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FPC Facility Services Ltd t/a Forward Pest Control

HEALTH AND SAFETY POLICY

STATEMENT: Our policy is a commitment to operating the business in accordance with the Health & Safety at Work etc. Act 1974 and all other regulations relating to the Act in so far as is reasonably practicable.

· The health and safety of our employees (including part-time workers) is the responsibility of the management and is of utmost importance.

· We aim to see everything that is reasonably practicable is done to prevent personal injury and control risks that may arise within the workplace. This includes maintaining a safe working environment and equipment used within the workplace.

· It is also the duty of the employee to act responsibly and do everything they can to prevent injury to themselves and their fellow workers.

· It needs to be stressed that Health and Safety at work is a team effort and relies on the full support and co-operation of all members of the staff and of good communications at all levels in the business.

· Management will consult employees on matters affecting their health and safety and provide information, instruction and supervision in all areas that pertain to the working environment.

· Ensure that staff are competent in their daily tasks and provide adequate training to ensure this.

This policy will be reviewed at regular intervals and replaces previous policies.

RESPONSIBILITIES: 
The overall responsibility of Health and Safety is that of Colin Lowton.
However day-to-day responsibility will be delegated to the Operations Managers ensuring that he is kept up dated on all health and safety matters.

The following areas have been assigned to the individuals stated and they are aware to report any areas that may be of concern.

Colin Lowton is also responsible for: -

Warehouse/Equipment/Mixing Room/Poison Store 

Fire Safety
First Aid 
Transport and vehicles 
All employees have a duty to co-operate with management regarding health and safety matters. They must not interfere with or remove anything that has been provided to ensure their own health and safety. All employees must also report any concerns they have relating to health and safety to the appropriate named person.

ARRANGEMENTS:

Risk assessment will be undertaken regularly by Colin Lowton and ensure that all work activities are covered sufficiently enough to comply with the law, for guidance see Management of Health and Safety at Work Regulations 1999.

Risk assessments are to be recorded separately and any action required is to be met within the stated time frame. Assessments need to be reviewed at least every six months.

Colin Lowton will be responsible for ensuring that all warehouse equipment used is regularly serviced and maintained in good working order. Each item, such as the forklift and heater, should have a separate file where any relevant documentation is kept and a record of any servicing or checks should be kept here. All maintenance undertaken should be reported to Colin Lowton.
PROTECTIVE CLOTHING & COSHH REGULATIONS

All employees must wear their respective personal protective equipment (PPE) and protective clothing as provided by the business. Where the provided PPE and protective clothing is not worn it will be classed as an offence and an official warning will be issued.

Any damaged, torn or dirty clothing should be replaced or repaired and/or cleaned as appropriate. This is particularly important as damaged or torn clothing can so easily get caught up in machinery and cause a serious accident.

All products that require a COSHH data sheet should have the relevant documentation on file. All items that require decanting or primary handling by staff need to have risks identified and the necessary personal protective equipment (PPE) and Protective Clothing should be worn. These items need to be identified within the risk assessments and reviewed regularly. The above is the responsibility of Colin Lowton or the Operations Managers.
INFORMATION AND LITERATURE & TRAINING

The Health and Safety Law poster should be displayed within the office and not removed. Various Health and Safety literature and regulations can be found within the Health and Safety file in the main office. If an employee requires any specific information they should consult Colin Lowton.

Any training required to carry out working requirements will be provided and details should be filed within the employee’s records.

All accidents, including what are termed “near misses” must be recorded within the Accident book, which is located within the Health and Safety file in the main office. Colin Lowton will be responsible for sending off any “reportable” accidents, diseases and dangerous occurrences that fall under Reporting of Injuries, Diseases and Dangerous Occurrences Regulations, 1995 (RIDDOR).

A first aid kit is located in the staff room and should be restocked as required.

POLICY MONITORING:

All employees allocated with responsibilities regarding health and safety has a duty to ensure their records are kept up to date. If an employee is having difficulty with any aspect of their role they should report this immediately to Colin Lowton
Colin Lowton may carry out spot checks without any notice to ensure that all the above are monitored effectively.

Any incidences will be reactively monitored to enable a review of safety procedures and highlight possible areas of improvement.

EMERGENCY PROCEDURES:

Colin Lowton is responsible for ensuring a fire risk assessment is undertaken and implemented. 

Colin Lowton delegating to the Operations Managers in his absence, should check the fire escape routes and fire exit doors on a daily basis.

Either Colin Lowton or the Operations Managers should check the fire extinguishers (as appropriate) weekly or report any problems. An external company will also check and service the extinguishers yearly (as appropriate).

Colin Lowton will carry out fire training requirements and employees need to be aware of evacuation procedures.

GENERAL MATTERS

It is the responsibility of Ceri Lowton to ensure that this policy is readily available to all employees and a copy kept within the Health and Safety file at all times. It is the employee’s responsibility to read the above and query any areas that they may be unsure of.

Time must be set aside and allowed for all new starters to read this document. A register which all employees must sign that they have read the Health and Safety policy and the Appendix will be kept within the Health and Safety file in the main office.

APPENDIX TO HEALTH AND SAFETY POLICY

THE LEGAL BACKGROUND TO HEALTH AND SAFETY – PAGE 1

Health & Safety at Work etc. Act 1974 

The Health & Safety at Work etc. Act 1974 stipulates the duty requirements of the employer towards their employees. It also refers to further legislation implemented under this Act detailing other duties to be undertaken to ensure a safe working environment.

In brief the Act states:

The employer has a duty to ensure, so far as is practicable, the health, safety and welfare of all employees.

The employer’s duties include:

· Ensuring that the workplace is safe and without risks to health and has safe entry and exits.

· Ensure articles or substances are moved and stored correctly.

· Any necessary training or instruction is provided and supervision given.

· Ensure the provision of adequate welfare facilities.

· Ensure plant and machinery are safe and that the correct procedure of usage is followed.

It is the duty of the employer with five or more employees to have a written statement of their general policy regarding health and safety and revise as appropriate, and bring this policy to the attention of his employees.

It us also the duty of the employer to consult his employees regarding the planning or health and safety, any changes that may affect their welfare and what is required when dealing with areas of risk and danger.

The employer has a duty to assess the risks and if they have five or more employees record any significant findings and any necessary arrangements made to meet health and safety requirements.

The employer must ensure that emergency procedures are prepared and that adequate first aid facilities are in-situ.

The employer should ensure that the workplace adequately meets the requirements for employee health, safety and welfare, for example for temperature control, lighting, hygiene and washing facilities.

Ensure that any protective clothing or equipment required to carry out normal working duties is provided.

Take precautions to avoid danger from flammable substances, electrical equipment and noise.

It is also the duty of the employer to report certain injuries, diseases and dangerous occurrences as required in RIDDOR 1995 to the Incident Contact Centre (ICC) at Caerphilly Business Park, Caerphilly CF83 3GG.

An employee has a legal duty to do the following:

· Take reasonable care to look after their own health and safety and that of colleagues that may be affected by your actions.

· Co-operate with your employer regarding the health and safety policy and any measures implemented to ensure your welfare.
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· To correctly use any equipment provided to carry out daily duties and ensure any protective equipment is used.

· Not to interfere with or remove anything provided to ensure your health, safety and welfare and that of your colleagues.

Workplace (Health, Safety and Welfare) Regulations 1992

Every employer needs to ensure that their workplace and any modifications or extensions complies with the above Regulations. The workplace and any equipment used within needs to be maintained (including cleaning as required), good repair and good working order.

The following rules are a sample of those within the Regulation:

· Ventilation – need to ensure that any enclosed workspace is ventilated by either fresh air or purified air.

· Temperature – during working hours the temperature inside the workplace should be reasonable and thermometers provided to determine this.

· Lighting – every workplace should have suitable and sufficient lighting and where reasonably practicable this should be natural light. Emergency lighting needs to be available in areas that persons may be exposed to danger should the artificial lighting fail.

· Cleanliness and waste materials – every workplace including the furniture and fittings should be kept sufficiently clean. All floors, walls and ceilings need to be in a suitable condition to be kept sufficiently clean. So far as is reasonably practicable waste materials should not be allowed to accumulate.

· Room dimensions and space – every room where persons work should have sufficient floor area, height and unoccupied to ensure health, safety and welfare.

· Workstations and seating – every workstation should be suitably arranged for the person working there. It needs where possible to protect the user from adverse weather conditions and enable the user to leave quickly in cases of emergency. Suitable seating should also be provided.

· Conditions of floors – all flooring should be suitable for the work carried out there. The floor needs to avoid being uneven or slippery and have effective means of drainage, if applicable. So far as it reasonably possible the floor space should be kept free of any obstructions that could put personnel risk.

· Falls or falling objects – so far as is reasonably possible any structure where there is a risk of persons falling should be fenced.

· Drinking water – an adequate supply of drinking water needs to be provided for all persons at work within the workplace.

Display Screen Equipment Regulations 1992

Every employer should assess the workstations used on his behalf by his employees to determine any health and safety risks that they may be exposed to as a consequence of usage.

For example, the visual display screen (VDU) must be stable without flickering and free from glare. 

The screen must be able to swivel and tilt to suit each operator. 
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The workstations should be suitable placed to allow the operator to change position. The work chair must be stable and adjustable. 

Employers need to ensure that all users take periodic breaks or have a variety of work to reduce workload at the workstation. It is recommended that operators take a break from their screen every two hours.

The employer needs to provide the employee with regular eyesight tests by a competent person, paid for by the employer.

They should ensure all users are provided with adequate health and safety training in the use of any workstation they are required to use.

Control of Substances Hazardous to Health Regulations 2002

(COSHH) 

These regulations place specific duties upon the employer to identify any potential problems that may occur with regards to any hazardous substances used, stored and created within the workplace. Once identified action needs to be taken to eliminate or control the level of risk to the employee so as not to cause any adverse effect on their health.

Efforts must be taken to reduce the level of exposure to any hazardous substance, ensure there is adequate ventilation, minimize the risk of spillage or leakage and provide personal protective equipment as a means of control.

Products can be identified as hazardous by the warning label displayed on the packaging and a safety data sheet should be provided for each product.

The Regulations require suitable training, information and instructions be given regarding any hazardous substances, the risks created by exposure and any precautions that should be taken.

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations, 1995 (RIDDOR)

RIDDOR applies to you if you are an employer, self-employed or are in control of a work premises. It applies to all work related activities and you are legally required to report some work related accidents, diseases and dangerous occurrences. 
The information you provide enables either the Health and Safety executive or the local authority to identify where and how risks arise and investigate serious accidents.

Reports should be made for the following:

Death or major injury – If there is an accident connected to work and an employee or self-employed person working on your premises suffers a major injury or death. A member of the public is taken to hospital or killed. You need to inform the Incident Contact Centre (ICC) immediately and then follow this up within 10 days with a completed accident report form (F2508). Tel: 0845 300 9923 or Fax: 0845 300 9924.

Over three-day injury - If there is an accident connected to work and an employee or self-employed person working on your premises suffers an over three-day injury (an 
injury that results in the person being unable to carry out a full range of duties for more than three days), you must send a completed accident report form (F2508) to the enforcing authority within 10 days.

Disease – If a doctor notifies you that your employee is suffering from a reportable work related disease, you must send a completed disease report form (F2508A) to the enforcing authority.
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Dangerous occurrence – If something happens that does not result in a reportable injury but could have done, it could be classified as a dangerous occurrence and should be reported immediately to the Central Reporting Centre.

You must send a completed accident report form (F2508) to the Central Reporting Centre within 10 days.

Records need to be kept on any of the above for at least three years from the date of the accident.

Regulatory Reform (Fire Safety) Order 2005 
An employer has a duty to comply with the above regulations and impose minimum fire safety standards.

These include that, where appropriate, be equipped with fire fighting equipment, alarms and fire detectors. Take measures for fire fighting within the premises and take into account activities carried out there. Employees should be nominated to carry out these procedures and they need to be given the correct instruction, training and equipment to do so. Organise any contacts you might need to make such as your local fire service. Fire exits need to be identified and kept clear at all times. In the event of danger the employees must be able to evacuate as q quickly as possible. Therefore there should be enough fire exits to accommodate all staff; all emergency exit doors should open in the direction of escape. The doors need to be easily opened in an emergency and all doors and routes clearly identified.

The employer should carry out fire risk assessment and identify potential fire hazards within the workplace. If the workplace employs five or more persons this needs to be kept in writing and available for inspection. Once completed the employer should evaluate the risks and decide if existing precautions are adequate or if further action needs to be taken.

Areas to be assessed should include:

· Source of ignition such as fuel and oxygen

· Fire alarms and detectors

· Fire fighting equipment

· Fire escape routes

· Fire safety training for employees

· Regular maintenance and testing of fire precautions

A regular emergency plan should be prepared and implemented and any necessary training and instruction provided.

Electricity at Work Regulations 1989

This requires employers to take precautions against the risk of death or personal injury from electricity in work activities.

All electrical equipment including portable appliances need to be assessed.

This will include a visual inspection, testing and maintenance of the equipment (known as PAT testing).
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Noise at Work Regulations 2005
You are unlikely to need noise assessment unless people on a daily basis have to shout or have difficulty being heard clearly by someone two metres away.

The Regulations requires the employer to take action where an employee is likely to be exposed to a level of noise at or above the First Action Level, 85 dB (A) or above.

If your employee is exposed to first action level on a daily basis, personal ear protectors should be provided upon request.

If the noise level is Second or Peak Action Level 90 dB(A), employers will have to limit the level of exposure as far as reasonably practicable and identify Hearing 

Protection Zones, where all persons working within or entering the zone will be required to wear personal ear protectors.

The employer must provide information, instruction and training to the employee regarding risks to their hearing, their duty to follow any safety measures implemented and the requirements to wear ear protectors.

Health and Safety (First Aid) Regulations 1981

This requires employers to provide adequate and appropriate equipment and training to enable first aid to be given to employees injured or taken ill at work.
It is a minimum requirement that one person should be nominated as the appointed person, in the absence of a first aider, to take control of an emergency situation e.g. calls the ambulance, arranges a taxi. Ideally this person should have received some form of first aid training.  Notices showing the location of the first aid equipment should be displayed and the first aid kit kept fully stocked. Under no circumstances must any tablets or creams or potions be given and these must never be in a first aid kit.

Health and Safety (Safety Signs & Signals) Regulations 1996

There are many signs and signals mentioned throughout the Health & Safety at Work etc. Act 1974 including:

Fire Safety Signs – a sign or an acoustic sign indicating a route of escape, location of fire fighting equipment and warning in the event of a fire.

Dangerous Goods – A sign required under transportation of Dangerous Goods by Road or Rail Regulations 1994

Warning Signs – A sign giving a warning of a risk to health and safety.

Warning signs are RED and usually CIRCULAR

Mandatory / Instructional signs are YELLOW and usually TRIANGULAR

Advisory signs are BLUE and usually RECTANGULAR

The Management of Health and Safety at Work Regulations 1999 says that the employer may instigate measures for protection, reduce potential hazards etc. but if these are not highlighted to employees with the appropriate signs of warning or instruction then he is not adequately reducing risks.
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Each employer needs to ensure that employees receive adequate training and instruction on the meaning of safety signs so used.

Employer’s Liability (Compulsory Insurance) Regulations 1998

It is a legal requirement to have employers liability insurance. If an employee is injured or becomes ill as a result of their work whilst in employment they may try and claim compensation from the business if its believed the business is responsible. Employer’s Liability Insurance ensures that businesses have at least the minimum level of insurance to cover any such claims and the statutory minimum cover is £5 million. The insurers will have to pay the full amount of compensation awarded by a court, however if they can show that the business hasn’t carried out their legal responsibilities towards an employee with regards to health and safety and this has resulted in a claim they may then be able to sue the business to recover the costs.

When a business takes out or renews a policy a certificate will be issued and this needs to be displayed within the workplace for employees to see and then retained for a period of forty years from the start date.

If a business does not have any insurance they can be fined up to £2500 per day. If they do not display the certificate and cannot produce it on inspection by the Health & Safety Executive inspectors when asked they can be fined up to £1000.

Colin Lowton 

3rd March 2008

…………………………………………………………………………………………..
HEALTH AND SAFETY POLICY OF :

FPC Facility Services Ltd t/a Forward Pest Control
SCHEDULE RECORDING THAT STAFF HAVE READ AND APPRECIATED THEIR RESPONSIBILITIES

I have had the opportunity of reading a copy of this Health & Safety Policy and appreciate my responsibilities and also that of other members of the staff.

NAME OF EMPLOYEE
        JOB TITLE
     DATE POLICY READ          OFFICE USE

(Please sign and then




print name underneath) 
--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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