starting work and thereafter at two yearly intervals as part of an ongoing health 

surveillance programme (see following section). 
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The Organisation will ensure all appropriate PPE / RPE is available (see section 3.25). 

 

Any material containing more than 0.1% asbestos will be disposed of by a registered waste disposal in 

accordance with the Hazardous Waste Regulations 2005 using appropriate containers or packaging. 

All asbestos waste will be suitably labelled.  

 

The Organisation will ensure that Hazardous Waste Consignment notes are issued accordingly. 

 

3.47 Health Surveillance 

 

The Management of Health and Safety at Work Regulations 1999 and Control of Substances 

Hazardous to Health Regulations 2002 require the Organisation to conduct occupational health 

surveillance programmes where employees may be at risk of contracting a disease or adverse health 

condition related to the work they are doing. The requirement for health surveillance will be 

established through the risk assessment process or following reports of work related illness. In 

particular, medical checks will be required for asbestos removal operatives. 

 

The purpose of health surveillance is to detect any health problems at an early stage and to evaluate 

the effectiveness of controls.  

 

The Organisation will arrange for health surveillance to be undertaken by a qualified occupational 

health specialist. 

 

The Organisation will advise employees about the health surveillance procedures and outcomes 

following the surveillance. 

 

Employees have a statutory duty to co-operate with their employer in health surveillance programmes 

deemed necessary by risk assessment or statutory provision. 

  

Health Surveillance records will be filed in employee records in the Office and retained for 40 years. 

Information will be filed in accordance with the Data Protection Act 1998. 

 

Any indication of increasing health effects will initiate a review into the effectiveness of existing control 

measures. 

 

3.48 Workplace  

 

It is Organisation policy to comply with the Workplace (Health, Safety and Welfare) Regulations 1992 

and Construction (Design and Management) Regulations 2015. 
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The Organisation will take all reasonable steps to ensure that employees are provided with a 

comfortable and safe working environment with adequate welfare facilities and good standards of 

housekeeping. 

 

Employees are required to report any problems with toilets or other welfare facilities to one of the Site 

Safety Managers who will decide what further action to take.  

  

3.49 Cleanliness and Waste Disposal 

 

All employees will observe a high level of personal hygiene and cleanliness at all times and assist in 

maintaining a clean and acceptable working environment. 

 

Waste and rubbish will not be allowed to accumulate. If general waste cannot be disposed of in 

receptacles at site, it will be transported by Organisation vehicles to a local authority waste collection 

centre or back to the Organisation’s premises for later disposal.  

 

Any special waste will be disposed of in accordance with the Environmental Protection Act 1990 using 

a licensed waste contractor. Lead waste will be forwarded to a lead recycling centre. 

 

Copies of all waste transfer notes are to be kept for a minimum of 2 years for controlled waste and 3 

years for hazardous waste. 

 

The Organisation encourages employees to take responsibility for their own working environment and 

to tidy up after themselves – and others if necessary. 

 

3.50 General Storage and Stacking 

 

No equipment, plant, furniture, tools or materials will be stored in the Organisation’s premises or on 

site in a way likely to cause danger or hazard to themselves or others. 

 

The Organisation will ensure suitable storage systems are provided and maintained.  
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3.51 Organisation Car / Van Drivers 

 

Employees will only be allowed to drive Organisation vehicles if they have been authorised to do so.  

An authorised driver will: - 

• Be at least 21 years old. 

• Provide a copy of their driving licence to the Safety Co-ordinator. 

• Be fit to drive and advise the Organisation if they have a medical problem that may affect their 

ability to drive the vehicle safely. 

 

No person will be required to drive a vehicle for more than 3 hours without a rest break. 

 

Drivers of vehicles will ensure that the carrying capacity of the vehicle under their control is not 

exceeded. 

 

Drivers of vehicles shall always drive in a careful and consistent manner while complying with the 

Road Traffic Act, local byelaws and other relevant legislation. 

 

All accidents will be reported to the Safety Co-ordinator as soon as possible. 

 
3.52 Company Vehicles 

 

The Directors are responsible for ensuring that vehicles owned by the Organisation are kept 

roadworthy and in good condition, and repaired and maintained by approved dealers. 

 

Drivers of Company vehicles are responsible for carrying out daily and weekly inspections of the 

vehicle to ensure they are safe and legal to be used on the road. 

 

Drivers are to report any defects immediately to the Safety Co-ordinator. 

 

No-one will be expected to work on a vehicle in the event of a breakdown. They are required to call 

the breakdown assistance company should a vehicle breakdown. 

 

A travelling first aid kit will be provided for all vehicles. 

 

3.53 Use of Mobile Phones and Electronic Devices in Vehicles 

 

No drivers will be allowed to use mobile phones whilst driving a vehicle, unless fitted with a hands free 

kit. 
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3.54 Medical Conditions 

 

Any employee prescribed or taking medication or drugs that could affect their work or present a 

potential hazard must report their situation to the Site Safety Managers before commencing work. 

 

Any employee having a contagious condition must report the condition to the Safety Co-ordinator as 

soon as possible. 

 

3.55 Drugs and Alcohol Abuse 

 

The Organisation will not tolerate under any circumstances the use of illegal drugs, solvent or alcohol 

abuse. No employee shall be in possession of or under the influence of any illegal drug, solvent or 

alcohol at any time when travelling to, from or during work.  

(see companies Drug and Alcohol Policy) 

 

3.56 Smoking 

 

No employee shall be allowed to smoke on site, except in authorised smoking areas. Smoking is also 

prohibited in Organisation vehicles. 

 

3.57 Young Persons 

 

The Management of Health and Safety at Work Regulations 1999 stipulate that a special risk 

assessment must be undertaken for individuals’ aged 18 or under. The Organisation recognises that 

young persons are more vulnerable to risks at work due to their immaturity and lack of experience in 

the work environment. 

 

In the event that the Organisation employs a young person, the Organisation will prepare a risk 

assessment for the young person and ensure that they receive additional training, instruction and 

supervision, over and above that ordinarily required to comply with legislation, to ensure the health 

and safety of themselves and others affected by their actions. 

 

3.58 Work Related Stress  

 

The Organisation recognises that excessive workplace pressure and resulting stress can be harmful 

and damaging to employees’ health and the Organisation’s business performance. Occasionally, often 

because of an external factor such as family illness, divorce etc or sometimes because of job-related 

factors such as fluctuating workload or poorly defined role, the degree of stress becomes too great 

and individuals can suffer from inability to concentrate, disturbed sleep, feelings of not being able to 

cope or other stress related symptoms. 
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Any employee who feels that he/she is suffering from stress can consult, in complete confidence, one 

of the Directors to resolve any work related difficulties. In addition, the Organisation will assist, where 

necessary, in obtaining professional advice and guidance where external factors are precipitating the 

stress. 

 

The Organisation recognises that workplace stress can be effectively managed by listening and 

responding to employees’ concerns, by providing a suitable working environment and by ensuring that 

employees do not have unreasonable work pressures. 

 

A number of factors affecting levels of stress and possible solutions are documented in an HSE guide 

entitled “Work Related Stress” INDG281. 
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3.59 Workplace Violence and Aggression 

 

The Organisation recognises that employees working on site may occasionally face aggressive or 

violent behaviour. Verbal abuse, threats and bullying are the most common types of violence while 

physical attacks are comparatively rare.  The Organisation realises that verbal abuse can be just as 

upsetting as a physical injury and that violent and aggressive behaviour can lead to low morale, 

absenteeism and stress as well as physical injuries.  

 

Any employee finding himself in a confrontational situation must report their concerns immediately to 

one of the Site Safety managers.  The Safety Co-ordinator will record all incidents of violence or 

aggressive behaviour and will monitor the situation to establish whether any additional improvements 

can be made to reduce further risks of violence or aggression. 

 

Any violence instigated by an employee will result in disciplinary action. 

 

Any employee who has been the subject of violent or aggressive behaviour will be given time off as 

required, and support and assistance to help them come to terms with the situation and avoid long 

term distress. In the event crime while at work, the Organisation will obtain further advice from the 

Home Office leaflet Victims of Crime which will be obtained from the local library police station or 

Citizens Advice Bureau.  
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4 Environmental Policy 

The Oak Country Group of Companies recognises the need to operate the business in a manner 
which reflects good environmental management.  
 
The Organisation is aware of the environmental impacts of its operations and will balance its business 
with the need to protect the local and global environment. 
 
Our Environmental Policy shall earn the confidence of employees, customers and the general public 
by demonstrating our commitment to comply with all relevant environmental legislation and minimise 
pollution, resource use and waste, where feasible, through the continual improvement of performance 
in all areas of the Organisation. 
 
The Organisation has a commitment to identify all activities that have the potential to cause an 
environmental impact, as well as providing adequate resources to help minimise or prevent any 
negative impact. 
 
In order to achieve this commitment, we will: 

• Identify all environmental impacts that the Organisation contributes to and establish 
environmental management procedures that can be incorporated into all business decisions, 
in a cost-effective manner. 

 

• Regularly measure and evaluate our environmental performance and improve where 
necessary. 

 

• Promote a culture of continual environmental improvement within the Organisation. 
 

• Delegate the responsibility for environmental matters to the appropriate levels in the 
Organisation. 

 

• Consistently increase the awareness and provide necessary training to all our employees and 
customers to ensure environmentally responsible concepts are integrated into their normal 
working practices. 

 

• Demonstrate control of all our operations and ensure that all are performed with due 
consideration of the environment. 

• Identify and mitigate against potential accidents that could result in an environmental impact, 
so that if an accident did occur the consequences would be minimised. 

 

• Use products that have a negligible environmental impact, where appropriate options exist. 
 

• Reduce the consumption of resources (energy, materials, packaging), where feasible. 
 

• Minimise waste through a commitment to reuse, recover or recycle, where feasible. 
 

• It is our duty to ensure that good environmental management is practised in all contracts and 
projects that we are involved in, and we will seek to influence customers to demonstrate a 
positive environmental commitment. 

• The Organisation will communicate the Environmental Policy to all employees, and it will be 
freely available to customers and the general public. 

 

• The Managing Director is personally responsible for the environmental performance of the 
Organisation and signs this policy statement in acknowledgement of this overall responsibility. 
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5 Training Policy 

1. INTRODUCTION  

Oak Country Group is committed to providing continuous training and development to improve the 

skills and competence of its entire workforce in the focused delivery of services to our clients.  

The aims of training are to ensure that all employees are given the necessary help to develop the 

knowledge, skills and attitude that they require to carry out their jobs efficiently and to provide every 

opportunity for career development.  

 

2. RESPONSIBILITIES  

To maintain the structures and mechanisms for identifying training needs and for monitoring the 

effectiveness of our training policy and programmes, Oak Country Group has appointed John Hancock 

as Manager responsible for training.  

The Directors and Contracts Managers are responsible for the continual monitoring of staff training 

and development throughout the year and to provide the necessary assistance and encouragement to 

ensure that the Organisation’s objectives are being met, procedures are being followed and that staff 

fulfilment needs are being achieved.  

An internal review of the Organisation training policy and procedures will be carried out every 12 

months by the Directors and Contracts Managers.  

 

3. INDUCTION TRAINING  

Induction training will be given to all new employees, to familiarise them with the organisation’s 

structures and procedures and to illustrate their role within it.  

During the early weeks of employment, all employees will receive thorough training in the procedures 

and policies of our organisation which will include training in Health and Safety to ensure the 

protection of the individual and to meet the needs of the Organisation and statutory requirements.  

Any gaps in the basic skills of the employee to undertake their full duties will be identified during the 

induction process and relevant training will be given where applicable.  

A record of training will be established for each individual employee and held centrally on the 

personnel file. This will be continual updated throughout the lifecycle of their employment to provide an 

auditable trail of their training and development.  

 

4. TRAINING ASSESSMENTS  

All staff, including new personnel, will have their skills continually assessed by their Line Manager as 

identified below:  

At the induction stage - any immediate training needs identified by the Line Manager will be organised 

during the first three months of employment, wherever possible.  

At appraisal stage - it is the Organisation’s policy to undertake an annual staff formal appraisal to 

review performance over the previous twelve months, to identify ways of maximising strengths and 

improving areas of weakness in the context of achieving the Practice’s aims and objectives. These 
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formal reviews are the main vehicle of reviewing and identifying training needs to improve job 

performance.  

At the time of an employee being promoted – covering skills required to equip new managers with the 

necessary skills to manage staff.  

Specific requirements of a project – projects may have unique training requirements that are most 

appropriately satisfied at project level to ensure the successful delivery of schemes.  

Training needs as required as a result of corporate change - which will affect everyone within the 

organisation  

Training related to professional development - All professional staff are required to comply with the 

rules of their professional bodies in respect of continuing professional development.  

 

5. TRAINING PROCESSES  

The Director in charge of training will have overall responsibility for analysing training needs identified 

by the processes above and will discuss with the appropriate Line Manager and employee the most 

appropriate and cost effective way of addressing these.  

These training needs may be resolved in a number of ways, ie.  

Sending an individual on a course  

On the job training  

Working alongside other members of staff  

 

6. EQUAL OPPORTUNITY  

In addition to our Equality and Diversity Policy our Training Policy reinforces the view that managers 

should not discriminate in the provision of training, promotion or career development.  

The managers will ensure that disadvantaged groups are afforded, through training, equal 

opportunities to career development. This will include the application of appropriate retraining, 

redeployment and retention policies.  

 

All Line Managers will be trained in the equal opportunities aspects of employee recruitment, training 

and development  

 

7. EVALUATION  

As part of the organisations continuing commitment to training and development, employees are 

asked to provide feedback on the value and effectiveness of the training and learning they undertake.  

 

This information enables us to ensure that the training methods, programmes and organisations being 

used for training are meeting both the organisation’s and the trainees’ needs and that value for money 

is being realised.  

 


