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It is the policy of the HB Group to ensure 
so far as is reasonably practicable the 
health, safety and welfare of all its 
employee’s and others, who may be 
affected by its operations. 
This Policy is applicable across the HB 
Group of companies, including HB 
Projects Ltd; HBMS Cladding Ltd, and 
Onyx Project Services Ltd 
The company aims to maintain high health and 

safety standards and full compliance with the 

requirements of the Health and Safety at Work etc. 

Act 1974 and all other relevant statutory 

provisions. The company is committed to 

improving performance in health and safety and is 

also committed to health promotion by 

encouraging the adoption of healthier lifestyles by 

its employees. 

The HB Group will provide all necessary 

information, training and supervision to ensure the 

implementation of the Policy. Facilities are in place 

for consultation on any aspect of safety and health 

at work between Management and employees at 

all levels and other persons not directly employed 

by the Company. 

We are committed to:- 

• Ensuring that all employees whether 

management, staff, supervisors or other 

employees know and understand their 

responsibilities in respect of health and safety 

matters. 

• Making arrangements for the safe use, handling, 

storage and transportation of articles and 

substances. 

• Making adequate arrangements for the regular 

assessments of work activities in order to 

identify associated hazards and control the risk 

arising. 

• Providing adequate welfare facilities for the 

employees of the Company. 

• Maintaining records to allow health and safety 

performance to be measured and where 

possible improved. 

• Ensuring the maintenance of any workplace, 

under the control of the Company, is in a 

condition that is safe and without risk to health 

and the provision and maintenance of means of 

access to and egress from it are safe and without 

risk. 

• Showing a visible management commitment and 

involvement in maintaining high standards of 

health and safety performance and the 

promotion of a positive health and safety 

culture throughout the Company. 

• Ensuring that adequate financial resources are 

made available to implement the necessary 

control systems. 

All employees can make a valid contribution to 

achieving successful health and safety 

management and each employee must co-operate 

with the company to enable all statutory duties to 

be complied with. Employees have a legal 

obligation to take reasonable care of their own 

health and safety and that of others who may be 

affected by their acts or omissions. 

Mr Ed Beck, Managing Director is ultimately 

responsible for health and safety throughout the 

company. As this policy is part of the normal 

management function, it is the duty of the 

management and employees at all levels to co-

operate in achieving its aims. 

This statement will be displayed prominently at all 

sites and head office. The organisation and 

arrangements for implementing the policy will be 

issued to all employees and a full copy of the policy 

will be held at The HB Group Head Office for 

reference by any employee as required. We require 

all employees to conduct their duties in accordance 

with our Policy and in doing so; reflect the 

individual and corporate professionalism that is the 

keystone of our continuing improvement and 

success as a company. 

This policy will be reviewed annually or when 

current legislation demands. 

 

 

 

 

Ed Beck - Managing Director
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1. Organisation 

Management structure 

The effectiveness of the health and safety policy is dependent on all employees who are responsible for 

ensuring that all aspects of work, whether in the office or on site, are carried out with due consideration for 

safety and with minimum risks to health. 

Ultimate responsibility lies with the Managing Director, but specific duties are delegated to others according 

to their experience and training. 

The Company Directors, both individually and collectively will ensure that this policy is applied throughout 

the whole company. Senior Managers and other management roles will ensure that this policy is adopted by 

all operatives, contractors and visitors to head office, regional offices or sites. 

Company structure 
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Board structure 

 

Typical Unit Structure 
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2. Specific responsibilities 

Chairman 

The principal role of the Chairman of the Board is 

to provide leadership to the Board of Directors of 

the Company. The Chairman is accountable to the 

Board and acts as a direct liaison between the 

Board and the management of the Company, 

through the Managing Director (MD)  

More specifically, the duties and responsibilities of 

the Chairman are as follows:  

• to act as a liaison between management and the 

Board;  

• to provide independent advice and counsel to 

the Managing Director;  

• to keep abreast generally of the activities of the 

Company and its management;  

• to ensure that the Directors are properly 

informed and that sufficient information is 

provided to enable the Directors to form 

appropriate judgments;  

• to ensure an effective health & safety policy 

developed, set and monitored;  

• to set a personal example 

 

Managing Director 

The Managing Director has overall responsibility 

for the health, safety and welfare of employees and 

others affected by the Company’s activities and will 

be supported by the executive & regional board of 

directors who are appointed to undertake and 

assist in the management of employees in the 

workplace. The Managing Director’s main 

responsibilities extend to:- 

• Ensuring adequate resources are made available 

for the effective management of health and 

safety, both in terms of financial resources and 

personnel resources. 

• Ensuring that the occupational health and safety 

(OHS) management system is strategically 

aligned to the direction of the company. 

• Ensuring adequate health and safety advice and 

awareness at all levels of the company.  

Competent persons will be appointed to 

undertake delegated duties in relation to health 

and safety, ensuring the objectives of the Health 

and Safety Policy are brought to the attention of 

all company employees. 

• Ensuring the provision and maintenance of safe 

plant/equipment and safe systems of work. 

• Ensuring suitable arrangements for ensuring 

health and safety in connection with the use, 

handling, storage and transport of articles and 

substances hazardous to health. 

• Ensuring provision of such information, 

instruction and training and supervision as 

necessary. 

• Ensuring health and safety issues have a clear 

agenda at all management meetings and are 

regularly reviewed. 

• Create a positive health and safety culture, 

throughout the company, by promoting interest 

and enthusiasm for health and safety matters 

and foster, within the organisation, an 

understanding that injury/damage prevention 

and occupational hygiene are an integral part of 

business and operational efficiency. 

Set a personal example by acting with integrity and 

honesty; and in line with the principles of the OHS 

management system. 

 

Compliance Director 

The Compliance Director provides expert 

leadership in the field of health, safety and 

environment, is responsible for setting the overall 

compliance and improvement strategy, and guiding 

the board.  Specific responsibilities include: 

• Responsible and accountable for health, safety, 

environmental and HR 
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• Developing and managing health, safety, 

environmental, quality and HR improvement 

strategies, providing feedback and guidance to 

the Board; 

• Ensuring that OHS policy and related objectives 

are compatible with the strategic direction of 

the organisation; 

• Maintaining governance structures / processes 

to deliver strategic and operational goals and 

ensuring integration of the OHS management 

system into business processes; 

• Providing key management information to drive 

company-wide improvement; 

• Ensuring and promoting continual 

improvement; 

• Maintaining compliance with health, safety, 

environment, quality and HR legislation; 

• Maintaining working relationships with auditing 

bodies.  

• Develop and maintain an effective compliance 

communication programme within the Central 

team and Business Units. 

• Ensure that outsourced functions and processes 

are consistent with legal and other 

requirements, and with achieving the intended 

outcomes of the OHS management system 

• To exercise independent judgement in all areas 

of compliance relating to health, safety and 

environment and provide un-biased feedback 

and advice. 

 

Senior Management 

Senior Management consists of: board directors 

and the regional director team.  Senior 

Managements’ responsibilities extend to:- 

• Taking overall responsibility and 

accountability for the prevention of work-related 

injury and ill health, as well as the provision of 

safe and healthy workplaces and activities; 

• Developing, leading and promoting a culture 

which supports the intended outcomes of the 

OHS management system; 

• Know and understand the appropriate 

statutory and other requirements affecting 

the company’s operations; 

• Understand and promote the company’s 

Health and Safety Policy and OHS 

management system; communicating the 

importance of effective OHS management and 

of conforming to the system requirements; 

• Ensuring that the OHS management system 

achieves its intended outcomes; 

• Ensure that the resources needed to establish, 

implement, maintain and improve the OHS 

management system are available; 

• Identifying and organise appropriate training 

for their staff; 

• Supporting other relevant management roles 

to demonstrate their leadership as it applies to 

their areas of responsibility and supporting all 

employees to contribute to the effectiveness 

of the OHS management system; 

• Actively promote a pro-active approach to 

health and safety risk management; 

• Ensuring that the organisation establishes and 

implements processes for consultation and 

participation of workers, including, where 

applicable supporting the establishment and 

functioning of health & safety committees; 

• Ensuring that tenders are adequate to allow 

for adequate welfare facilities, safe working 

methods and equipment to avoid injury, 

damage and wastage; 

• Suspend any work activity which is considered 

to constitute an immediate danger. The 

circumstances should then be fully 

investigated and no work shall be allowed to 

continue until the appropriate remedial 

actions have been implemented; 
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• Ensuring regular health and safety inspections 

are carried out and that environmental issues 

are actively managed and controlled; 

• Ensuring overall performance of The HB 

Group sites is discussed at regular intervals 

with all contractors, including sub-

contractors; 

• Set a personal example through adherence to 

the process and the spirit of the OHS 

management system; 

• Report any problems or suggested 

improvements to this policy to the Compliance 

Director; 

• Protecting workers from reprisals when 

reporting incidents, hazards, risks and 

opportunities; 

• Manage and where appropriate, follow the 

company’s discipline and grievance 

procedures, with any employee who fails to 

undertake their health and safety 

responsibilities. 

 

Contracts Director 

Responsibilities include: 

• Know and understand the appropriate 

statutory and other requirements affecting 

the company’s operations; 

• Understand and promote the company’s OHS 

Policy and management system; 

• Ensuring the OHS policy and processes are 

implemented properly and that any delegated 

duties are clearly communicated and correctly 

performed; 

• Identifying and organise appropriate training 

and development for their staff, in conjunction 

with the Learning Support Officer; 

• Actively promote a pro-active approach to 

health and safety risk management within the 

contracts team. 

• Suspend any work activity which is considered 

to constitute an immediate danger. The 

circumstances should then be fully 

investigated and no work shall be allowed to 

continue until the appropriate remedial 

actions have been implemented. 

• Ensuring overall performance of The HB 

Group sites is discussed at regular intervals 

with all contractors, including sub-

contractors.  

• Set a personal example through adherence to 

the process and the spirit of the OHS 

management system; 

• Feedback any problems or improvements to 

this policy to the Compliance Director. 

• Manage and where appropriate, follow the 

company’s discipline and grievance 

procedures, with any employee who fails to 

undertake their health and safety 

responsibilities. 

 

Compliance Team (including central and 

regional team members) 

Responsibilities include:- 

• Setting a good personal example at all times in 

promoting and developing a positive health 

and safety culture. 

• Working with senior management to set 

strategic OHS objectives, identifying risks and 

opportunities within OHS; 

• Implementing the co-ordination and 

monitoring of the Company’s safety activities 

procedures and policies. 

• Developing and monitoring measures to 

ensure compliance with current legislation and 

all relevant personnel are made aware of 

changes in legislation, in a timely manner. 

• Periodically reviewing and amending the 

health and safety documentation, including 
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the Health and Safety policy, safe working 

procedures etc. 

• Supporting the delivery team to ensure that 

the necessary notifications forms for 

construction projects, are completed and 

forwarded to the enforcing authority or the 

Client’s representative. 

• Undertaking inspections and audits of the 

company’s health and safety arrangements. 

The Compliance Director is entitled to take 

any internal enforcement they see fit to 

ensure site health and safety standards are 

adequate. 

• Developing and implementing the Company’s 

risk assessment procedures. 

• Advise senior management and staff, in a 

manner that is understood by all, of any new 

safety legislation, changes in existing 

legislation or in OHS best practice. 

• Analyse accident statistics and trends and 

identify measures to be taken to prevent 

reoccurrence. 

• Engaging with the Learning Development 

Officer in consulting, formulating, 

implementing and managing the company’s 

training policy and strategy with respect to 

health and safety, to ensure compliance with 

statutory obligations and promoting a positive 

safety culture. 

• Assist HR in maintaining adequate health and 

safety training records. 

• Assess sub-contractor’s ability to comply with 

current legislation, as well as in house safety 

management rules and requirements. 

• Engagement with Client health & safety 

improvement groups and communication of 

relevant information to stakeholders 

 

Designer 

The designer’s duties apply as soon as designs 

which may be used in construction work in Great 

Britain are started.  

• A designer must not start any design work 

unless they are satisfied the client is aware of 

the duties clients have under CDM 2015.  

• A designer should have a sufficient knowledge 

of client duties to give sufficient advice about 

the project. The level of advice will depend on 

the knowledge and experience of the client 

and the complexities of the project.  

• When preparing or modifying designs, a 

designer must take account of the general 

principles of prevention, and the pre-

construction information provided to them, 

with the aim, as far as reasonably practicable, 

of eliminating foreseeable risks.  

• When addressing risks, a designer is expected 

to do as much as is reasonable at the time the 

design is prepared. Risks that cannot be 

addressed at the initial stage of a project may 

need to be reviewed later on during detailed 

design. On projects involving more than one 

contractor, the Principal Designer will lead in 

managing the review process.  

• Designers should liaise with any other 

designers, including the Principal Designer, so 

that work can be coordinated to establish how 

different aspects of designs interact and 

influence health and safety. 

• Designers must also cooperate with 

contractors and Principal Contractors so that 

their knowledge and experience about, e.g. 

the practicalities of building the design, is 

taken into account. 
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Principal Designer 

In liaison with the client and Principal Contractor, 

the Principal Designer has an important role in 

influencing how the risks to health and safety 

should be managed and incorporated into the 

wider management of a project.  

• Plan, manage, monitor and coordinate the pre-

construction phase.  

• Principal Designers must take account of the 

general principles of prevention.  

• Principal Designers must ensure as far as 

reasonably practicable that everyone involved 

in working on the pre-construction phase 

cooperates with each other. They must 

establish that effective communication is 

occurring and that information is shared 

within the project team.  

• Must ensure that designers comply with their 

duties. Appropriate checks should be made to 

ensure designers are dealing with design risks 

appropriately. This can be done as part of the 

design process and through regular progress 

meetings.  

• The Principal Designer must liaise with the 

Principal Contractor for the duration of their 

appointment. During the pre-construction 

phase this must cover sharing information that 

may affect the planning, management, 

monitoring and coordination of the 

construction phase – in particular, the 

information needed by the Principal 

Contractor to prepare the construction phase 

plan  

• If the Principal Designer’s appointment 

finishes before the end of the project, they 

must ensure that the Principal Contractor has 

all the relevant information so that the 

Principal Contractor is aware of the risks 

which have not been eliminated in the designs, 

understands the means employed to reduce or 

control those risks; and understands the 

implications for implementing the design work 

for the rest of the project.  

• The Principal Designer must prepare the file, 

and review, update and revise it as the project 

progresses. If their appointment continues to 

the end of the project they must also pass the 

completed file to the client to keep. If the 

Principal Designer’s appointment finishes 

before the end of the project, the file must be 

passed to the Principal Contractor for the 

remainder of the project. The Principal 

Contractor must then take responsibility for 

reviewing, updating and revising it and passing 

it to the client when the project finishes. 

 

Contracts Managers 

Contract Managers have responsibility for the 

direct day-to-day management of health and 

safety of planning and implementing site 

operations.  This will include:- 

• Understand the company’s health and safety 

policy and OHS management system and 

ensure that it is brought to the attention of 

any employee’s under their control. 

• Integrate OHS objectives into project planning 

• Have a good knowledge of the requirements 

of the construction regulations and other 

relevant legislation. 

• Ensure that adequate resources are allocated 

to cover sound working methods and 

reasonable welfare facilities. 

• Set a good personal example at all times 

promoting best practice on site in line with the 

OHS management system. 

• Undertaking health and safety training 

synonymous with their responsibility, to 

ensure they have adequate knowledge of 

health and safety relating to their works. 

• Actively contributing towards a positive 

health and safety culture within the company 

and encouraging employees to be pro-active. 

• Support Site Managers in delivering OHS 

campaigns out on site 
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• Making full provision of safe methods of 

working and in planning the site layout and 

work, made adequate provision for welfare 

facilities - including office, access and egress 

of vehicles and site personnel, segregation of 

site to prevent unauthorised access, working 

at height and waste disposal arrangements. 

• Organise the site so that work is carried out to 

the correct standard with minimum risk to 

operatives and other persons, equipment, 

materials and members of the public, both 

during and outside of site hours. 

• Ensuring CDM Regulations are adhered to and 

the necessary health and safety plans, risk 

assessments and method statements are 

produced and brought to the attention of the 

Site Manager, via the Health and Safety 

department. 

• Ensuring adequate arrangements are made 

with regard to fire precautions, first aid 

equipment, trained first aid or appointed 

persons and that procedures, to be followed in 

an emergency are all in place. 

• Ensuring all equipment supplied is adequate 

for the task and provide sufficient information 

and training to enable it to be used safely. 

• Ensuring recording of accidents/incidents or 

dangerous occurrences that may occur on 

their sites. 

• Coordinating with sub-contractors and other 

interested parties to make sure that they are 

aware of our management system and 

standards, as it relates to them and have fully 

assessed the impact that their works have on 

our organisation, their workers and any other 

parties such as client colleagues or the general 

public 

 

Estimators and Quantity Surveyors 

Estimators and Quantity Surveyors have 

particular responsibilities to ensure the adequacy 

of health and safety in the development of 

projects.  Their responsibilities include:- 

• Understanding the company’s health and 

safety policy and objectives. 

• Setting a good personal example at all times 

and develop a positive health and safety 

culture. 

• Prior to placing enquiries, ensure the sub-

contractor is on the approved list of sub-

contractors. If the sub-contractor is not 

approved, liaise with the Contracts 

Administrator to forward the sub- contractors 

questionnaire for completion. 

• have an understanding of health and safety 

legislation and best practice which is 

applicable to the work activity being 

estimated. 

• Undertaking health and safety training 

synonymous with their responsibility, to 

ensure they have adequate knowledge of 

health and safety relating to their works. 

• Ensuring the requirements of the CDM 

Regulations are fully complied with. 

• Establish whether or not local safety 

conditions apply to the work and ensure they 

are communicated to all relevant project 

participants. 

• Request a site specific risk assessment and 

method statements on all purchase orders, 

this must state that the sub-contractor 

submits the appropriate documentation to the 

health and safety department, five days prior 

to commencing on site. The sub-contractor 

must be informed that failure to provide risk 

assessments and, where applicable method 

statements, will result in site works not 

commencing. 

• Ensuring all construction phase health and 

safety requirements are priced accordingly to 

ensure adequate allocation of resources 

(including time to plan, labour and 

materials/plant) and ensuring that 
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consideration is given to and provision made 

within the tender for safe methods of work. 

• Ensuring all health and safety considerations, 

identified within the pre-construction 

information pack, where applicable, are taken 

into account, prior to tender submissions. 

• Ensuring that all suppliers are asked to provide 

full information on any identified hazards 

associated with the equipment, materials, 

services supplied and their control measures. 

This information is to be passed on to the 

Health and Safety department and Contracts 

Manager. 

 

Buying and Purchasing Staff 

Senior staff who authorise and employees who 

make purchases, on behalf of the company, have 

the following responsibilities:- 

• Understand of the Company’s health and 

safety policy and objectives as it applies to 

them. 

• Setting a good personal example at all times 

and developing a positive health and safety 

culture. 

• Undertaking health and safety training 

synonymous with their responsibility, to 

ensure they have adequate knowledge of 

health and safety relating to their works. 

• Ensuring, prior to placing an order, the 

supplier has been approved 

• Ensuring on all orders, attention is drawn to 

the responsibilities placed on those who 

supply plant, equipment, machinery, materials, 

substances and other articles to take steps to 

ensure that, so far is reasonably practicable 

these will be safe and without risks to health 

and safety when used with the correct control 

measures. 

• Ensuring the health & safety team is 

consulted, if necessary, whenever new types 

of equipment, articles or substances are being 

considered for purchase, in order that safety 

factors can be considered. 

• Ensuring suppliers are made aware of their 

obligations to supply clear and precise 

instructions on use, storage etc.. of their 

materials. 

Operation Support Manager 

The operations support manager has responsibility 

of day-to-day activities within the Company office. 

General duties include:- 

• Ensuring all office based risk assessments are 

carried out, implemented and updated as 

necessary. 

• Setting a good personal example at all times and 

develop a positive health and safety culture. 

• Monitoring the status of health & safety training 

which is mandatory for site staff to undertake 

their roles, and maintaining up to date records 

• Ensuring all office staff receive up-to-date and 

appropriate training and information – this 

should include emergency procedures and the 

appropriate personnel for First Aid and Fire 

Marshal) 

• Monitoring all site packs/files to ensure 

compliance with safety standards. 

 

Employees 

It is important that all employees are aware that 

they have statutory duties under health and safety 

legislation. Employees are defined as any person 

who is employed by the company irrespective of 

the method of payment made to that person – 

direct employees, or those on the CIS are all 

regarded as employees.  Employees shall:- 

• Read and understand the Company’s health and 

safety policy and site specific rules and work in 

accordance with the requirements. 
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• Take reasonable care of their own health and 

safety and that of others who may be affected 

by their work activities. 

• Co-operating with supervisors and managers to 

maintain a safe working environment and 

contribute to the Incident Free programme. 

• Informing the health and safety department of 

any matter or work situation, where training and 

instruction is not adequate and may present a 

serious danger to health and safety. Where 

necessary, seek advice on health and safety 

matters from immediate Supervisors or the 

unit’s Health and Safety Advisor. 

• Warn other employees, particularly new 

employees and young people, of particular 

known hazards. 

• Use the correct tools and equipment for the job 

and keep in good condition. 

• Do not use plant or equipment for work for 

which it was not intended, or if you are not 

trained or experienced to use it. 

• Do not play dangerous practical jokes or engage 

in ‘horseplay’. 

• Not interfering with or misuse of any machinery 

or equipment provided to safeguard their health 

and safety. 

• Report any defective equipment to their 

immediate supervisors and ensure that it is in a 

safe and secure state when left unattended. 

• Wear safety footwear, with midsole protection 

at all times and use, where necessary all 

protective clothing and safety equipment 

provided. 

• Report any injury to yourself, which results from 

an accident at work, to your Site Manager/ 

Supervisor or a member of the health and safety 

team, even if the injury does not stop you 

working. 

• Report ALL near miss incidents, which could 

result in personal injury or property damage to 

the health and safety department. 

• Suggest safer methods of working. 

 

3. Arrangements 

Risk Assessments 

The Management of Health and Safety at Work 

Regulations 1999 place duties on employers and 

the self-employed to take certain actions, as 

summarised below:- 

• Assess the risks to the health and safety of 

employees and others who could be affected by 

work activities. This also includes contractors 

and temporary employees engaged for specific 

work. 

• Where the risk is considered to be significant, 

this must be recorded in writing and identify 

those groups of employees/members of the 

public/other third parties being especially at 

risk. 

• Risk assessments should be reviewed and 

altered if they are no longer valid or 

circumstances have changed significantly. 

• Where a ‘Young Person’ is to be employed, 

under close supervision, in an activity with 

significant risk, the risk assessment must be 

reviewed. Additionally, if that young person has 

not attained the minimum school leaving age, 

then the details of the risk assessment and 

precautions, must be communicated to the 

parents of that young person. 

• Provide relevant information to employees on 

the identified risks, the control measures to be 

taken, emergency procedures, names of 

competent persons and where work areas are 

shared with other third parties. 

• Co-operate fully with other third parties where 

work areas are shared, by engaging and 

exchanging information on the risks associated 

with each other’s activities and subsequently 

pass such information to employees in those 

areas. 
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Definitions 

Hazard – this is the potential for harm 

Risk – this is the likelihood that actual harm will 

occur 

Assessment of risk will take into account the 

severity of the hazard, the number of people likely 

to be exposed and the possible consequences. 

General procedure for undertaking a risk 

assessment:- 

• Identify the hazards and activities 

• Assess the risks, i.e. what is the nature and 

extent of the risk? 

• Are existing control measures or precautions 

adequate? 

• Are there further precautions required? 

• Record the findings and arrangements to be 

implemented, if necessary. 

The HB Group Ltd ensure that all risk assessments 

carried out are suitable and sufficient and that the 

work hazards of all employees and third parties are 

considered and assessed. 

 

Method Statement 

Statements on the method of work flow from the 

risk assessment. The risk assessment must be the 

starting point for any method statement. 

The work method statement will depend on the 

complexity and size of the work activity but must 

always describe how the work is to be executed 

safely.  It should be clear and concise. 

All method statements will: 

• Fully document the hazards associated with the 

project or tasks within it. 

• Describe the stages in the development of the 

project 

• Outline how the work will be done 

• Give reference to a risk assessment 

• Allow scope for onsite amendment to take 

account of work variability 

• Be associated with Health and Safety 

Executives Approved Code of Practices, 

Guidance and manufacturer’s product data 

sheets. 

 

4. Lone Workers 
The HB Group aims to minimise the amount of lone 

working carried out by employees. In the event that 

lone worker operations cannot be avoided, the 

procedure below will be undertaken:- 

• The scope of works must be reviewed and risk 

assessed. 

• Only medium to low risk operations will be 

considered to be suitable for lone personnel to 

carry out. 

• Working times for lone working must be pre-

approved between the employee and the 

appropriate Contracts Manager. 

• A clear start and finish time must be agreed to 

ensure the full working period is fully 

supervised. 

• A formal communication to report back will be 

applied. This involves a phone call between the 

lone worker and the Company representative at 

specified times. 

• In the event of a failure to communicate, 

investigative action will be taken to ascertain 

the whereabouts of the worker. 

• Site security measures will be discussed and 

approved, prior to commencing lone working, 

due to the potential risks to the worker and to 

the Client’s premise.  

• Emergency contact numbers will be agreed and 

lone workers will retain a copy whilst on site. 
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5. Accident reporting and 

investigation 
Accident reports are an item for consideration 

under the Data Protection Act. This Act requires 

the secure keeping of personal information, which 

includes entries into the accident book. Once 

details have been entered within the accident 

book, the page will be removed and placed into the 

employee’s personnel file. The page and ‘stub’ are 

numbered for reference and entered onto the 

accident tracker by a member of the health and 

safety team, which is securely filed electronically 

within the company system. 

All accidents/incidents which occur on premises 

under the Company’s control will be entered in the 

accident book, no matter how trivial and 

irrespective of whether the injured person is an 

employee, self-employed, sub-contractor, 

authorised visitor or member of the public. 

Completed accident forms must be filed in a secure 

and confidential location or sent to the Project 

Health and Safety Advisor at the office. 

Where deemed appropriate, accident 

investigations will be carried out by a member of 

the health & safety team and communicated to 

insurers as required.  Refer to guidance note 

GN011 for investigation requirements. 

 

RIDDOR (Reportable Accidents and 

Dangerous Occurrences) 

RIDDOR reportable accidents and dangerous 

occurrences can be reported to the HSE Incident 

Centre, by any of the following means:- 

By telephone to 0345 300 9923 (for fatal and 

major injuries only) 

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

Deaths 

If there is an accident connected with work and it 

is an employee of The HB Group, or self-employed 

person working on the premises, or a member of 

the public is killed, inform the Managing Director 

and Compliance Director. 

 

Specified Injuries to Workers 

The list of ‘specified injuries in RIDDOR 2013 

(regulation 4) includes: 

• Fracture, other than to fingers, thumbs and toes; 

• Amputation of an arm, hand, finger, thumb, leg, 

foot or toe; 

• Permanent loss of sight or reduction of sight; 

• Crush injuries leading to internal organ damage; 

• Serious burns (covering more than 10% of the 

body, or damaging the eyes, respiratory system 

or other vital organs); 

• Scalpings (separation of skin from the head) 

which require hospital treatment; 

• Unconsciousness caused by head injury or 

asphyxia; 

• Any other injury arising from working in an 

enclosed space, which leads to hypothermia, 

heat- induced illness or requires resuscitation or 

admittance to hospital for more than 24 hours. 

• Over-seven-day injuries to workers 

• This is where an employee, or self-employed 

person is away from work or unable to perform 

their normal duties for more than seven 

consecutive days (not counting the day of the 

accident.) 

Under RIDDOR, we must still keep a record of all 

over-three day injuries. As we record all our 

accidents within an accident book, this record will 

suffice. 

The deadline by which the over-seven-day injury 

must be reported is fifteen days from the day of the 

accident. 
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Injuries to non-workers 

Work-related accidents involving members of the 

public or people who are not at work must be 

reported if a person is injured, and is taken from the 

scene of the accident to hospital for treatment to 

that injury. There is no requirement to establish 

what hospital treatment was actually provides, and 

no need to report incidents where people are taken 

to hospital purely as a precaution when no injury is 

apparent. 

 

Reportable dangerous occurrences: 

Dangerous occurrences are certain, specified ‘near 

miss’ events (incidents with the potential to cause 

harm.) Not all such events require monitoring. 

There are 27 categories of dangerous occurrences 

that are relevant to most workplaces.  For example: 

The collapse, overturning or failure of load-bearing 

parts of lifts and lifting equipment; 

Plant or equipment coming into contact with 

overhead power lines; 

Explosions or fires causing work to be stopped for 

more than 24 hours. A full detailed list is available 

at www.hse.gov.uk/riddor. 

Reportable occupational diseases: 

Employers and self-employed workers must report 

diagnoses of certain occupational diseases, where 

these are likely to have been caused or made worse 

by their work. These diseases include (regulations 

8 and 9): 

• Carpal tunnel syndrome; 

• Severe cramp of the hand or forearm; 

• Occupational dermatitis; 

• Hand-arm vibration syndrome; 

• Occupational asthma; 

• Tendonitis or tenosynovitis of the hand or 

foreman; 

• Any occupational cancer; 

• Any disease attributed to an occupational 

exposure to a biological agent.  

 

Procedure for reporting accidents 

All accidents, however minor, should be reported 

to a member of the Health and Safety department, 

as soon as possible. The appropriate Project team 

and Managing Director will be notified of any 

accidents/incidents occurring on our sites or within 

the Business Units by an H&S Advisor. 

The H&S Manager/Advisor will undertake accident 

investigations with the appropriate personnel and 

notify reportable injuries to the HSE. 

Where we are Principal Contractor/Main 

Contractor, if the injured person is employed by 

someone else, then it is the duty of the employer 

of the injured person to report the injury, it is 

essential for The HB Group to be given a copy of 

the F2508. 

The Compliance Director will review monthly all 

accidents/incidents in order to establish trends in 

causes, additional training needs and why the 

control measures identified in the risk assessments 

are not working. 

 

First Aid 

The number and type of first aid provision required 

is based upon an assessment in accordance with 

the First Aid at Work Regulations. In assessing the 

need, consideration will be given to the 

circumstances of the working environment. 

Contact details and locations of the first aiders are 

posted on information boards in regional and site 

offices 

All first aid boxes will be checked regularly by the 

First Aider (at intervals not exceeding three 

months) and will be re-stocked after use. This 

includes any travel first aid boxes, where issued. 

Although there is no list of mandatory items that 

should be included within a first aid box, where no 
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specific risk arises, a minimum stock of first aid 

items would be: 

• A leaflet giving general guidance on first aid. 

• 20 individually wrapped sterile adhesive 

dressings (assorted sizes and appropriate to the 

type of work undertaken). 

• Two sterile eye pads. 

• Four individually wrapped triangular bandages 

(preferably sterile) 

• Six safety pins 

• Six medium sized individually wrapped sterile 

un-medicated wound dressings – approximately 

12cm x 12cm. 

• Two large sterile individually wrapped un-

medicated wound dressings – approximately 

18cm x 18cm. 

• One pair of disposable gloves 

Tablets such as paracetamol and aspirin should not 

be kept in the first aid box. 

 

6. Fire 

Fire Risk Assessments 

In accordance with the Regulatory Reform (Fire 

Safety) Order 2005, a fire risk assessment of the 

head office has been undertaken by our competent 

person (Compliance Manager). The risk assessment 

has determined the arrangements in place through 

identifying hazards (source of ignition), people at 

risk (internal and external to the premises), 

evaluation (control measures in place to remove, 

reduce and protect from risk). A record of 

significant findings and action taken (emergency 

plan and arrangements) has been formulated. This 

will be reviewed every three years by the 

competent person. Information, instruction and 

training will be undertaken to ensure all people are 

aware of the arrangements.  The overall aim is to 

minimise the risk of fire starting. 

Fire Fighting Appliances 

Fire fighting equipment is to be visually checked 

monthly by the appointed person. An external 

contractor will service annually. 

Fire escape routes to be checked weekly by the 

appointed person. 

A fire drill will be carried out annually in all offices. 

All findings will be recorded within the fire log.  

All employees’ have been provided with the 

emergency procedures and general fire safety 

awareness and at induction, new employees are 

informed on the first day of commencing work. 

In the event of an evacuation, any visitors to the 

premises are the responsibility of the person they 

are visiting. 

A suitable number of Fire Marshal’s will be trained 

in the use of portable fire fighting equipment.  They 

will be responsible for the periodic testing and 

maintaining of records concerning the fire alarm 

system. 

In case of fire in any of The HB Group Limited 

workplace premises, fire exit routes and the main 

entrance and exit must be kept clear of 

obstructions at all times. Escape routes must not be 

used for any storage. 

All necessary precautions must be taken against 

the risk of fire, in particular, when working with or 

near combustible materials. Special care must also 

be taken to ensure that naked lights and other 

sources of ignition have been extinguished and 

electrical apparatus switched off before leaving the 

premises. Staff will receive information, instruction, 

training and supervision to ensure that they adhere 

to safe working conditions and do not jeopardise 

the fire safety of the office premises or site 

premises. 

 

Construction Sites 

The Company is aware of The Joint Code of 

Practice on the Protection from Fire of 
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Construction Sites and Buildings Undergoing 

Renovation (Fire Prevention on Construction Sites) 

published by the Construction Confederation Fire 

Protection Association. 

Where we are Principal Contractor, we will ensure 

the construction phase plan has a fire safety plan 

included. The fire safety plan will detail as a 

minimum: responsibilities, arrangements, fire 

detection and warning systems, site precautions, 

smoking areas, hot work permits requirements, 

temporary buildings, fire escape and 

communications, access for fire and rescue 

services, material storage and security measures to 

minimise the risk of arson and maintenance of 

temporary electrical installations. The site fire 

safety plan will include a suitable and sufficient fire 

risk assessment for all temporary buildings and 

temporary accommodation. The assessment will be 

reviewed periodically. All employees and 

contractors will be advised of the set procedures 

via site induction talks. 

 

Client Premises 

All our employees are instructed to observe local 

arrangements and act strictly in accordance with 

instructions given at site inductions. 

 

7. Smoking Policy 
Refer to HR Policy HR018 which is available on 

Select HR 

 

8. Working at Height 
The HB Group recognises that additional risks arise 

from working at heights and will therefore take all 

reasonable steps, in line with the hierarchy outlined 

in the Working at Height Regulations, to provide a 

safe working environment for all employees who 

are required to undertake works at height. 

When working at height, employees must take all 

necessary precautions to avoid the risk of falling. 

Priority must be given to collective protection 

measures – guard rails, safety nets, air bags and 

bean bags, over personal protective measures such 

as safety harnesses. 

• If work at height cannot be avoided the 

following general principles should be 

followed:- All work at height should be properly 

planned and organised 

• Ensure that no work is done at height, if it is 

reasonably practicable to avoid it; 

• Ensure that the work is properly planned, 

appropriately supervised and carried out in a 

safe way, as far as reasonably practicable; 

• Plan for emergencies and rescue; 

• Take account of the risk assessment carried out 

under the Management of Health and Safety at 

Work Regulations. 

• Consider weather conditions that could 

endanger health and safety and • postpone 

work at height if weather conditions increase 

risks beyond what is reasonable.  

• Ensure those carrying out the work at height are 

trained and competent 

• The HB Group will ensure that all employees 

involved with working at height is competent. 

All site employees will undertake working at 

height training and undertake IPAF and PASMA 

accreditations. 

• Ensure that the place where work is done at 

height (including the means of access) is safe 

and has reasonably practicable control 

measures to prevent a fall. 

• Ensure equipment for work at height is suitable 

and appropriately inspected. 

• When selecting equipment for work, The HB 

Group will ensure we use the most appropriate/ 

suitable equipment; 

• Give collective protection measures priority 

over personal protection measures. 
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• Take account of the working conditions; and 

risks to the safety of all those at the place where 

the work equipment is to be used. 

• All users of working at height access equipment 

will ensure that inspections are carried out after 

it is assembled/ installed and prior to use. 

• Ensure the risks associated with fragile surfaces 

are properly controlled. 

• Avoid work on or near fragile surfaces unless 

this is the only reasonably practicable option. 

• For work on or near fragile surfaces, ensure that 

suitable work platforms, coverings, guard rails 

etc are provided along with prominent warning 

signage. Ensure that the risks from falling 

objects are properly controlled. 

• Ensure that plant, equipment or objects are not 

thrown from height. 

• Ensure that protective control measures are 

implemented to ensure objects cannot be tipped 

or kicked from height.  

• Prior to any working at height activity 

commencing, a suitable rescue plan, 

incorporating the access equipment, must be 

formulated. 

 

General Access Scaffolding 

For any scaffold, ensure that it is designed, erected, 

altered and dismantled by competent people and 

the work is directed by a competent 

supervisor/manager. 

Before use checks 

• A handover certificate or compliance sheet 

should be in place prior to first use 

• Carry out a visual inspection at the start of each 

shift to make sure it is safe. 

• Report all faults or defects immediately to the 

Site Manager. 

• Scaffolding should be inspected every 7 days, by 

a competent person and details of the 

inspection recorded. 

• A scafftag should be displayed to record 

handover of scaffolding and the inspections.  

• A design must be obtained for specialist 

scaffolding, refer to Temporary Works process 

map 1.4.6 

 

Access 

• Don’t climb up and down scaffolding, use 

ladders and stairs provided. 

• Make sure the ladder is at the correct angle 75 

degrees. 

• Ensure access ladders are tied in at both styles, 

not the rungs, and extend 1.05 metres above 

the landing stage. 

• Upon completion of the work shift, access is to 

be removed/blocked to prevent unauthorised 

access. 

 

Stability 

• Do not overload scaffolding, distribute load 

around the standards as they are the load-

bearing members, not in the centre of bays. 

• When stacking materials always leave a 

passageway at least two boards wide for other 

people to pass. 

• Ensure materials are stacked correctly and can’t 

fall, use brick guards or netting where required. 

• Do not leave tools or materials on the platform. 

• Guardrails and toe-boards must be fitted. 

• Do not use incomplete scaffolding. 

• Do not remove or interfere with ties, guardrails, 

bracing, toe-boards and ladders. Alterations 

must only be made by competent persons. 

• Do not throw, drop or tip materials from height. 
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Mobile Elevated Work Platform 

Employees using and being responsible for the use 

of MEWPs must assess the risks of people falling 

from or being thrown from the carrier.  The 

following points should be considered:- 

1. What other vehicles, mobile plant or work 

equipment (eg overhead cranes) could be close 

by. 

2. Could parts protrude beyond the site boundary? 

3. What are/will be the general ground conditions 

4. Are there any localised ground conditions that 

could be a hazard? 

5. Has the MEWP been examined, inspected, 

maintained and daily checks carried out? 

6. Could the carrier be caught on protruding 

features 

7. Are there any crush hazards above the machine? 

Control measures can be divided into three 

categories; safe plant; safe site and safe operator.  

 

Safe Plant 

• Select the right MEWP for the job.  A MEWP 

must not be used as a crane. 

• Ensure the MEWP has a thorough examination 

by a competent person at least once every six 

months.  Daily checks and weekly inspections 

must be carried out by users. 

• Ensure competent personnel undertake planned 

maintenance in accordance with the 

manufacturer’s instructions. 

 

Safe Site 

• Segregate other site traffic (delivery vehicles, 

dumpers, etc) from the work area. 

• Ensure parts of a MEWP cannot protrude into 

roads or other transport routes. 

• Check the work area and route of travel for any 

uneven ground or features e.g manholes, service 

ducts, potholes, etc which could destabilise the 

MEWP. 

• Check temporary/permanent covers are 

secured and monitor them.  

• Establish the load bearing capacity when 

working inside in a building. 

• Ensure there is supervision to ensure safe 

systems of work are appropriate and being used. 

• Check for overhead crushing or contact hazards. 

• Have agreed systems of communication 

• Check weather conditions have not altered 

ground conditions 

• Establish limits for safe operations 

• Ensure there is a rescue plan agreed and in place 

for a fall, including ensure that emergency 

lowering procedures are known, and controls 

accessible in case of accident or equipment 

failure. 

• Assess other alternative work methods or 

equipment before operating near a steep slope 

or edge. If you must operate near an edge or 

steep slope, can barriers be provided that will 

retain the MEWP? 

 

Safe Operator 

• Ensure there are procedures for 

loading/unloading during delivery/removal from 

site. 

• Ensure operators are trained and familiar with 

the performance and controls of the MEWP 

they are going to use.  IPAF certification 

required. 

• Ensure daily checks are done 

• Ensure the system for recording faults, repairs 

and maintenance is implemented.  
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Use of fall protection 

There are two types of fall protection that a person 

can use in the carrier. On our sites, it is mandatory 

to wear a work restraint system within a cherry 

picker/boom. 

Work restraint system – this stops a person falling 

from the carrier in the first place. A work restraint 

system for use on a MEWP should normally be a 

combination of a full body harness (BS EN 3612) 

and a lanyard (BS EN 3543) 

Lanyard length (of both fixed length and retractable 

systems) should be carefully selected and matched 

to the carrier of the specific MEWP that is going to 

be used. They must be set short enough to prevent 

a person reaching a position where they could fall. 

Fall arrest system – this stops a person after they 

have fallen from the carrier. 

Please note the majority of anchor points are 

currently rated for work restraint and not fall 

arrest. 

 

Push Around Verticals (PAV’s 

Push Around Verticals are essentially small, simple 

static vertical machines. However, unlike Static 

Verticals (IPAF category 1a), they have no 

mechanical drive and are physically pushed around. 

Popular for low-level access work and where space 

is at a premium. 

Competent operators are required to use these.  

Operators must have either the IPAF PAV course, 

or be trained in the categories Static Vertical (1a), 

Mobile Vertical (3a) or Scissor Lift (old IPAF 

category SL) holders of this accreditation will also 

be able to use a Push Around Vertical (PAV) after 

being familiarised with the specific machine. 

 

Mobile Towers 

Mobile towers must only be erected or altered by 

specifically trained operatives – PASMA 

certification. It is good practice to display a scafftag 

on the mobile tower to indicate inspections have 

been undertaken.  

The erection of the tower must be in accordance 

with the manufacturer’s instructions and standard 

erection plan. 

During use, the tower should be kept in good order. 

A competent person should inspect the tower prior 

to use and during. 

 

Podium Steps 

Podium steps must have a guardrail and a level 

platform. Erection must be undertaken by a trained 

and competent operative.    

Brakes must be applied & the access gate closed 

when in use. 

 

Ladders 

The working at height risk assessment must 

assess other forms of working at height 

equipment, prior to ladders being identified.  

Ladders provided must be category class 1 

or class 2.  Ladders should be colour coded 

to provide a simple visual indication of their 

classification -  

Any sub-contractor using ladders must provide 

evidence of the last inspection of the ladder. 

A permit to work will be required to use ladders on 

The HB Group sites 

 

9. Lifting Equipment and Lifting 

Accessories 
Under the Lifting Operations and Lifting 

Equipment Regulations 1998 irrespective of 

whether or not you hire or own the lifting 

equipment or lifting accessory, there is a duty on 

the user to ensure a current Thorough Examination 

Certificate is in place for that item.  
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Where we are Principal Contractor the Site 

Manager must retain a copy of the current 

Thorough Examination certificate whilst the item is 

on site. 

There must be a copy of the current Thorough 

Examination Certificate on site before allowing the 

items to be used. 

 

Thorough Examination of Lifting 

Equipment 

A competent person must carry out a thorough 

examination in accordance with a written scheme 

or at least once in every period of 12 months. 

However if the lifting equipment is used to carry 

people, the thorough examination must be carried 

out at least once in every 6 months. 

 

Lifting Accessories 

Lifting accessories i.e slings and shackles etc. have 

to be thoroughly examined at least once in every 

six months or as specified by the competent person 

on the last thorough examination report or in the 

written scheme. 

The HB Group will ensure that every lifting 

operation involving lifting equipment is properly 

planned by a competent person; appropriately 

supervised; and carried out in a safe manner. A 

lifting operation is concerned with lifting or 

lowering of a load. 

An appointed person should plan the lift. A Lift 

Supervisor should be present and supervise the 

actual lifting operation. The degree of competence 

and qualification of the operatives holding these 

positions should reflect the complexity of the lift. 

For simple operations, this may be the Site 

Manager and machine operator, but for complex 

crane lifts this may have to be a trained person 

together with banksman and slingers. In general, 

for Crane operations the Company will use the 

‘contract lift’ option from the crane or lift hire 

Company. 

Prior to any lifting operation, a risk assessment 

identifying the hazards and corresponding risks and 

lift plan are required prior to any works being 

carried out. 

The systems of work should be communicated to 

all those who are involved in the operation in any 

way. 

All competent persons must be accredited with the 

appropriate CPCS scheme.  

 

Routine Lifting Operations 

For routine lifting operations, the planning of each 

individual lifting operation will usually be a matter 

for the person using the lifting equipment, such as 

the fork-lift truck operator, construction site hoist, 

use of an electric winch etc.  For routine lifting 

operations, an initial plan will be formulated. 

The plan may include the following:- 

1. Assess the weight of the load; 

2. Choose the right accessory for lifting, 

3. Check the anticipated path of the load to make 

sure that it is not obstructed; 

4. Prepare a suitable place to set down the load; 

5. Fit the sling to the load (using an appropriate 

method of slinging); 

6. Make the lift (a trial lift may be necessary to 

confirm the centre of gravity of the load; tag 

lines may be necessary to stop the load 

swinging); 

7. Release of the slings (boards or similar may be 

necessary to prevent trapping of the sling); and 

8. Clear up 

 

10. Asbestos 
The appropriate asbestos survey will be provided 

prior to commencing work on site.  
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It is the policy of The HB Group that no employee 

should sample, remove or work with asbestos 

containing materials.  

Should employees find suspect material in the 

course of their work they should stop work 

immediately and contact their Health & Safety 

Manager/Advisor. 

Refer to guidance note GN010 for the asbestos 

process. 

 

11. Display Screen Equipment 

(DSE) 
All workstations are assessed to ensure compliance 

with the requirements of the Display Screen 

Equipment Regulations. The initial assessment will 

be conducted by use of the self assessment 

questionnaire. The results will be assessed by the 

office Health and Safety representative and a copy 

of the assessment will be kept in the employee’s 

file. Any corrective actions that may be required 

will be discussed and implemented by the 

employee Line Manager and Health and Safety 

Manager/Advisor. 

Employees whose work requires them to operate 

their DSE workstation for a significant part of the 

day (classed as ‘users’) must undertake an eyesight 

test. The charge of this eyesight test will be paid by 

the Company’s HealthShield Healthcare package, 

upon issue of the receipt. If corrective appliances 

are required for DSE use, the company will meet 

the cost of a basic frame and lenses. Any additional 

costs such as tinted lenses, designer frames etc.. 

will be met by the employees.  

Users are defined as: 

• using DSE for continuous or near-continuous 

spells of an hour of more at a time. 

• using DSE in this way more or less daily. 

• having to transfer information quickly to or from 

DSE 

• highly dependent upon the use of DSE. 

• applying high levels of concentration and 

attention in a DSE environment. 

• training for DSE users will be carried out at 

induction. Refresher training is carried out for 

existing 

• employees as part of The HB Group training and 

development programme. 

Employees should ensure that they have a 

comfortable working position and must not strain 

the arm, shoulders etc. All employees who are 

defined as ‘users’ can request from the Contracts 

Manager, any of the following:  Foot rest, wrist rest, 

anti-glare screen and document holder. 

All employees are advised to vary their work at 

display screens as often as possible and should not 

spend long periods working at the screen. They 

should aim to spend ten minutes in every hour 

away from the DSE. 

Employees are responsible for notifying the units 

Health and Safety department of any concerns 

they have in respect of their DSE. 

 

12. Control of Substances 

Hazardous to Health 
The Control of Substances Hazardous to Health 

Regulations require employers to protect their staff 

and others (eg visitors) who may be exposed to 

substances hazardous to health, to assess the risks 

and prevent or control the exposure to such 

substances. 

Office based substances (eg. Correction fluid, 

photocopier toner) are not deemed hazardous if 

used in accordance with the manufacturer’s 

instructions. All toners/cartridges are sealed units.  

Cleaning products used will be of domestic 

concentrations. 

Most hazardous substances will be labelled as per 

the adjacent diagram. 
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 The absence of a sign does not necessarily mean 

the substance is not hazardous and the labels and 

any data sheets should always be read. 

 

On sites, there may be particular activities 

associated with our construction works.  The HB 

Group Limited does not authorise any employees 

to use, handle, store or otherwise come into 

contact with any substances or chemicals which 

have not been assessed for risks to health. Hence 

we will carry out risk assessments to evaluate how 

dangerous the exposure might be, prior to our 

employees or non-employees being exposed to the 

substances. 

Employees shall only use authorised substances. 

Hazard data sheets and risk assessments are 

available for all substances/tasks that are 

undertaken or used by The HB Group Limited. 

COSHH assessments are carried out using the 

Alcumus assessment system by the Health and 

Safety Department and can be requested by any 

user through Alcumus. 

Employees who work on construction sites/Clients 

premises are reminded to take specific precautions 

to avoid being exposed to substances which may 

be harmful.  Examples being:- 

• Contact with asbestos containing products 

• Contact with lead 

• Contact with silica or wood dust 

• Exposure to legionella bacteria 

Should asbestos containing products/lead be 

disturbed/discovered, works must cease 

immediately and the area evacuated. The Health 

and Safety Advisor, Contracts Manager and Client 

must be informed immediately. 

Training of all drivers and handlers of hazardous 

substances to health will, if circumstances arise, be 

made compulsory for all staff and only those who 

are authorised to use, store, handle and transport 

substances may do so. 

COSHH Assessments are reviewed when new 

substances are introduced, when any changes in 

techniques or operating procedures occur, or when 

new information becomes available. 

 

13. Health Surveillance 
The HB Group recognises their responsibilities for 

ensuring the long-term health and well being of its 

employees. Where health surveillance has been 

identified as being required, either by risk 

assessment for hazards such as: noise, vibration 

and welding or by specific legislation such as 

COSHH, Lead or Asbestos regulations, this will be 

undertaken and monitored by a registered 

Occupational Health Practitioner. 

The purpose of health surveillance is: 

• To detect any adverse changes to the health of 

individuals which may be attributed to exposure 

to substances or conditions hazardous to health. 

• To assist in the evaluation of control measures. 

• To evaluate hazards to health by the collection 

and use of data. 

• To establish a baseline. 

In general, the cycle for mandatory health 

surveillance (site based employees) will be: 

• Health questionnaire at commencement of 

employment to establish a baseline.  Any health 

issues raised may be followed up by an 

appointment with an Occupational Health 

Professional 
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• Three yearly appointments with an 

Occupational Health Professional for those who 

are identified as at risk of exposure to the 

hazards noted above.  

• Annual health questionnaire to track any 

changes to health 

• Referral to an Occupational Health 

Nurse/Practitioner as appropriate where 

adverse effects are highlighted. 

• Support during any required treatment for 

occupational health issues or diseases. 

Employees are responsible for informing The HB 

Group of any changes in their health (physical or 

mental) which could affect their ability to carry out 

their work. 

 

14. Vibration 
The HB Group will assess and identify measures to 

eliminate or reduce risks from exposure to hand-

arm vibration to enable all employees to be 

protected from risks to their health. 

From the risk assessment we will determine control 

measures that must be implemented by employees. 

The HB Group will also ensure suitable information, 

training and health surveillance is provided to all 

employees and will review periodically. 

 

General controls: 

Identification of those workers who could be 

exposed to ill health caused by vibrating 

equipment. 

Information and training to operatives and site 

managers, including: 

1. The type of work equipment which causes 

vibration risks including the respective levels of 

risk. 

2. The organisational and technical measures HBP 

employ to combat risks to them from vibration, 

e.g., Health Surveillance and a hierarchal 

approach to working on site, e.g., mechanical 

methods before manual methods. 

3. An explanation of the HBP Vibration Risk 

Assessment process including the use of the 

HSE vibration calculator to determine likely 

exposure values 

4. How HAVS manifests itself on the body. 

5. An explanation of Exposure Action Value (EAV) 

and Exposure Limit Value (ELV). 

6. Control measures HBP have in place with 

regards buying and hiring equipment / tools and 

planned maintenance.  

7. The use of PPE in particular the need to keep 

warm. 

8. HBP‘s Occupational Health Provider including 

the Health Surveillance Process. 

9. Their own roles and responsibilities in all of the 

above.  

10. Periodic health surveillance carried out to 

detect any indications of HAVS by South 

Pennine Occupational Health Services (last 

carried out April/May 2016). 

11. Procurement (both in hiring and buying) of 

tools and equipment which are appropriate to 

the task and the level of risk 

Project level controls: 

• Assessment of work tasks early in the project to 

identify works which may lead to HAVS 

exposure 

• Involvement of specialist contractors where 

necessary to determine & procure suitable work 

equipment. 

• Risk assessment and method statement 

produced for the task 

• RAMS briefed out to all involved, including 

exposure limits and the requirement to record 

trigger times 
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• Trigger times noted on the HAVS monitoring 

sheet 

• Working method reviewed through the task to 

ensure that exposure is adequately controlled 

• Tool box talks carried out as appropriate 

• Review of subcontractor controls where work 

packages have been let to others under our 

control as Principal Contractor 

• Health & Safety audits interrogate the efficiency 

of HAVS management on site both for ourselves 

and our contractors. 

 

15. Noise 
The Noise at Work Regulations 2005 require 

employers to reduce noise levels to as low as 

reasonably practicable. 

With the regulations, the lower exposure action 

values are:- 

A daily or weekly personal noise exposure of 80 dB 

(A-weighted); and 

A peak sound pressure of 135 dB (C-weighted) 

Suitable hearing protection must be made available 

for employees, but it is not mandatory for the 

employee to wear. 

The upper exposure action values are:- 

A daily or weekly personal noise exposure of 85dB 

(A-weighted); and 

A peak sound pressure of 137 dB (C-weighted) 

If noise levels cannot be reduced to below the 

upper exposure action limit, The HB Group must 

designate the workplace as a Hearing Protection 

Zone and ensure suitable warning signs and 

suitable hearing protection is provided and worn. 

 

16. Manual Handling 
The Manual Handling Operations Regulations 

1992, require all employers to assess the work that 

their employees do which involves lifting and 

handling any loads or weights. 

The first step in carrying out the assessment is to 

eliminate the need to manually handle loads. This 

means introducing mechanical ways of lifting and 

moving loads, where ever practicable. 

The Site Manager will be responsible for 

conducting site specific manual handling 

assessments. Factors that should be considered are 

as follows:- 

• The physical size of the load 

• The provision of carrying handles or lifting 

straps 

• The provision of the centre of gravity within the 

load 

• Is the load rigid or will the load move? E.g 

partially filled fluid containers 

• Is the load inert or is it a person or animal? 

• Where is the load being moved from and to 

where? 

• If the load is being moved outside, consider 

weather conditions. 

• Consider the ground conditions over which the 

load has to be moved etc. 

• Take into account the physical attributes of the 

person undertaking the lift of the load 

All staff will be given training in the correct 

methods of handling and lifting loads as part of 

their normal site safety training. 

Employees are encouraged to inform of activities 

which involve manual handling operations which 

are likely to cause injury. In planning the site set up, 

the Contracts Manager and Site Manager will aim 

to minimise the requirements for manual handling. 
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Manual handling training will be provided to 

employees to enable them to carry out their own 

assessments of the load before undertaking manual 

handling tasks and to enable them to lift using the 

correct handling technique. 

 

17. New and Expectant Mothers 
The HB Group recognises their duty in accordance 

with the Management of Health and Safety at 

Work Regulations 1999 which takes into account 

the needs of employees who are new or expectant 

mothers. The employee should inform their 

Manager that they are pregnant / have given birth 

within the previous six months / are breast feeding. 

A risk assessment may be carried out and any 

changes considered necessary to avoid risk will be 

undertaken. 

 

18. Protection of Young Persons 
The definition of a ‘Young Person’ relates to any 

person who has not reached the age of 18 years 

old. 

Before permitting a young person to start work a 

risk assessment will be carried out relating to the 

activities to be undertaken by the young person. 

This will be regularly reviewed to take into account 

the young persons performance, attitude and 

acquired skills. No employees under the age of 

eighteen will be employed where the work: 

Is beyond their physical capabilities; 

Involves exposure to carcinogenic substances 

which cause genetic damage, harm to unborn 

children or cause any other chronic health effect; 

Involves a risk of accidents which they may not 

reasonably recognise due to their insufficient 

attention to safety or lack of experience or training; 

Involves a risk to health from extreme 

temperatures (hot or cold), noise or vibration. 

During training ‘Young Persons’ may operate high 

risk equipment provided they are adequately 

supervised. 

 

Apprentices and Trainees 

The HB Group will ensure that should any 

apprentice or trainee be employed, adequate 

training and advice will be given.   The induction 

training will include specific instructions on all 

aspects of health and safety. Time will be taken to 

ensure that they recognise potential site hazards 

and the precautions to be taken against them. 

Advise on personal protective equipment, site 

welfare amenities and potential health hazards. 

 

19. Wellbeing 
At The HB Group, we recognise the influence of 

work on health & wellbeing.  We are committed to 

being an equal opportunities employer and 

signatories to the Mindful Employer charter. 

 

Physical health 

• We will provide mandatory health surveillance 

where necessary 

• We will provide management guidelines to 

protect employees from harmful exposure to 

dust, noise, vibration and UV radiation and 

ensure these are followed. 

• We will provide the necessary PPE to protect 

workers health 

• We will provide equipment and guidance to 

protect employees from physical harm through 

workplace accidents 

• All employees are included on a health 

insurance scheme 

• We offer subsidised gym membership to 

employees 
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• We encourage employees to live a healthy 

lifestyle 

 

Pandemics 

In the event that a pandemic is declared, The HB 

Group Ltd will follow a people first approach in 

order to protect the health & welfare of our 

employees, while ensuring business continuity. 

We will ensure that government and other relevant 

authority advice is followed, however such 

incidences will be considered on a case by case 

basis. 

In general, we will assess our strategy in the short 

and longer terms, considering in particular;  

how to ensure that prevailing public health advice 

is effectively communicated to employees and 

adhered to,  

that line managers are given clear and consistent 

guidance as to how to respond to employees 

reporting as sick or quarantined,  

how information will be communicated to 

stakeholders and other interested parties and, 

that contingency plans are developed to ensure 

business continuity including consideration of agile 

and remote working options.  

Adoption of a risk assessment-based approach 

coupled with practical control measures. 

 

Mental health & wellbeing 

We will provide a safe and secure workplace for 

employees including but not limited to: 

• Clear job roles 

• Job security 

• Feeling valued 

• Opportunity for growth 

• Control and participation in work conditions and 

hours 

• Good and clear communication 

• Opportunities for teambuilding  

The HB Group recognise that the workforce is their 

best asset and ensure, amongst other things, that 

clear definition of job roles are provided and 

workloads are monitored. Communication and 

support is given from Managers and Directors 

regarding any changes within the company and 

employees are encouraged to discuss any 

concerns, in confidence. 

Should we be made aware of issues we will 

• Undertake proactive interventions to keep 

people in work 

• Give access to support services 

• Allow people time to attend appointments 

• Undertake reasonable adjustments to assist 

with return to work 

• Make available an occupational health 

practitioner 

• Support employees to speak about their 

experiences or not. 

 

20. Provision and use of work 

equipment 
To comply with the Provision and Use of Work 

Equipment Regulations 1998 (PUWER 98), we will 

ensure that equipment purchased and provided to 

our employees for use at work is suitable for the 

job, adequately maintained, protected from 

dangerous parts and generally safe for employees 

to use. 

All employees will receive information, instruction 

and training in the use of the equipment. No 

employee is permitted to use work equipment for 

which they have not received training or 

authorisation. 

 



   Page 27 

  Ref: HS062 | Rev Ref: R | Issue Date 09/12/20| Review Date: December 2021 

 

Health and Safety Policy  

 

21. Abrasive Wheels 
The Abrasive Wheels Regulations were revoked by 

the PUWER 98 Regulations. There is still a 

requirement under PUWER to train, and to be able 

to demonstrate the person has been trained if 

required to do so. Therefore it is Company policy 

that training certificates will be held by all persons 

who use or has to change abrasive wheels or discs. 

 

22. Electricity 
In accordance with the requirements of the 

Electricity at Work Regulations 1989, The HB 

Group maintains the register of electrical 

equipment and ensures the equipment is inspected 

and tested on a regular basis by:- 

• Visual inspection before first using and at 

monthly intervals. 

• Test and visual inspections at three monthly 

intervals for portable tools used on a regular 

basis. 

• Annually for site accommodation units. 

• Any hired electrical equipment must be similarly 

inspected and tested. 

All portable electrical equipment should preferably 

be operated at 110V, supplied from a transformer 

centre tapped to earth, thus limiting fault currents 

to 55V.  This includes temporary site lighting. 

When The HB Group are Principal Contractor, we 

must ensure the following:- 

• Site offices may be operated at 230V, but the 

installation should be carried out by a 

competent electrician and an installation 

certificate obtained. 

• When providing and maintaining a temporary 

electrical supply, the work must be undertaken 

by a competent electrical contractor and an 

installation certificate is required on completion 

of the work. 

• Contractors and the self-employed must 

maintain and inspect their power tools to a 

similar standard. 

Portable appliance records are kept in the office. 

All fixed appliances will be tested every five years.    

All equipment is correctly fuse rated and 

equipment is examined by a competent person 

before use or taken from our offices or stores. 

Any work on electrical equipment is restricted to 

trained persons, authorised to work on particular 

categories of equipment. The HB Group will 

operate and control an electrical permit to work 

system as required. 

 

23. Personal Protective 

Equipment (PPE) 
Protective equipment and clothing will need to 

worn by employees who work on our construction 

sites.    

It is our policy only to use personal protective 

equipment where the risk to health cannot be 

eliminated or reduced by any other method, and 

then only as a last resort. However, there may be 

specific hazards that are managed by engineering 

controls and still have a residual risk. Where this 

occurs we will use appropriate PPE. 

All employees issued with PPE are responsible for 

ensuring that it is in good condition and in proper 

repair.  Defects must be notified to the individual 

employee’s Line Manager. 

Personal protective equipment is selected based on 

the nature of the hazards the degree of risk, taking 

into account the nominal protection factor which is 

needed to give maximum protection to the user. 

Independent analytical monitoring will be carried 

out periodically to provide exposure limits. 

All employees are trained in the use, inspection, 

and maintenance of all PPE. 

All employees are reminded that they have a 

statutory duty to co-operate with any employer in 
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respect of the wearing of protective 

clothing/equipment. Disciplinary action is taken 

when PPE is not worn in mandatory areas. 

 

24. Driving at Work 
Refer to our Company Vehicle Policy HR021.   

 

25. Mobile Phones 
Refer to our Company Mobile Phone Policy 

HR029.   

 

26. Confined Spaces 
A confined space is defined in the Confined Spaces 

Regulations 1997 and is used to describe a working 

place that has restricted means of access or may 

have little or no ventilation or there are other 

difficulties which could result in the atmosphere 

becoming toxic or dangerously low in oxygen 

content. 

Any confined space work should have been 

identified at the planning stage and a thorough and 

competent assessment of the work area has to be 

made. As a result of this assessment, the company 

can decide on the procedures that must be taken 

to safeguard those working there. The person 

making the assessment must be familiar with 

working in hazardous confined spaces and be 

competent to thoroughly assess the situation, 

taking into consideration the work that has to be 

undertaken. A permit to work in a confined space 

must always be completed, prior to commencing 

any confined space work. 

 

27. Safety Training 
To be read in conjunction with HR061 Training 

Development Policy 

The HB Group Limited are committed to train all 

their employees in health and safety subjects 

relative to their normal day to day operation within 

the organisation. 

Training will be organised where appropriate and 

will be available for all staff. Where identified 

training needs cannot be carried out in-house, 

external courses will be required to be attended by 

employees. All line managers are responsible for 

identifying training needs by the annual employee’s 

appraisal. The Compliance Manager will formulate 

the forecast annual Training and Development 

Plan. Implementation of training is in consultation 

with the appropriate line manager and the 

individual employee. The Compliance Manager will 

monitor training to ensure mandatory training has 

been completed. 

Employees will be trained in the use of all 

equipment used to carry out their day to day tasks. 

Where specialist equipment is to be used, only 

those persons who have undergone specific 

training shall be authorised to use such machinery. 

All plant operatives will be trained in accordance 

with the requirement of the CPCS scheme 

(Construction Plant Certification Scheme). 

Certificates of competence for specialist 

equipment and plant must be carried by the 

employee at all times. 

A record of all training courses undertaken by 

employees will be kept at the main office and be 

updated as and when the training has been carried 

out.   The Training and Development Plan    will be 

reviewed by the Compliance Manager every 3 

months and communicated to the Senior 

Management Team to ensure whether further 

training needs are required. 

The training policy of The HB Group Limited is to 

ensure that all employees are given the opportunity 

to broaden their skills, knowledge, experience and 

safety by undertaking appropriate necessary 

training. 
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28. Health and Safety 

Consultation 
The HB Group is committed to establishing, 

implementing and maintaining processes for 

consultation and participation of workers. 

We will do this by; 

• Providing resources, including time and training 

to enable consultation and participation 

• Provide timely and regular access to clear, 

relevant and understandable information about 

the OHS management system 

• Determining and removing, or minimising, 

barriers to participation 

• Emphasising the consultation of non-managerial 

workers in shaping an effective OHS 

management system 

We recognise the benefits of employees having a 

significant input into the Company’s Health and 

Safety procedures.  

We encourage the reporting of bad practice and 

actively involve our employees in expressing 

concerns regarding health and safety issues and 

make sure that they do not suffer any negative 

consequences for doing so.  All matters will be 

taken seriously and where necessary consultation 

and advice will be sought from HB Project’s 

competent persons.  

On sites, all employees and sub-contractors will 

receive a site induction talk. During the project, all 

employees and contractors will be encouraged to 

continually liaise with the Site Manager, to assist in 

the identification of any health and safety hazard, 

which has not previously been identified. 

 

29. Monitoring 
The Compliance Director will regularly review this 

policy to ensure that the controls in place are 

adequate to maintain the health, safety and welfare 

of all employees. 

There will be continuous efforts by Management 

and Supervisors to ensure all employees ‘Think 

Safety’. 

Reports of all accidents and sickness linked to work 

will be fully investigated by the Health & Safety 

Department. All accidents are reported to the 

Senior Management team on a weekly basis. 

All Supervisors must carry out workplace 

inspections on a weekly basis. A member of each 

units Safety Department will conduct formal site 

audits as appropriate to the needs of the project. 

 

30. Management of Contracts 

Appointment of Sub-contractors 

The competency, experience and resources of a 

prospective contractor is assessed initially through 

attaining a CHAS premium plus accreditation.  

Addditonal checks may be carried out by the Cost 

and Procurement Manager and a member of the 

health and safety team.  

Only those who are able to demonstrate the ability 

to work safely are employed.  Suitability to remain 

on the supply chain will be reviewed every 2 years, 

with a full reassessment every 5 years.  Contractors 

who have not carried out works for The HB Group 

within the last 2 years will be given inactive status. 

The nature and extent of work to be undertaken 

dictates the extent of the enquiry, but the following 

factors will be considered: 

• Our knowledge of the contractor from previous 

employment; 

• Experience and qualifications of the 

management / operatives in the work to be 

undertaken; 

• Adequacy of the risk assessments / method 

statements and other health and safety 

documentation supplied; 

• Health and Safety record (prosecutions/HSE 

formal action/accident statistics); 
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• Provision of adequate insurances. 

 

Auditing of Sub-Contractors 

All sub-contractors will be reviewed daily on site by 

the Site Manager.  The health & safety department 

will also comment on contractor performance 

when carrying out site audits.  Upon completion of 

the project, the project team (Cost & Procurement 

and Health and Safety) will score the sub-

contractor in the following headings: H&S, 

Communication, scope of works, cost, programme 

and quality.  

These KPI scores are visible on link, and will 

influence the selection of contractors for future 

works. 

Where there are repeated issues on site, the 

contractor will be invited to a meeting to discuss 

how these can be resolved.   
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31. Health and Safety Policy Amendment and Update Sheet 
 

Revision Date Brief Description of Change Change made by Approved by 

E Nov 2009 
Annual review and update of legislation 
changes 

Beverley Tucker Chris Clarke 

F 
November 
2010 

Annual review – no changes made Beverley Tucker Chris Clarke 

G 
November 
2011 

Annual review – changes made to 
General Statement of Intent and 
insertion of new organogram 

Beverley Tucker Chris Clarke 

H May 2012 

*Legislation change to RIDDOR (section 
5,P16) and Control 

of Asbestos (section 10, p25.) 

*Insertion of new organogram (P6-8) 

*Insertion of Bathgate office First 
Aiders (section 5.2,P18-19) 

*Insertion of new Fire Marshal’s at 
Bradford office and Bath- gate office 
(section 6.2,P19) 

Beverley Tucker Chris Clarke 

J July 2013 

*Insertion of new organogram (P5-7) 

*Insert of new role of Commercial 
Director within Senior Management 
section 2.2 (P8) 

*Grammatically amendments to roles 
and responsibilities (P7-12) 

* Work at height – insert of requirement 
of rescue plans (P20– Section 8) 

* Work at height – requirements of sub-
contractors to provide evidence of their 
latest ladder inspection.(P22 – Section 
8.5) 

* Confined Spaces and Restricted areas 
title, amended to Confined Spaces.(P28 
– Section 22.0) 

Beverley Tucker Chris Clarke 

K 
January 
2014 

New Livingston address replaced 
Bathgate 

New Expectant and Mothers Section 24 
P29, amendment of will carry out a risk 

Beverley Tucker Chris Clarke 
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Revision Date Brief Description of Change Change made by Approved by 

assessment to may carry out a risk 
assessment 

L 
January 
2015 

Annual Review – amend RIDDOR 
section 5.1 

Beverley Tucker Chris Clarke 

M April 2015 

Update of new Managing Di- rector, 
new Managing Director signature to 
General Statement of Intent and new 
HB logo 

Beverley Tucker Ed Beck 

N 

May 2016 Removal of cover page, removal of 
reference to Health and Safety Manager 
and replaced with Compliance Manager. 
Inclusion of First Aid and Fire provision 
at each office. 

Beverley Peace Ed Beck 

O 

November 
2017 

General update Lynda Parkinson Beverley Peace 

P 

June 2018 Review of policy document, names & 
roles updated, additional detail added 
with respect to control of vibration, 
health & wellbeing and control of dust. 

Lynda Parkinson Beverley Peace 

Q 

May 2019 Review of policy document, in line with 
ISO45001 requirements; updated 
management structure; removal of full 
policy text where they overlap with HR 
policy documents.  

Lynda Parkinson Beverley Peace 

R 

June 2020 Refresh of organograms, addition of 
Pandemic measures to policy 

Lynda Parkinson Beverley Peace 

 


