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THE COMPANY 

We believe that all our activities can be undertaken safely and we will never compromise safety. 

We will conduct our business in a way that ensures the health and wellbeing of our employees, contractors and 

any person affected by our activities. 

 

We know that continuous improvement of our health and safety performance is essential for a successful 

company. 

 

Everyone in COLENA has responsibility for their own and others' health and safety, but overall accountability 

rests with management. 

 

We will encourage a health and safety culture in COLENA. 
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HEALTH & SAFETY POLICY 

Statement of Intent 

Health and Safety at Work Act 1974 

 

I Joel Ross recognise and accept my responsibility as an employer for providing a safe, healthy workplace and 

work environment for my employees and others (contractors, visitors, and the public) that may be affected by 

my work. COLENA as the Employer undertake to comply with all statutory health and safety requirements. 

Our general intent: - 

• To provide adequate control of the health and safety risks arising from our work activities; 

• To consult with our employees on matters affecting their health and safety; 

• To provide and maintain safe plant and equipment; 

• To ensure safe handling, storage and use of substances; 

• To provide information, instruction and supervision for our employees; 

• To ensure all employees are competent to do their tasks, and to give them adequate training; 

• To provide safe systems of work: 

• To prevent accidents and cases of work-related ill health; 

• To maintain safe and healthy working conditions; and 

• To review and revise this policy as necessary at regular intervals. 

Use of Reasonably Practicable Means 

COLENA intends to adopt all reasonably practicable means to eliminate hazards and reduce the risks of injury to 

its employees and others (visitors, contractors and members of the public), and the risk of damage to its 

property.  

 

The Company will ensure that resources are made available to provide: -  

• Plant, equipment and systems of work that are safe and without risks to health and the environment;  

• Safe arrangements for the use, handling, storage and transport of articles and substances;  

• A safe place of work with safe access to it and safe egress from it;  

• A healthy working environment;  

• Adequate welfare facilities and arrangements; 

• Sufficient information, instruction, training and supervision to ensure all employees are aware of the 

hazards at their workplace together with the necessary measures to be taken to protect against these 

hazards; 

• A monitoring, inspection and auditing procedure to ensure the effective management of health and safety 

throughout the Company; and 

• To encourage the co-operation of the employees. 

 

 

 

 

Signed: ………………………………………………  

 

 

                                                   

Dated: 1st August 2021                             Review Date: 31st July 2022 
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ORGANISATION 

Managing Director Responsibilities 

The controlling mind of the company shall be accountable for the following areas in relation to Health and 

Safety: 

• Ensuring the Health, Safety and Welfare of their employees and visitors to their premises. 

• Ensuring that adequate resources are made available for making their work place and processes “as safe as 

reasonably practicable”.  

• That, systems are in place for identifying, assessing and controlling all risks associated with their 

undertakings. 

• Taking out adequate Employers Liability Insurance and displaying the certificate. 

• Developing and implementing an annual safety plan with measurable objectives. 

• Carrying out an annual audit and displaying the recommendations. 

• Appointing a qualified, competent person in relation to Health and Safety issues. 

• Preparing an annual Health and Safety Policy and displaying a signed copy of the Policy Statement of Intent.   

• That, arrangements are in place for consulting their employees in relation to Health and Safety issues that 

directly nor indirectly affect them.  

• Ensure that their employees and any visitors to their premises comply with the organisations Health and 

Safety policies and their procedures.  

Manager Responsibilities 

• Shall assist the Directors in the execution of their duties in relation Health and Safety legislation. 

• They shall arrange for processes to be developed for the identification, assessing and controlling all risks 

associated with the organisations undertakings. 

• They shall carry out regular workplace inspections and ensure that a report is prepared and circulated to 

pertinent persons with regards to these inspections. 

• They shall ensure that all employees, visitors and contactors fully comply with the organisations Health and 

Safety policies and procedures. 

• They shall conduct to the best of their abilities, detailed workplace accident investigations. 

• They shall seek advice from a qualified competent person when there is a requirement for clarification or 

guidance on Health and safety issues. 

• They shall take corrective actions should they witness or be informed of any breaches of the organisations 

Health and Safety policies and procedures. 

• They shall utilise their resources to their maximum effectiveness in relation to Health and Safety.   

• They shall ensure that their staff receives the necessary training in order that they can their duties in a safe 

manner. 

• They shall assist management in the preparation and implementation of the annual safety plan and report  

any potential failings in achieving their objectives in relation to this plan.  

• They shall ensure that their staff and any visitors are familiar with any emergency procedures that may apply 

to their place of work. 
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Health and Safety Co-ordinator Responsibilities 

• They shall be the point of contact with FTS North East Ltd. 

• They shall file and store and make readily accessible all documentation pertaining to Health and Safety 

issues. 

• They shall assist in identifying; assessing and controlling all risks associated with the organisations 

undertakings. 

• They shall circulate any information, circulars or documentation pertaining to Health and safety issues, to 

the relevant person(s).  

• They will advise management on matters of Health and safety to their best of their knowledge, experience 

and training.  

• They shall co-ordinate and assist management in the investigation of any workplace accidents. 

• They shall collate accident data and act as the point of contact with the HSE in relation any reportable 

workplace accidents. 

• They shall assist management in carrying out workplace inspections and prepare and circulate a report 

pertaining to these inspections. 

Employee Responsibilities 

• To take reasonable care for the Health and Safety of themselves and others, who may be affected by their 

acts or omissions. 

• To co-operate fully with the management in order to ensure, that the organisation fully   complies with its 

duties in relation to statutory legislation. 

• To refrain from the misuse or interference with anything provided by the organisation in the interests of 

Health, Safety and Welfare, and from any act or omission that may endanger themselves or others. 

• To use all safety equipment and facilities provided for their health and safety, in accordance with any 

training and instructions they have received and in accordance with the relevant statutory requirements. 

• To report any unsafe equipment, hazards or working practices to the management as soon as it is 

practicable. 

• Assist the management in identifying, assessing and controlling all risks associated with the organisations 

undertakings.   
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ARRANGEMENTS 

Competent Person  

The Organisation will appoint a competent person to assist in undertaking the measures required to comply 

with the requirements and prohibitions imposed by or under the relevant statutory provisions. 

A person shall be regarded as competent when he/she has sufficient training, experience, knowledge and 

qualifications and other qualities to enable him/her properly to assist in undertaking the measure referred to 

above. 

Visitors 

Visitors to any location may not be aware of the risk associated within the organisation, therefore all visitors 

must: 

• Sign in on arrival in the relevant book; 

• Be accompanied by the person they are visiting, who in turn is responsible for the visitor’s safety and 

ensuring that visitors are aware of any hazardous process or situation they be exposed to; 

• Comply with all instructions given to them by the designated member of staff who is responsible for their 

safety.  All instructions must be complied with as timeously as possible without any delay; 

• On leaving the premises, must sign out.  

First Aiders 

First Aiders or Appointed Person will be appointed for all areas in accordance with the Health and Safety (First 

Aid) Regulations 1981. (Amended 2013) 

• The First Aiders or Appointed person will be responsible for the taking of prompt and appropriate action 

following any accident, whether to an employee or not. 

• Relevant employee/s will be responsible for the maintenance of the contents of all First Aid Kits and ensure 

that only items specified will be retained in the kits. 

• Names of competent First Aiders shall be prominently displayed as close as practically possible to the First 

Aid boxes. 

Accidents 

All accidents, no matter how minor, will be reported on the appropriate Accident Book BI510 which is located at 

the office. This may be completed by the injured party or their representative. The paperwork will be kept in a 

secure place. 

The health & safety co-ordinator will collect paperwork and initiate accident investigation. They will report the 

accident to Health & Safety Executive if required under RIDDOR 2013. 

Where an employee of another Organisation is involved in an accident, a copy of the Accident Report Form will 

be sent to his/her employer. 

RIDDOR 

Reporting and Investigating of Accidents and Dangerous Occurrences 

• All accidents, dangerous occurrences and near misses will be reported immediately to the Line Manager 

responsible for the site as soon as possible after the event. 

• All reportable accidents and dangerous occurrences will be reported to the HSE within 15 days by the 

appointed person. 

• All reportable accidents and dangerous occurrences shall be investigated by the relevant person and 

investigated within 15 days. 
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Emergencies  

It is the Company’s policy to take account of fire hazards in the workplace. All employees have a duty to 
conduct their operations in such a way as to minimize the risk of fire. This involves compliance with the 
Company’s no smoking policy, keeping combustible materials separate from sources of ignition and avoiding 
unnecessary accumulation of combustible materials.  

Site Supervisors are responsible for keeping their operating areas safe from fire, ensuring that their staff is 
trained in proper fire prevention practices and emergency procedures.  

 
Fire Officer: 
 

• Once the alarm has been raised the fire officer must put their Hi Vis on. 

• Once the fire alarm has been raised, the fire officer must collect the visitors signing in book / the 
signing in book. 

• Search all rooms, including restrooms, to ensure that all persons are aware of the evacuation. Be 
especially watchful of persons who may have visual or hearing impairment. 

Fire Wardens: 

• Ascertain the location of the fire. 

• Notify the fire department. Call 999. 

• Will sound the building alarm, if required. 

• Area sweep in their designated zone.  

• Safe evacuations.  

• If evacuated to the street, keep the front entrance clear to expedite Fire Department response. 
Prohibit re-entry of the area until allowed by proper authority. 

• Head count at muster points and report missing persons. 

Work Equipment Safety 

The company will ensure that work equipment is so constructed or adapted to be suitable for the purpose for 
which it is intended.   
 
The company will ensure that all work equipment is maintained in an efficient state, in efficient working order, 
in good repair and where any machinery has a maintenance log, the log is kept up to date. 
 
Where the safety of the work equipment depends on the installation conditions, it will be inspected after 
installation and before being put into service for the first time, or assembled at a new site or in a new location, 
to ensure that it has been installed correctly and is safe to operate. 
 
Use of work equipment will be restricted to person(s) who have been given the task and training  for using it. 
 
The company will ensure that access to dangerous parts will be prevented by the means of suitable guarding. 
 
Employees will follow all safe working procedures and attend training provided by the company. 
 
Employees will ensure that all work equipment is used only for what it was designed for, report any defects or 
faults in equipment and stop using equipment immediately.  
 
 
 
 
 
 
 
  



 

Health & Safety Policy created by FTS North East Ltd  Page 10 of 75 

Training 

To comply with the general duty to provide information, instruction, training and supervision as is necessary to 

ensure, as far as is reasonably practicable, the health, safety and welfare of staff, health and safety training will 

be provided as follows: 

• At inductions 

• Repeat training at regular intervals 

• On introduction of new technology 

• On changes in systems of work 

• When training needs are identified during Risk Assessments 

Managers at all levels will be included in the health and safety training programme. 

Consultation of Employees 

Consultation in regards to matters of health and safety shall take place in the following forms but will not solely 

restricted to these formats, formal written documents, informal written documents, verbal messages and 

electronic formats.  Information shall be circulated to employees on a frequent basis dependent upon the 

needs of the organisation.  

 

Meetings with employees shall take place in the following formats, formal /informal meetings, tool-box talks’ 

and one to one meetings. Written records of tool box talks and formal meetings shall be kept and made 

available to employees in either hard copies or electronic records.  

Risk Assessments 

Risk assessments shall be carried out for all high and medium risk processes and work activities. Specific 

assessments shall be carried out for the following activities but not limited to, manual handling, DSE, working 

with lead, working with asbestos, working in noisy environments, COSHH, DSEAR and working in confined 

spaces. 

Risk assessments shall be reviewed, when there is a significant change to existing work processes, when there 

has been a change to legislation, when new machinery has been introduced and on a regular basis. 

Risk assessments shall be carried out by person/s that the management have identified as being the most 

competent, experienced, received training and knowledgeable of the work activity that is to be assessed. 

 

Personal Protective Equipment 

The appropriate PPE will be provided, free of charge, for employees whose work activities warrant it. 
Training on safe use, adequate storage facilities and regular maintenance will also be provided. 
It is mandatory that PPE is worn as specified by relevant site rules, and where stated in the risk assessments and 

method statements. 
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Manual Handling 

Manual handling operations will be risk assessed to determine suitable control measures for the management 
of risk and the company will endeavour to eliminate manual handling operations where practicable with any 
remaining risks being controlled by;  
 

• reducing weights and load sizes where possible. 

• reducing the frequency of manual handling  

• the use of additional manpower  

• through the provision of suitable equipment to assist in the operation as well as the relevant training in 
the use of lifting equipment. 

• the selection of persons to carry out manual handling or lifting tasks will be based on the training 
given, age, physique etc.  

Control of Hazardous Substances (COSHH) 

For all substances which fall under these regulations, the relevant MSDS will be obtained from the 
manufacturer and an assessment made of the risks posed by those substance(s) these will be 
documented on a COSHH form. The measures taken will include the requirement to seek alternative, less 
hazardous products where possible. 
 
Relevant training will be given on the use, handling, storage and transportation of all relevant hazardous 
products, as well as training regarding actions to take in emergency situations. 

Policy Review 

The policy will be kept up to date, particularly as the business changes in nature and size. To ensure this, 
the policy review and the notification to employees will take place on an annual basis. 
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ORGANISATIONAL STRUCTURE FOR THE MANAGEMENT OF HEALTH & SAFETY 

 
 

Managing 
Director

Kevin Morton Sales Manager Tom Anderson Operatives

FTS North East Ltd

H&S Consultants
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SAFETY ACTION PLAN 

COLENA Safety Action Plan For Year 2012/13 
Task Responsible Person Completion Date Progress Achieved 
Renew Liability Insurance     

Conduct a Safety Audit     

Review Risk Assessments     
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SPECIFIC POLICIES 

Workplace Policy 

The Workplace (Health, Safety & Welfare) Regulations 1992 

Introduction 

The Regulations are concerned with basic provisions/facilities in and for workplaces.  

Policy Objectives 

To detail requirements for sanitary provisions, standards of housekeeping, cleanliness, temperature, 

ventilation, decoration etc.  as well as materials of construction (e.g. glazing). The aim of this policy is to ensure 

all workplaces provided for employees under Company control, either permanent or temporary comply with 

the relevant requirements. 

Policy 

COLENA will ensure that the workplace is maintained in efficient working order and in good repair. To achieve 

this, the Company will ensure that: 

• Regular inspection, testing and cleaning is carried out; 

• Potentially dangerous defects are remedied; 

• Remedial work is carried out properly; 

• Records are kept. 

Ventilation 

The workplace will be ventilated with fresh air. Windows and other openings are deemed to be sufficient. 

Temperature 

Indoor temperature will be at least sixteen degrees Celsius one hour after work has started unless the work 

involves severe physical effort, when thirteen degrees Celsius will be the minimum. The minimum temperatures 

will not apply to unoccupied rooms. 

Local heating will be provided where this temperature cannot be achieved. 

There is no maximum temperature specified in the legislation but every effort will be made to maintain a 

comfortable temperature by local heating, cooling and natural ventilation. 

At least one thermometer will be provided to enable the temperature to be measured by employees. 

Lighting 

Lighting will be sufficient to enable persons to work safely and without experiencing eyestrain. There is a 

requirement to replace, repair or clean lighting as necessary and before levels become insufficient. Windows 

and skylights will be cleaned regularly. 

Emergency lighting will be provided in areas where a sudden loss of light would create serious risk and this will 

be tested periodically. 

Floors and indoor traffic routes 

Floors and indoor traffic routes will be cleaned regularly, interior walls, ceilings and work surfaces will be 

cleaned at suitable intervals. 

Floors and traffic routes under Company control will be kept in a safe condition and free of obstructions, which 

may present a hazard or impede access.  

Organisation of traffic routes will be such that pedestrians and vehicles can circulate in a safe manner. Traffic 

routes will be suitably marked. 



 

Health & Safety Policy created by FTS North East Ltd  Page 15 of 75 

Minimum workspace 

The requirement of eleven cubic metres per person is legal; however, this will take into account furniture etc. 

Any areas where employees work that do not meet these criteria should be referred to line management for 

advice. 

Provision of fencing 

Fencing (or strong hand railing) will be installed at any place where a person might fall two metres or more. 

Access to roofs 

Fixed physical safeguards to prevent falls from edges and through fragile roofs will be provided if access is 

frequent. Where occasional access is required other safeguards may be provided. 

Glazing in windows and transparent or translucent doors 

Glass and materials at shoulder height and below will either be of safety glass or be laminated. 

Where responsibility for cleaning of windows rests with COLENA, suitable provisions will be made so that all 

windows can be cleaned safely from inside or via mobile access equipment or using anchorage points for safety 

harnesses. 

Sanitary Conveniences 

COLENA will comply with the minimum number of sanitary conveniences to be provided for people at work. 

These will be separate and adequate for both male and female purposes.  

Provision of accommodation for clothing worn at work 

Where it is necessary to wear special clothing at work, accommodation for clothing will be provided which is 

clean, warm and well ventilated.  

Facilities for rest and eating of meals 

COLENA will comply with the requirement to provide facilities for rest and eating of meals. Similarly 

arrangements are in place so that employees do not suffer discomfort from tobacco smoke, dust or other 

hazardous substances. 
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Risk Assessment Policy 

Introduction 

COLENA is required by the Management of Health & Safety at Work Regulations to carry out risk assessments 

for all activities. Risk assessments are also required by other legislation, i.e. COSHH, Manual Handling, Visual 

Display Screen Equipment etc. and where this has been carried out, for the activity in question, this obviates the 

need for a separate assessment. If there is perceived to be a ‘medium’ or ‘high’ risk to staff, contractors or 

visitors, then a written assessment will be required. The results of the assessment and subsequent control 

measures must be made known to all staff, contractors and visitors concerned. 

Statement of Intent 

COLENA will continue to assess all activities and establish written risk assessments for those areas which 

indicate the presence of risk. 

Assessments 

Assessments will continue to be carried out using COLENA Risk Assessment form, or another agreed document 

as specified in the Risk Assessment Procedure, by those persons having control and immediate responsibility 

for the activity. The assessor will keep a record of the assessment and ensure that all staff, contractors and 

visitors involved are aware of the requirements of the assessment. A copy of each assessment will be given to 

the nominated safety person to retain in a central file. 

Training 

All staff that will be required to carry out written risk assessments will be trained for this purpose. This training 

will be carried out by a competent person. 

Risk Assessment Procedure 

Introduction 

The concept of risk assessment is not new, what is new is the emphasis on risk assessment in the management 

of Health & Safety. The Management of Health & Safety at Work Regulations 1999 specifically requires all 

business employing 5 or more people to conduct risk assessments and to record their main findings. 

Definitions 

Hazard is the potential to cause harm that is inherent in an article, substance or activity. 

Risk is the likelihood that the hazard will cause harm in the actual circumstances of use. 

Requirements of Risk Assessments 

Risk assessments should identify the significant risks arising out of work or an activity. 

 

The level of detail in a risk assessment should be broadly proportionate to the risk, with the risk assessment 

considering the following: 

 

• Ensuring that all relevant risks or hazards are addressed. 

• Addressing the actual working practice taken place. 

• Ensuring that all groups of people have been considered (staff, visitors, contractors, public etc.) 

• Identifying groups of workers who might be particularly at risk e.g. young or inexperienced workers, elderly, 

disabled etc. 

• Existing preventative measures or precautionary measures to be implemented. 

Undertaking Risk Assessments 

The Hazard Effect must first be identified as Low, Medium or High using the following criteria: 
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Hazard Effects 

Low  Superficial wounds or temporary ill health 

Medium  More serious wounds and ill health lending to permanent minor disability 

High  Fatality, life threatening wounds and life shortening diseases 

 

Next a judgement of the probability or likelihood of harm occurring must be made and categorised as Very Low, 

Low, Medium or High using the following criteria: 

 

Probability 

Very Low So unlikely that probability is close to zero 

Low  Unlikely though conceivable 

Medium  Could occur several times 

High  Occurs repeatedly and could be expected or foreseen  

 

Having assessed the risk level, the action required to be taken using the following guidance is determined: 

Trivial Risk No action is required to deal with trivial risks and there is no requirement for a written risk 
assessment. 

Low Risk No further preventative action is necessary but consideration should be given to more cost 
effective solutions or improvements that impose no additional cost burden. 

Medium Risk Efforts should be made to reduce the risk but the cost of prevention should be carefully 
measured and limited. Risk reduction measures being influenced by the number of persons 
exposed to the hazard 

Hazard Where the moderate risk is associated with extremely harmful consequences, further risk 
assessment may `be necessary to establish more precisely the likelihood of harm as a basis 
for determining the need for improved control measures. 

High Risk Work should not be commenced until the risk has been reduced. Considerable resources may 
have to be allocated to reduce the risk. Where the risk involves work in progress the problem 
should normally be remedied as soon as possible, taking into account the number exposed to 
the hazard. 

Intolerable 
Risk 

Work should not be started or continued until the risk level has been reduced. While the 
control measures selected should be cost effective, legally there is an absolute duty to reduce 
the risk. This means that if it is not possible to reduce the risk, even with unlimited resources, 
then work must not begin or must remain prohibited. 

 

A written risk assessment is required for medium, high and intolerable risk activities. 

Recording Risk Assessments 

Having undertaken a risk assessment, unless the risk is trivial or low, it should be recorded in one of the 

following ways: 

• On a template Risk Assessment Form 

• On a specific health & safety risk assessment record from e.g. COSHH, Manual Handling, Visual Display 

Screen Equipment, Personal Protective Equipment 

• Using a Permit to Work 

• On an instruction or procedure document 

• Any other appropriate and approved record 

 

The risk assessment should be signed and dated by the person completing the form. The findings of the risk 

assessment should be made known to all staff, contractors and visitors affected by the activity assessed. 
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A copy of all completed risk assessments should be kept within the relevant department or service area and 

their location made known to all staff, contractors and visitors within that area. 

Reviewing/Updating Risk Assessments 

All risk assessments should indicate on them the required review period that should be: 

• at least annually 

• at regular periods dependent of the level of risk of the activity 

• immediately following an accident 

• when new activities are introduced 
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Manual Handling Policy 

Introduction 

Manual handling remains the largest single cause of over seven-day accidents reported to the HSE. COLENA 

recognises the need to comply with legislation under the Manual Handling Operations Regulations 1992. 

Policy Objectives 

• To recognise and deal with problems associated with manual handling operation. 

• To carry out risk assessments on all manual handling operations and to identify all hazards that could lead to 

injury. 

• To provide manual handling aids where necessary. 

• To provide training, PPE and mechanical aids. 

 

COLENA understands that work related musculoskeletal injuries from manual handling can affect all staff. It will 

take all reasonable steps to reduce, and will have the aim of eliminating these injuries and will make diligent 

attempts to avoid putting staff at risk. 

 

Work activities which involve hazardous manual handling will have been identified by the procedures involved 

in hazard identification and risk assessment under the Management of Health and Safety at Work Regulations 

1999. These activities include operations such as the lifting, lowering, pushing, pulling, supporting, carrying and 

moving of loads by hand or by bodily force.  

 

COLENA will ensure that a competent person(s) are responsible for carrying out risk assessments to assess the 

danger posed to any staff member who is responsible for carrying out the manual handling operations (MHOs). 

 

Ensure that the person(s) responsible for carrying out the manual handling operation are trained and have had 

the correct PPE given to them. 

 

Ensure that the correct training has been given to person(s) responsible for carrying out (MHOs) in regards to 

mechanical handling aids. 

Duties of Responsible Person(s) 

To secure the health and safety of workers with regard to manual handling operations, responsible persons in 

each department, unit or work area will ensure that, for work under their control:  

• Manual handling operations which present a risk of injury are identified. 

• Handling operations which present a risk of injury are avoided, so far as is reasonably practicable, by 

eliminating the need for the load to be moved or by the introduction of automation or mechanisation. 

• Those operations which cannot be avoided are assessed using an ergonomic approach which considers the 

task, the load, the environment and individual capability to determine the level of risk. The assessment will 

be recorded to show that it has taken place and to allow for easy review if circumstances change. 

• Measures required to eliminate the risk, or reduce it to the lowest level which is reasonably practicable, are 

identified from the information in the risk assessment and are used to implement a safe system of work. 

• All new work which might involve manual handling operations is assessed and safe systems of work are 

implemented before the work commences. 

• Annual reviews of assessments are made to ensure that they are still valid but re-assessment is carried out 

immediately if any of the components of the work situation have changed. 

• Incidents which result in musculoskeletal injury to staff are fully investigated and risk assessments and 

systems of work are reviewed in the light of such incidents:  
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• Staff recruited to posts involving manual handling are suitable for the work they are required to undertake, 

that job descriptions sent to applicants for employment include details of manual handling tasks where 

these are a requirement of the post, that staff in the post continue to be suitable for the work and that staff 

are not pressurised by supervisors or systems of work into undertaking operations (either by weight or rate 

of work) which are beyond their safe capability:  

• Suitable information, training and supervision is provided for all employees engaged in manual handling 

tasks and that such training is recorded, monitored, evaluated and reviewed:   

• Sufficient information about loads and the environment in which these loads are to be handled is given to 

other employers who have control of workers on COLENA premises and to self-employed contractors which 

will enable them to meet their responsibilities under the Regulations:  

• Premises outside of COLENA, at which employees may have to perform manual handling operations are safe 

and free from risk so far as is reasonably practicable:  

• Any specific arrangements for complying with the Regulations which are introduced are documented and 

incorporated into the local safety policy.   

Duties of Employees 

• The co-operation of employees is essential in reducing and eliminating the risks from manual handling. Staff 

will therefore ensure that they comply with the following requirements:  

• They will follow the safe system of work designed and introduced by the management and will not deviate 

from this without good reason:  

• They will use any mechanical aids which have been provided for their use and for which they have been 

trained. Any faults with mechanical aids will be immediately reported to the manager/supervisor:  

• They will assist and cooperate with the process of the assessment of risk:  

• They will assist the manager with the implementation of staff training, will attend training sessions as 

required and will apply the knowledge gained from training to their daily work:  

• They will report all accidents and occurrences which either caused, or could have caused, injury:  

• They will inform the manager/supervisor if they are unable to undertake their normal manual handling 

duties because of injury, illness or any other condition:  

• They will not undertake any manual handling operation which they believe is beyond their capability:  

• They will report any unsafe systems of work to the manager/supervisor 
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First Aid Policy 

Introduction 

COLENA recognises they have a duty under the Health and Safety (First Aid) Regulations 1981 (Amended 2013) 

to ensure the health and safety and welfare of their employees. This extends to the requirements and provision 

of appropriate first aid and facilities and suitably qualified persons. 

Policy Objectives 

The objectives of this policy are: 

• To ensure that first aid facilities and equipment are provided to enable first aiders and appointed persons to 

carry out their duties 

• To ensure an adequate and appropriate number of persons are nominated as first aiders or appointed 

persons to administer first aid and also to include cover for evening work, holidays and sickness etc., by 

means of a first aid needs assessments. 

• To ensure that those nominated first aiders are adequately trained and hold a current first aid training 

certificate from an organisation whose training and qualifications for first aiders is approved by the Health 

and Safety Executive 

• Arrange for first aiders to receive refresher training or renewal of certification every 3 years before their 

current certification runs out. 

• To inform all members of staff of the locations of first aid facilities and equipment, the names of first aiders 

and also provide such information on notice boards. 

 

COLENA will provide first aid facilities in accordance with the above regulations to enable first aid to be 

rendered to any employee who is injured or becomes ill at work. 

Responsibilities 

Managing Director 

Is responsible for ensuring suitable facilities, equipment and suitably trained staff are provided and that they or 

the supervisors carry out investigation of accidents to prevent or minimise the risk of re-occurrence after 

reporting any accident to the relevant administrator.  They shall carry out or delegate to a person the 

responsibility of a first aid needs assessment to ascertain the numbers of first aiders/ appointed persons 

required, this will take into account lone workers.  

First Aiders/Appointed Person 

The first aiders must treat or organise treatment for any injured employee and ensure details of the first aid 

treatment are recorded. They shall contact the Company administrator to record the details, of all accidents to 

employees, visitors and members of the public in the accident book. Also arrange transport or ambulance as 

necessary for any employee who needs to go to hospital or is sent home as a result of an accident or illness at 

work 

All staff 

Who suffer any injury at work however slight must report to the first aider to receive treatment and if able they 

must also report the accident to their supervisor or manager. 
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Administration of Medication 

Under the Health and Safety (First Aid) Regulations 1981, first aiders/appointed person cannot administer or 

hand out medication.  Any medication taken will be the responsibility of the person(s) taking the medication.  

  

The Health and Safety at Work Act 1974 states that any person(s) taking medication whilst at work must report 

it to their manager/supervisor. 
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Confined Spaces Policy 

Introduction 

The Confined Spaces Regulations 1997 are in place to protect staff and others against risks to their health while 

working in a confined space. 

 

They apply to all locations which have two defining features: 

 

• a place which is substantially enclosed and 

• there is a reasonably foreseeable risk of serious injury from hazardous substances or conditions within the 

space, or nearby. 

 

Examples of such locations can be: ducts, vessels, culverts, tunnels, boreholes, manholes, excavations, sumps, 

inspection pits, freight containers, tanks, building voids, some enclosed rooms (particularly plant rooms) and 

compartments within them, including some cellars, enclosures for the purpose of asbestos removal, and 

interiors of machines, plant or vehicles. 

 

This policy outlines the steps to be taken by COLENA to ensure that staff, contractors or visitors do not work in 

confined spaces where it can be avoided. Where this is not possible a written suitable and sufficient risk 

assessment must be undertaken and a safe system of work developed. 

Responsibilities 

Senior managers are responsible for: 

• Ensuring that every effort is made to avoid entry into a confined space; 

• Ensuring that, where entry into any confined space cannot be avoided, a suitable and sufficient assessment 

of the risks to health has been carried out. 

• Ensuring employees and their representatives are consulted when assessing the risks connected with 

entering or working in a confined space. 

• Ensuring that prior to entry into a confined space, a written safe system of Work, including emergency 

procedures, has been developed and a permit to work issued. 

• Ensuring that all staff involved in entry into confined spaces are aware of this policy, understand its content 

and comply with local procedures and safe systems of work. 

• Ensuring all staff that will enter a confined space is fit to do so. 

• Ensuring that all staff who enter confined spaces and those who issue permits-to-work, have appropriate 

information, instruction, training and supervision in confined spaces working. 

Managers and Supervisors who issue permits, are responsible for: 

• Assessing all associated risks involved in the entry into a confined space; 

• Developing a safe system of work. 

• Ensuring all necessary precautions, including emergency procedures, are taken. 

• Checking safety at each stage of the work. 

• The issue of the permit and its cancellation. 
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Employees are responsible for: 

• Assisting with the assessment of risks. 

• Complying with any safe system of work developed through risk assessment and any requirements of a 

permit to work. 

• Informing their managers if they suspect that the system of work in place is ineffective or inadequate; 

• Reporting all incidents (including near misses) and any defects in equipment using an COLENA incident 

reporting form. 

Operational System 

In the event that entry into a confined space cannot be avoided, a suitable and sufficient risk assessment must 

be carried out and a written safe system of work developed including the provision of emergency procedures. 

(Appendix 1. Confined spaces flow chart) 

Assessing the risks from entry 

When assessing the risks, use must be made of all the information available about the confined space. All 

foreseeable hazards and risks must be considered in advance and the following issues may need consideration: 

Confined Spaces can include: 

• Some places which may only become confined spaces occasionally, such as rooms during fumigation; 

• Areas which may have open tops such as water tanks 

Associated Hazards may include: 

Previous contents, residues and contamination; 

• Flammable substances or oxygen enrichment; 

• Toxic gases, fumes or vapour; 

• Oxygen deficiency; 

• Physical dimensions; 

• Ingress or presence of liquids; 

• Solid materials which can flow; 

• Presence of excessive heat; 

• Electricity or static electricity; 

• Cleaning chemicals. 

 

The risk assessment must be recorded on an COLENA risk assessment form by a person who is competent to do 

so. This must be signed by the assessor and managers must keep a copy of the assessment form. 

 

In gathering information for an assessment, managers may need expert advice. 

Information on confined spaces is available from the HSE website at 

http://www.hse.gov.uk/confinedspace or FTS North East Ltd Tel 0191 4472322 

 

Developing a Safe System of Work 

In the development of a written safe system of work, the information gathered during the risk assessment will 

be used to construct a document which will give information and instruction to the employees who are to carry 

out the work including safe means of access and egress. 

 

This will include all of the risk control measures and the reasons for their application. E.g. the need for forced air 

ventilation to ensure oxygen levels are maintained and a comfortable working temperature. 

 

http://www.hse.gov.uk/confinedspace
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It will also detail the means for preventing unauthorised access when there is no need for anybody to access 

the confined space, and the means of emergency evacuation will also be documented. 

Training 

Training will be required for all operatives required to work within a confined space and managers or 

supervisors who issue permits to work. This will enable them to be competent and confident with procedures, 

legislation and equipment associated with confined space operations. 

 

 (Appendix 1) Confined Spaces Flow Chart 

 

Can the work be 

carried out from 

outside? 

Carry out the work 
Yes 

Consider all foreseeable 

hazards and risks 

Is there 

significant risk to 

health? 

Carry out the work 

Develop safe system of work 

including emergency 

arrangements 

Issue permit to work 

Carry out the work 

Close permit to work 

No 

Yes 

No 
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Driving Policy 

Policy statement  

Driving is among the most hazardous tasks performed by employees. Legislation places a duty on the employer 

to provide a safe working environment; this is also extended to driving on business. It is a requirement for staff 

to follow safe driving practices. This includes steps to ensure the driver’s total concentration and safe operation 

of vehicles, such as determining clear directions before departing, refraining from operating equipment such as 

mobile phones while the vehicle is moving, and not operating a vehicle when the driver’s ability is impaired. 

Drivers are expected to follow defensive driving principles, driving regulations i.e. The Highway Code to prevent 

accidents.  

Code of conduct  

COLENA expects all staff whilst driving on company business to comply with traffic legislation, be conscious of 

road safety and demonstrate safe driving and other good road safety habits when driving. The following 

actions will be viewed as serious breaches of conduct:  

• Drinking or under the influence of drugs while driving  

• Driving while disqualified, or not correctly licensed  

• Reckless or dangerous driving causing death or injury  

• Failing to stop after an accident  

• Any actions that warrant suspension of licence  

Responsibility as an employee  

Staff, which drive on company business, will:  

• Ensure they hold a current driving licence 

• Immediately notify COLENA if their driver licence has been suspended or cancelled or has limitations placed 

on it 

• Be responsible and accountable for their actions when driving on business 

• Assess driving hazards and anticipate “what if scenarios” 

• Wear safety belts 

• Drive within legal speed limits 

• Report vehicle defects (hire cars) to your travel booker and/or Management before the start of their journey 

(unless journey starts prior to the working day, then as soon as reasonably practicable). 

• Comply with traffic legislation 

• Do not use a mobile phone (including hands free kit) when driving 

• Check all vehicles prior to the journey to ensure that vehicles are within safe operating conditions. Checks 

should include proper inflation of tyres clean windows, mirrors properly adjusted, brakes, lights in working 

order, windscreen wipers and wash in working order (see vehicle pre-use check list Annex A). 

• Report any Accident or near miss incident to the H&S Advisor and your manager, including those that do not 

result in damage or injury. 

• Take an accident report form on all journeys 

• Complete an accident report form on all accidents and report to the police, your line manager and the H&S 

Advisor immediately (where reasonably practicable)  

• Take regular and adequate rest breaks at least 15 minutes for each 2 hours driven  

• Stop when tired  

• Plan journey ahead, taking into consideration pre-journey work duties, the length of the trip and post 

journey commitments  

• Stay overnight if other than under exceptional circumstances driving time and non-driving duties exceed 11 

hours or 400 miles in one day. If for unavoidable reasons you have to drive over these limits on an occasional 

day, considerable care must be taken to have regular breaks and avoid any risks of driving while tired  
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• Take a taxi, train or car with a driver, when returning from long haul flights  

• Ensure that you are familiar with the vehicle that you are about to drive if you are unsure report this to 

COLENA immediately  

• Ensure that your vehicle has a valid MOT certificate and is in a roadworthy condition  

• Ensure that your vehicle has valid road tax.  

• Ensure your insurance covers business travel  

• COLENA will not accept liability for any damage to privately owned vehicles  

• Ensure that you are not taking any medication that may impair your driving ability  

Training  

Should a member of staff have an unacceptable level of accidents whilst driving on business, COLENA may 

request that driver completes additional training, before allowing that person to drive on business again.  

Responsibility as an employer  

COLENA will not require staff to drive under conditions which are considered unsafe and/or likely to create an 

unsafe environment, physical distress, fatigue, etc.  

We will do this by:  

• Ensuring that a car hire company is used which provides hire cars which meet high standards of safety and 

are well maintained.  

• Ensuring that staff are aware of their responsibility to check the vehicle prior to use.  

• Ensuring that staff are comfortable driving the hire car that they are provided with.  

• Ensuring that where additional training is required, through Risk Assessment, this will be provided on 

request. 

• Line managers required to manage work schedules to ensure that safe driving practices are maintained. 

• Take into account individual driving needs and experience. 

• collation of statistics on accidents and near miss incidents to ensure continuous Improvement of driving 

policy.  

• Regular review of policy and procedures to ensure the development and quality of the driving policy. 

Procedures  

Instructions for Mobile phone use  

A substantial body or research shows that using hand-held or hands-free mobile phone while driving is a 

significant distraction and substantially increases the risk of the driver crashing. Research shows that individuals 

are four times more likely to crash, injuring or killing themselves and/or other people.  

 

Using a hands-free phone while driving, does not significantly reduce risks, because the problems are caused 

mainly by the mental distraction and divided attention, (RoSPA).  

Mobile phones cause distractions in three ways:  

• Taking hands off the wheel  

• Becoming engrossed in a conversation and not concentrating on the road  

• Mental distraction  

 

The use of mobile phones whilst driving is not acceptable except where a legally compliant hands free unit is 

installed, and even then it is strongly advised against. Staff should adopt the following principles:  

• You must never use a mobile phone whilst driving unless you have a fully legally compliant hands-free unit 

and are an experienced driver used to handling such equipment: even in such cases you should never initiate 

calls whilst driving.  

• Unless you have a hands-free unit your phone should be switched off, with divert all calls to voicemail and 

check messages when your vehicle is stationary.  
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• Never make calls, dial numbers or text while driving, even with a hands-free unit.  

 

From a safety point of view, all use of mobile phones should be avoided while the vehicle is being driven, even 

with hands-free units, as drivers cannot fully concentrate on driving if they have to process and respond to 

phone calls. If the phone has to be left on (and this may only be the case where a legally compliant hands-free 

unit is installed), the driver should pull off the road (in a safe position) to make a call or take a call for any length 

of time. If in such conditions you receive a call you should indicate that you are driving and that you will call 

back when stationary.  

 

Drivers should also be aware that if you have an accident whilst using a hands-free device you may be 

prosecuted for driving without due care and attention.  

What to do if you have an accident or near miss  

Stop your vehicle at the scene or as close as is safe, always ensure your safety first. Complete the accident 

report form by collecting the following information at the scene:  

• Details of other vehicle  

• Name and address of other driver  

• Name and address of any witnesses  

• Name of insurer  

• Description of incident  

 

Contact the police:  

• If there are injuries  

• There is a disagreement over the accident  

• If you damage property other than your own  

• If you feel unsafe  

• To get the incident reference number  

 

Contact COLENA  

• Notify travel of any/all injuries and vehicle damage sustained  

• Hand in completed accident report form to COLENA as soon as possible. 

Recommended Driving Hours  

• Daily driving hours must not exceed 10 hours more than twice a week.  

• Maximum driving period 2 hours (followed by at least a 15 minute break out of the vehicle)  

• Daily rest period 11 hours not driving or working  

• Weekly driving limit 56 hours  

 

These are not absolute limits but guidelines which you should not normally or regularly exceed. You should also 

consider working hours spent not driving and reduce driving hours accordingly.  

 

The golden rule should be “always plan ahead and, if in doubt, discuss with your line manager and health and 

safety advisor – the organisation does not expect you to drive unsafely or for uncomfortable distances or 

durations. 
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Accident Policy 

Introduction 

COLENA recognises it has a duty under the Reporting of Injuries, Diseases & Dangerous Occurrences 

Regulations 2013 (RIDDOR) and also The Social Security Administration Act 1992 to investigate and report and 

record all accidents to employees, visitors, contractors and members of the public 

Policy 

COLENA will investigate report and record all accidents, dangerous occurrences and incidence of occupational 

ill health occurring in the workplace to fully establish the cause and to provide methods of preventing and 

minimising reoccurrence. 

Reporting accidents 

All accidents that result in injury to employees, visitors, contractors and members of the public, where the 

accidents, dangerous occurrences or occupational ill health falling under RIDDOR 1995, will be reported in the 

accident book and additionally reported to the HSE using HSE forms F2508 or F2508/A. 

 

The following must be reported to the appropriate authorities under law: - 

• Any death or major injury    

• Any reportable occupational diseases 

• Any injury that results in an employee being incapacitated from work for more than seven days (not 

including the day of the accident)  

• Any reportable dangerous occurrences 

Investigating accidents  

All employees will be made aware at induction that they are not to interfere with the scene of a major accident 

or dangerous occurrence until any investigation is complete. 

 

All accidents which result in injury to persons will have an accident investigation carried out by the H&S 

Coordinator. 

 

Photographs and statements and any other information or materials deemed necessary will be taken at that 

time (this depends upon the nature of the injury i.e. minor cuts, scrapes, knocks etc. would only need simple 

verbal investigation; there would be no need for photographs, written statements etc.) 

  

Statements will be taken from the following: 

• Injured person or persons (separate statements from each)  

• Witnesses  (separate statements from each)  

• First aider 

 

The results of the investigation will be passed to the Senior Management who will decide on any further actions 

required. (See responsibilities)  

 

Dangerous Occurrences 

All dangerous occurrences which may have resulted in an accident, or which may have caused significant or 

serious harm to persons or damage, to equipment, plant or buildings, must be reported to the HSE Officer who 
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will then decide upon appropriate investigation and actions to minimise or eliminate the chance of any 

recurrence. 

Reportable Occupational Diseases 

Instances of an employee contracting a reportable disease must be reported to the Proprietor who will then 

decide upon appropriate investigation and actions to minimise or eliminate the chance of reoccurrence.  

Responsibilities 

All staff 

Must report any injury at work however slight to their manager / supervisor and cooperate in any subsequent 

investigation. 

 

Must report any dangerous occurrence or disease at work to their manager / supervisor and cooperate in any 

subsequent investigation. 

Health & Safety Coordinator 

Will carry out an investigation of the circumstances of all accidents and dangerous occurrences, they will then 

report the results to the Senior Management who will decide if the accident requires further investigating 

and/or reporting under RIDDOR regulations. 
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Fire Policy 

Introduction 

Fire can have a devastating effect on any business. Due to the risk of fire and the serious consequences of fire, 

the following policy has been produced. 

Policy Objectives 

The objectives of this policy are: 

• To safeguard all persons on COLENA premises from death or injury in the event of a fire or associated 

explosion. 

• To minimise the risk of fire and to limit the spread of fire. 

• To minimise the potential for fire to cause injury, disrupt work, damage to buildings and equipment and 

harm the environment. 

Application 

This policy applies to all persons on COLENA premises and in particular to staff and managers who have a duty 

placed upon them to actively monitor the implementation of this policy. 

 

COLENA will comply with The Fire Regulatory Reform (Fire Safety) order 2005   and all other current fire safety 

legislation and standards.  Where the Company is exempt from specific regulations the fire precaution 

standards and arrangements will be, so far as possible, at least as good as those required by statute. 

 

COLENA will ensure: 

• That adequate means of escape, in case of fire, exist for all persons on Company’s premises. 

• That all means of escape are correctly maintained, kept free from obstruction and available for safe and 

effective use at all times.  

• That where appropriate the means of escape have adequate emergency lighting (in case of fire) which will 

be maintained in efficient working order. 

• That adequate means of giving warning in case of fire exist and are maintained in efficient working order.  

• That adequate means for fighting fire are present and are maintained in efficient working order. 

• That where appropriate, instruction will be given to all persons on Company’s premises regarding 

evacuation procedures.  

• That effective management procedure is in place to respond to a fire. 

• Those measures are taken to protect buildings, installations and equipment from fire that are 

commensurate with the risks and are appropriate to the value and commercial importance of those assets. 

Responsibilities 

Managing Director 

The Managing Director is responsible for ensuring risk assessments, standards and procedures are suitable and 

sufficient. 

H&S Coordinator 

Shall ensure that all precautions and procedures are followed and that persons (contractors / visitors) under 

their responsibility are given adequate instruction on the action to take in the case of fire. 

All Staff 

All staff must comply with all instructions given to them in regard to fire safety and any other fire procedures. 

Staff must also report any observed shortcomings in fire precautions to their manager. 
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Visitors 

Visitors must comply with all instructions given to them in regard to fire safety and any other fire procedures. 

Contractors 

All contractors working on behalf of, or on property owned or controlled by, COLENA must comply with the 

Company Fire Safety Policy and obey all instructions given to them in regard to fire safety by authorised 

Company personnel. They must also ensure that all personnel for whom they are responsible are adequately 

instructed in fire safety procedures and arrangements. 
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Work Equipment Policy 

Provision and Use of Work Equipment Regulations 1998 

Introduction 

COLENA recognises it has a duty under the Provision and Use of Work Equipment Regulations 1998, to ensure 

work equipment is used only for the purpose it was intended.  

Policy Objectives 

• To recognise that all work equipment is to be inspected by a competent person to ensure that equipment 

can be operated, adjusted and maintained safely. 

• To recognise that deterioration, defects, or damage can be detected and remedied. 

• To ensure that all equipment shall be examined by a competent person. 

• To recognise that the use of equipment will involve; starting, stopping, programming, setting, transporting, 

repairing, modifying, maintaining, servicing and cleaning. 

Suitability for work equipment 

COLENA will ensure that work equipment is so constructed or adapted to be suitable for the purpose for which 

it is intended.  When selecting equipment, COLENA shall take into consideration the working conditions and the 

risk to the health and safety of person(s) which exist in the premises and any additional risks posed by the use 

of the equipment. 

Maintenance 

COLENA will ensure that all work equipment is maintained in an efficient state, in efficient working order, in 

good repair and where any machinery has a maintenance log, the log is kept up to date. 

Inspection 

COLENA will ensure that, where the safety of the work equipment depends on the installation conditions, it is 

inspected after installation and before being put into service for the first time, or assembled at a new site or in a 

new location, to ensure that it has been installed correctly and is safe to operate.  The inspections will take 

place at suitable intervals or each time that exceptional circumstances which are liable to jeopardise the safety 

of the work equipment have occurred. 

Specific risks 

COLENA will ensure that work equipment is restricted to person(s) who have been given the task of using it. 

Repairs, modifications, maintenance, or servicing of the work equipment shall be restricted to person(s) 

specifically designated to carry out such work. All designated person(s) will be adequately trained. 

Dangerous parts 

COLENA will ensure that access to dangerous parts will be prevented by the means of suitable guarding. 

Protection against Specific hazards 

COLENA will take measures to ensure that the exposure of person(s) to specific hazards caused by the use of 

any work equipment is controlled as far as is reasonably practicable. (see Regulation 12 Provision and Use of 

Work Equipment Regulations 1998.) 
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High or very low temperature 

COLENA will ensure that work equipment, parts of work equipment and any article substance produced, used 

or stored in work equipment which, in each case, is high or very low temperature shall have protection where 

appropriate so as to prevent injury to any person. 

Controls 

COLENA will ensure that all controls for work equipment are clearly visible and identifiably by appropriate 

marking where necessary. Provisions are in place to allow the work equipment to start, stop and to be isolated 

from energy sources safely.  All work equipment is stable and suitable and sufficient lighting is in place.  

Responsibilities 

Managing Director 

Will ensure that the implementation of the policy pertaining to the Provision and Use Work Equipment 

Regulations 1998. 

Employees 

Will follow all safe working procedures and attend training provided by COLENA.  

 

Ensure that all work equipment is used only for what it was designed for, implement training, and report any 

defects, and any short comings in the policy either from management, other employees or visitors. 
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Young Workers Policy 

The Management of Health and Safety at Work Regulations 1999 (Regulation 19) 

Introduction 

Young workers are defined as, anyone under the age of eighteen in the workplace. 

COLENA recognises that it has a duty of care towards young workers, and understands that young workers are 

vulnerable in the workplace. COLENA will comply with legislation under the Health and Safety at Work Act 1974 

and Management regulations 1999. 

Policy Objectives 

• To recognise that young workers are vulnerable in the work place. 

• To recognise the need for risk assessments to identify the hazard that young workers may face in the 

workplace. 

 

COLENA will ensure that risk assessments are carried out to identify the risks and hazards that young workers 

may face. 

 

Risk assessments will be carried out by a competent person and will contain: 

• Details of the work activities, including any equipment or hazardous substances. 

• Details of any prohibited equipment or processes. 

• Details of health and safety training to be provided. 

• Details of supervision arrangements. 

 

The parents of young workers of sixteen and under will be informed by letter of the outcome of the 

assessment. 

Responsibilities 

Managing Director 

The Managing Director will ensure the implementation and monitoring of the policy. 

Staff/Young workers 

All staff will follow all safe working procedures implemented by COLENA and report any short comings or 

lapses in procedures by other employees, young workers and/or visitors. 
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Expecting Mothers & Nursing Policy 

Introduction 

The Management of Health and Safety at Work Regulations 1999 incorporates the Pregnant Workers Directive 

from the EU.   Any type of work that could present a particular risk to expecting or nursing mothers, the risk 

assessment must include an assessment of such risks. 

Policy Objectives 

• Recognise the need for assessments to identify risks and hazards to expecting and new mothers. 

• The need to introduce procedures and provisions for expecting and new mothers. 

 

COLENA will ensure that risk assessments will be carried out to identify the risks and hazards that expectant 

and new mothers may face. 

 

Risk assessment will be carried out by a competent person and will take into consideration; 

• Manual handling tasks 

• Chemical or biological agents 

• Ionising radiation 

• Passive smoking 

• Lack of rest room facilities 

• Temperature variations 

• Prolonged standing or sitting 

• Stress and violence to staff 

Responsibilities 

Managing Director 

Will be responsible for the implementation of risk assessments and provisions required to comply with 

legislation. 

Staff 

Will follow all safe working procedures implemented by COLENA, and report any short comings or lapses in 

procedures by other employees or visitors. 
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Display Screen Equipment Policy 

Introduction 

This Policy describes the means by which COLENA will comply with the Display Screen Equipment Regulations 

1992. It is issued taking account of revised guidance from the Health and Safety Executive published in 2003. 

Policy Objectives 

The use of the term display screen equipment (DSE), sometimes known as visual display units (VDUs) covers 

cathode ray screens and liquid crystal displays, plasma screens and is inclusive of the use of laptops. The Policy 

is concerned with all aspects of usage, including posture and furniture, visual factors, breaks, environment and 

training. It is intended to minimise the incidence of work related upper limb disorders (WRULD).  A variety of 

"work-related upper limb disorders" may be associated with DSE use, although the precise causal pathway is 

unclear. Some users experience discomfort or aches and pains. 

Users 

The Regulations apply to users of DSE and it is therefore essential to identify relevant employees. In 

determining who are or would be users, COLENA will take account of the frequency, duration, intensity and 

pace of spells of continuous use. Employees will be classed as users if using DSE for continuous spells of an hour 

or more at a time and on a regular daily basis,  this will apply to those who have to transfer information quickly 

to and from the DSE and who also need to apply high levels of attention and concentration.  

Risk Assessment 

There is a requirement to carry out an assessment of the workstations of all users using the assessment 

checklist provided.  Assessment considers all staff. 

Review of assessment 

The risks identified in the assessment will be remedied as soon as is reasonably practicable. Normally reviews 

will be carried out annually. 

Requirements for workstations 

Workstations will conform to the standards laid down in the Regulations.  

Breaks/changes of activity 

COLENA is responsible for planning the activities of users such that adequate breaks/changes of activity are 

achieved. It is advisable, wherever possible, to allow individual employees sufficient flexibility for them to 

organise their own work as much as possible. Short, frequent breaks are more satisfactory than longer breaks, 

e.g. five to ten minutes after fifty to sixty minutes of continuous use is preferable to fifteen minutes every two 

hours. Informal breaks, i.e. time not spent viewing the screen on other tasks, are most effective. Breaks should 

allow users to vary their posture. 

Eyes and eyesight testing 

When users request eye and eyesight testing, this will be provided. The Company will meet the cost of the test 

and reasonable costs of any corrective spectacles recommended by the optometrist. When eyesight tests are 

carried out, the frequency of necessary re-testing will be normally be two years unless otherwise specified by 

the optometrist. 

 

Users are expected to use an optician nominated by the Company. Employees are not entitled to see an 

ophthalmic practitioner of their choosing for these tests. 
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Health and safety training 

Users are required to be provided with health and safety training in addition to any training on how to use the 

workstation and software. 

Training will include: 

• Desirable ergonomic features, e.g. chair comfort.  

• Health risks information regarding assessments - the use and arrangements of workstation components to 

facilitate good posture, prevent over reaching, Avoiding glare and reflections on the screen.  

• The use of adjustment mechanisms, particularly furniture.  

• The need to take advantage of breaks and changes in activity.  

• Information regarding eyesight testing.  

Information 

All users will be informed of the risks of WRULD caused by incorrect posture and poor ergonomics associated 

with DSE use. Information will also be provided on the need for breaks and activity changes. 

Work with portable laptops and notebook computers 

 

Users will be advised wherever possible to apply similar principles to those in the Policy as regards posture and 

breaks/changes of activity. Prolonged users of laptops will use a separate keyboard and ensure the screen is 

raised to the appropriate height or use the laptop keyboard and a separate monitor.   

The use of mice 

All mouse users will ensure that the positioning of the mouse is fairly close to the midline of their body and will 

avoid the arm becoming stretched out from their shoulder. 

Responsibilities  

Managing Director  

The Managing Director will be responsible for implementing all training, assessments and also investigating any 

problems arising from the use of Display Screen Equipment.  This could be delegated to the Health and Safety 

Coordinator. 

Staff  

All staff must follow all safety procedures, any training given, and report any problems to the H&S Coordinator. 
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Noise at Work Policy 

Introduction 

COLENA has a general duty under The Control of Noise Regulations 2005, to reduce any risk to hearing due to 

noise exposure to the lowest reasonably practicable level. 

Policy Objectives 

• To recognize and reduce noise that exceeds safe levels to the lowest practical level. 

• To recognise where the source of noise originates i.e. equipment, traffic, etc. 

• To recognise the need to protect employees / visitors where necessary.  

 

COLENA will comply with the Control of Noise Regulations 2005 by means of the following:  

• Employees exposed to noise levels above 80 dB (a); a competent person will carry out a noise assessment 

which will identify which employees are at risk. 

• The noise assessment will be reviewed when there is a reason to suspect that the assessment is no longer 

valid or there have been significant changes. 

• Noise levels will be reduced to the lowest practical levels. 

• When noise levels exceed second action levels or peak action levels COLENA will reduce noise levels, 

without the use of ear protection, so far as reasonably practicable. 

• Employees exposed to a daily exposure of 80 dB (a) but less than 85 dB (a) can request suitable and 

sufficient ear protection free of charge. 

• Employees exposed to a daily exposure 85 dB (a) or higher, will be issued with suitable and sufficient ear 

protectors free of charge, the wearing of ear protection at these levels will be mandatory. 

Maintenance and use of equipment 

COLENA shall ensure that as so far as reasonably practicable everything provided by them to, or for the benefit 

of an employee under these regulations will be properly used, maintained and in efficient state of working 

order and repair. 

 

Information, Instruction and Training will be given to employees on the correct use, storage and maintenance 

of hearing protection equipment. 

Responsibilities 

Managing Director 

Will be responsible for the implementation of the policy and the arrangements to ensure compliance. 

H&S Coordinator 

 Will be responsible for issuing Personal Protective Equipment (PPE), training, storage and maintenance of PPE 

and arrangements regarding noise reduction levels on machinery. 

Staff 

Will be responsible for wearing and care of PPE where necessary, reporting defect or damage, adhering to 

safety signs,  reporting any short comings with other staff or visitors. 

 

  



 

Health & Safety Policy created by FTS North East Ltd  Page 40 of 75 

Personal Protective Equipment Policy 

Introduction 

Personal Protective Equipment (PPE) is described as equipment that provides protection for health and safety 

risks. This includes protective clothing, hard hats, gloves, safety footwear and protective eye wear etc. 

The Regulations do not apply to PPE worn by employees on the public highway (e.g. cycle or motor cycle 

helmets or protective clothing). 

Policy Objectives 

The Personal Protective Equipment at Work Regulations 1992 cover equipment intended to be used by a person 

at work. This policy aims to ensure any PPE used by COLENA conforms to the relevant requirements. 

Policy 

Risk assessment 

Where PPE is required it will be identified via a risk assessment.  The use of PPE is considered only as a last 

resort for the risk control, and is used only after all other practicable measures have been taken. 

The following will be taken into account in any assessment: 

• The risks in the workplace; 

• The parts of the body which may be affected; 

• The nature of the task; 

• The degree of physical effort involved; 

• Methods of work; 

• How long PPE must be worn; 

• Any special requirements e.g. ease of use with prescription spectacles, or with other PPE. 

Selection of suitable PPE 

COLENA will only use PPE that gives: 

• Adequate control and protection of any risks identified, without in itself adding to the risk; 

• Compatibility with other items of PPE 

• Minimum discomfort to the wearer. 

 

COLENA will provide PPE free of charge to employees when risks to health and safety cannot be adequately 

controlled by other means. No charge will be made for its cleaning or maintenance.  An allowance may be paid 

to staff to select their own footwear. 

Standard of PPE provided 

All PPE must be to an appropriate British (BS) or European (EN) Standard, be "CE" marked and comprehensive 

user information must be provided by the supplier. The purchase of PPE from a reputable supplier will ensure 

that suitably certified equipment is being provided (Contact FTS North East Ltd for advice where PPE is 

required). 

Maintenance of PPE 

Written procedures for any necessary maintenance of PPE will describe the extent and frequency of 

maintenance and the names of individuals responsible; manufacturers' maintenance instructions and schedules 

must be followed. The wearer can usually carry out simple maintenance. 

 

It is often preferable to use disposable PPE, thus avoiding having to devise and carry out these procedures. In 

this case it is important that information provided by the manufacturer is passed to the users so they can 

recognise when to discard and replace the equipment. 
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Storage of PPE 

Some means for PPE to be stored when not in use so as to protect it from contamination, loss, or damage must 

be provided. In most cases this will be very simple, e.g. pegs or lockers for clothing. Contaminated PPE must be 

stored separately from clean PPE or ordinary clothing. 

Information, instruction and training 

Users of PPE must be provided with sufficient information, instruction and training to use it effectively (why the 

PPE is being used; how to fit, wear or store it). With simple equipment such as safety helmets, only very basic 

user instructions are required. Training records will be kept wherever more than very simple instruction is 

required. 

Responsibilities  

Managing Director 

Will ensure the implementation of the policy, and ensure training is provided where necessary. 

Staff 

Will comply with all safe working practices, wear all PPE issued, report losses or damage, and store PPE safely. 

Will attend all training requirements and to report short comings by other employees, contractors and visitors. 
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Lifting Operations Policy 

Introduction 

Under the Management of Health and Safety at Work Regulations 1999, The Lifting Operations and Lifting 

Equipment Regulations 1998 (LOLER) and other regulations it is a legal requirement for an employer to provide 

safe and adequate lifting equipment, including maintenance and training. 

Policy Objectives 

• To recognise the need for all lifting equipment and attachments to be maintained on a regular basis. 

• To recognise the need for a procedure to identify faults and damage to machinery and attachments. 

• To recognise that all lifting equipment and attachments shall be operated by trained competent person(s).  

 

Strength and Stability 

COLENA shall ensure that all lifting equipment and attachments is of adequate strength and stability for each 

load. 

Lifting Equipment for Persons 

COLENA shall ensure that all lifting equipment for persons is as such to prevent any one using or carrying out 

activities being crushed, trapped or struck or falling from the carrier.  Have suitable devices to prevent the risk 

of a carrier falling. COLENA shall ensure that if the above risks cannot be prevented for reasons inherent in the 

site and height differences, the carrier has an enhanced safety co-efficient suspension rope or chain, and rope 

or chain is inspected by a competent person(s) every working day. 

Positioning and Installation 

COLENA shall ensure that lifting equipment is positioned or installed in such a way as to reduce, to as low as 

possible, the risk of the equipment or  a load striking a person(s) or from load drifting, falling freely, or being 

released unintentionally; and is otherwise safe. COLENA will ensure that there are suitable devices to prevent 

person(s) from falling down a shaft or hoist way. 

Marking of Lifting Equipment 

COLENA shall ensure that machinery for lifting loads is clearly marked to indicate their safe working loads 

(SWL), Where the safe working load for machinery for lifting loads depends on its configuration the machinery 

shall be clearly marked to indicate its (SWL) for each configuration, or information that clearly indicates its 

(SWL) for each configuration shall be kept with the machinery. 

Organisation of Lifting Operations 

COLENA shall ensure that every lift operation involving lifting equipment is: 

• Properly planned by a competent person(s). 

• Appropriately supervised. 

• Carried out in a safe manner. 

Thorough Examinations and Inspections 

COLENA shall ensure that before lifting equipment is put into service for the first time it is thoroughly examined 

for any defects unless either: 

• The lifting equipment has not been used before. 

• In the case of lifting equipment for which an EC declaration of conformity could or will have been drawn up, 

COLENA has received such a declaration made not more than 12 months before the lifting equipment has 
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been put into service, or, if obtained from the undertaking of another person, it is accompanied by physical 

evidence that the thorough examination has been carried out. 

 

COLENA shall ensure where the safety of lifting equipment depends on the installation conditions, is thoroughly 

examined to ensure that it has been installed correctly and is safe to operate. 

• After installation and before being put into service for the first time.  

• After assembly and before being put into service at a new location. 

 

COLENA shall ensure that lifting equipment which is exposed to conditions causing deterioration which is liable 

to result in dangerous situations is thoroughly examined. 

• In the case of lifting equipment for lifting person(s) and accessory for lifting, at least every six months. 

• In the case of other lifting equipment, at least every 12 months; or 

• In either case, in accordance with the examination scheme; and 

• Each time that exceptional circumstances which are liable to jeopardise the safety of the lifting equipment 

have occurred. 

• Where appropriate for the purpose, such lifting equipment is inspected by a competent person(s) at 

suitable intervals between thorough examinations to ensure that health and safety conditions are 

maintained and that any deterioration can be detected and remedied in good time. 

• COLENA shall ensure that no lifting equipment; 

• Leaves his undertakings; or 

• If obtained from the undertaking of another person(s), is used in his undertaking, unless it is accompanied 

by physical evidence that the last thorough examination required to be carried out under this Regulation has 

been carried out. 

Reports and Defects 

Any person making a thorough examination shall notify COLENA of any defect forthwith. COLENA when 

notified of any defects shall ensure that the lifting equipment is not used before the defect is rectified, or in the 

case where defect could become a danger, after a time specified and before the defect is rectified. 

Record keeping  

When COLENA obtains lifting equipment to which the regulations apply receives an EC declaration of 

conformity relating to it, COLENA shall keep the declaration for as long as the lifting equipment is held. 

Responsibilities  

Managing Director 

Will ensure the implementation of the policy and to provide training where necessary. 

Staff 

Will comply with all safe working practices, wear all PPE issued, attend all training requirements and to report 

short comings by employees, contractors and visitors. 
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Lone Working Policy 

Introduction 

Lone working is not covered by any specific piece of legislation but the Health and Safety at Work etc. Act 1974 

and the Management of Health and Safety at Work Regulations 1999 apply in most instances.  

Policy Objectives 

This policy aims to set down the measures that COLENA may put in place to reduce risks posed to their “Lone 

Workers” i.e. those who work by themselves without close or direct supervision.  This may include those who 

work alone in a specific area or building (e.g. home-workers, cleaners, security etc.) or can include mobile 

workers who work alone but in a number of locations. 

 

COLENA will identify all significant hazards relating to lone working activity, evaluate the risks 

(low/medium/high) and describe control measures or identify any further measures required.   

 

New or “One Off” hazards will be identified on a separate risk assessment form and cross-referenced with the 

general risk assessment document where appropriate. Specific assessments may be required for hazardous 

substances, display screen equipment and manual handling operations. 

Hazards to Consider 

Workplace 

Hazards specific to the workplace/environment which may create particular risks for lone workers, e.g. remote 

areas.  Consider transport, access requirements, and parking arrangements. 

Process 

Hazards particular to the work process, creating specific risks for lone workers, e.g. work out of the office/on 

site. 

Equipment 

Hazards specific to the work equipment which may create particular risks for lone workers, e.g. manual 

handling. 

Violence 

Is there a risk of violence? Is there a history of violence or threats to Staff? 

Individual 

Hazards specific to the individual which may create particular risks for lone workers e.g. medical conditions, 

disabilities, expectant mothers, age, inexperienced, etc. 

Work Pattern 

The employee work pattern and how it relates to those of other workers in terms of both time and geography. 

Risk Reduction Measures to Consider: 

• Specific information, instruction and training (e.g. emergency procedures, out-of-hours procedures, 

personal safety training, etc.).  

• Increased communication systems / procedures (e.g.  regular pre-arranged contact by e.g. mobile phone)  

• Increased supervision or security (e.g. lighting at entrances, exits, car parks, CCTV, secure access, personal 

alarms) 

• Provision of small lone worker first aid box for vehicles.  
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Supervision 

The extent of supervision required will depend upon the level of risks involved and the ability and experience of 

the lone worker.  Examples of supervisory measures which can be applied include: 

• Periodic telephone contact with lone workers,  

• Periodic site visits to lone workers,  

• Regular contact (telephone, etc.),  

• Automatic/Manual warning devices, e.g., motion sensors, panic alarms, etc.,  

• End of task/shift contact (i.e. returning keys)  

Records 

Document the findings in writing and ensure all employees affected have access to the document and 

understand what procedures/control measures are in place. 

Responsibilities 

Manager/Supervisor 

Will be responsible for the implementation of the Policy and safe working practices. 

Staff 

Will be responsible for following safe working practices put in place by COLENA, for following any training 

given, and for the reporting of any short comings in the policy and or by other employees or visitors. 
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Working at Height Policy 

Introduction 

The new Working at Heights Regulations came into force 6th April 2005.  Working at height means working in 

any place, including a place at or below ground level, obtaining access to or egress from such place while at 

work, except by a staircase in a permanent workplace. 

Policy Objectives 

• To recognise the need to comply with legislation. 

• To recognize the need for organisation and planning. 

• To recognise the need for training and competent person(s). 

• To recognise the correct selection of equipment. 

• To recognise the importance of inspections and duties of person(s) at work. 

Application 

COLENA shall ensure that all legislation under the Working at Heights Regulations 2005 will be adhered to. 

Organisation and Planning 

COLENA will ensure that all work at height is properly planned by a competent person(s).  All work shall be 

supervised appropriately and carried out in a manner which is so far as is reasonably practicable safe, and 

planning will include correct selection of equipment.  COLENA shall ensure that work at height is carried out 

only when the weather conditions do not jeopardise the health or safety of person(s) involved in the work. 

Competence 

COLENA shall ensure that no person engages in any activity including organisation, planning and supervision, in 

relation to work at height or work equipment for use in such work unless he is competent to do so or, if being 

trained, is being supervised by a competent person. 

Avoidance or Risks from Work at Heights 

COLENA shall ensure that work is not carried out at height where it is reasonably practicable to carry out the 

work safely otherwise than at height.  Where work is carried out at height every employer shall take suitable 

and sufficient measures to prevent, so far as is reasonably practicable, any person falling a distance liable to 

cause personal injury. 

Selections of Work Equipment for Work at Height 

COLENA shall ensure when selecting work equipment for use in work at height; 

• Collective protection measures are given priority over personal protection measures 

• That an account is taken of the working conditions and the risks to the safety of person(s) at the place 

where the work equipment is to be used. 

• Equipment for access and egress is suitable, given the distances to be negotiated. 

• All work equipment is suitable given the distance and consequences of any potential fall. 

• Equipment is suitable for tasks required, given the intended duration and frequency of use. 

• All equipment will allow for easy and timely evacuation and rescue in an emergency 

• Any additional risks posed by the use, installation, removal of equipment or by evacuation and rescue from it 

are adequately controlled, as far as is reasonably practicable. 

• The other provisions of these Regulations are upheld. 

 

COLENA shall select work equipment for work at height which; 
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• Has characteristics including dimensions which are appropriate to the nature of the work to be performed 

and the foreseeable loadings. 

• Allow passage without risk; and. 

• Is in all other respects the most suitable work equipment. Taking into account particularly the purposes 

specified in regulation 6. 

Fragile Surfaces 

COLENA shall ensure that no person at work passes across or near, or works on, from or near, a fragile surface 

where it is reasonably practicable to carry out work safely and under appropriate ergonomic conditions without 

his doing so. 

Falling objects 

COLENA shall where necessary to prevent injury to any person, take suitable and sufficient steps, to prevent so 

far as is reasonably practicable, the fall of any material or object. 

Danger areas 

COLENA shall ensure that where a workplace contains an area in which, owing to the nature of the work, there 

is a risk of any person at work, falling a distance; or being struck by a falling object, which is liable to cause 

personal injury, the workplace is so far as is reasonably practicable equipped with devices preventing 

unauthorised persons from entering such area; and such area are clearly indicated. 

Inspection of work equipment 

COLENA shall ensure that, where the safety of work equipment depends on how it is installed or assembled, it 

is not used after installation or assembly in any position unless it has been inspected in that position. 

 

COLENA shall ensure that work equipment exposed to conditions causing deterioration which is liable to result 

in dangerous situations is inspected; 

• At suitable intervals; and  

• Each time that exceptional circumstances which are liable to jeopardise the safety of the work equipment 

have occurred. 

• To ensure that health and safety conditions are maintained and that any deterioration can be detected and 

remedied in good time. 

Inspection of places of work at height 

COLENA shall so far as is reasonably practicable ensure that the surface and every parapet, permanent rail or 

other such fall protection measure of every place of work at height are checked on each occasion before the 

place is used. 

Duties of persons at work 

Every person shall, where working under the control of another person, report to that person any activity or 

defect relating to work at height which he knows is likely to endanger the safety of himself or another person. 

 

Every person shall use any work equipment or safety device provided to him for work at height by his employer, 

or by a person under whose control he works, in accordance with; 

• Any training in the use of the work equipment or device concerned which have been received by him; and 

• The instructions respecting that use which have been provided to him by that employer or person in 

compliance with the requirements and prohibitions imposed upon that employer or person by or under the 

relevant statutory provisions. 
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Requirements for All Working Platforms 

Condition of surfaces 

COLENA shall ensure any surface upon which any supporting structure rests shall be stable, of sufficient 

strength and of suitable composition safely to support the supporting structure, the working platform and any 

loading intended to be placed on the working platform. 

Stability of supporting structure 

COLENA will ensure that any supporting structure shall; 

• Be suitable and of sufficient strength and rigidity for the purpose for which it is being used; 

• In the case of a wheeled structure be prevented by appropriate devices from moving inadvertently during 

work at height; 

• In other cases, be prevented from slipping by secure attachment to the bearing surface or to another 

structure, provision of an effective anti-slip device or by other means of equivalent effectiveness; 

• Be stable while being erected, used and dismantled; and 

• When altered or modified, be so altered or modified as to ensure that it remains stable. 

Stability of working platforms 

COLENA shall ensure that any working platform shall; 

• Be suitable and of sufficient strength and rigidity for the purpose or purposes for which it is intended to be 

used or is being used; 

• Be so erected and used as to ensure that its components do not become accidentally displaced so as to 

endanger any person; 

• When altered or modified, be so altered or modified as to ensure that it remains stable; and  

• Be dismantled in such a way as to prevent accidental displacement. 

Safety on working platforms 

COLENA shall ensure that all working platforms shall; 

• Be of sufficient dimensions to permit the safe passage of persons and the safe use of any plant or materials 

required to be used and to provide a safe working area having regard to the work being carried out there; 

• Possess a suitable surface and, in particular, be so constructed that the surface of the working platform has 

no gap large enough that a person(s) or materials could fall through. 

Loading 

COLENA shall ensure that all working platforms and any supporting structure shall not be loaded so as to give 

rise to a risk of collapse or to any deformation which could affect its safe use. 

Scaffolding 

COLENA shall ensure that all erection of scaffolding and zip up towers shall be carried out by competent 

person(s).  

Responsibilities 

Managing Director 

Will be responsible for the implementation of the policy, or delegate the responsibilities to a competent 

person(s) 

Staff  

Will be responsible for following safe working practices, only work at heights and use the equipment if they 

have been trained.  Report all short comings in the policy and by other employees, contractors, and visitors. 
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Ladders and Stepladders Policy 

Introduction 

A third of all reported fall-from-height incidents involve ladders and stepladders, on average this accounts for 14 

deaths and 1200 major injuries to workers each year.  Many of these injuries are caused by inappropriate or 

incorrect use of the equipment. 

Policy Objectives 

• To identify the correct selection of equipment. 

• To identify the need for daily checks. 

• To identify the need for a maintenance program and log  

• To identify the training needs for use on ladders and step ladders. 

 

COLENA shall ensure that a ladder is used for work at height only if a risk assessment under regulation 3 of the 

Management Regulations has demonstrated that the use of more suitable work equipment is not justified 

because of the low risk and; 

• The short duration of use; or existing features on site which he cannot alter; 

• Any surface upon which a ladder rests shall be stable, firm, of sufficient strength 

• and of suitable composition safely to support the ladder so that its rungs or steps remain horizontal, and any 

loading intended to be placed on it; 

• A ladder shall be so positioned as to ensure its stability during use; 

• A suspended ladder shall be attached in a secure manner and so that, with the exception of a flexible ladder, 

it cannot be displaced and swinging is prevented; 

 

A portable ladder shall be prevented from slipping during use by; 

• Securing the stiles at or near their upper or lower ends; 

• A effective anti-slip or other effective stability device; or 

• Other arrangement of equivalent effectiveness; 

• A ladder used for access shall be long enough to protrude sufficiently above the place of landing to which it 

provides access, unless other measures have been taken to ensure a firm handhold; 

• No interlocking or extension ladder shall be used unless its sections are prevented from moving relative to 

each other while in use; 

• A mobile ladder shall be prevented from moving before it is stepped on; 

• Where a ladder or run of ladders rises a vertical distance of 9 metres or more above its base, there shall, 

where reasonably practicable, be provided at suitable intervals sufficient safe landing areas or rest 

platforms. 

 

Every ladder shall be used in such a way that; 

• A secure handhold and secure support are always available to the user; and 

• The user can maintain a safe handhold when carrying a load unless, in the case of a step ladder, the 

maintenance of a handhold is not practicable when a load is carried, and a risk assessment under regulation 

3 of the Management Regulations has demonstrated that the use of a stepladder is justified because of the 

low risk and the short duration of use. 

Responsibilities 

Managing Director 

Will be responsible for the implementation of the policy, or delegate the responsibilities to a competent 

person(s) 
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Staff  

All employees will be responsible for following safe working practices and only work on ladders if they have 

been trained.  Report all short comings in the policy and by other employees, contractors and visitors. 
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Training Policy 

Introduction 

Health and Safety training is very an important part of the health and safety culture and is also a legal 

requirement, under the Management of Health and Safety at Work Regulations 1999 and other regulations for 

an employer to provide such training. 

Policy Objectives 

• To recognise the need for training. 

• To recognise the types of training required. 

• To recognise the need for training updates. 

Policy 

COLENA will ensure that all training and update training will be given to all new and existing employees. 

That training will be given on recruitment, induction or when employees are exposed to new or increased risks 

due to;  

• Being transferred to another job or given a change in responsibilities. 

• Introduction of new work equipment or a change in existing work equipment. 

• Introduction of new technology. 

• Introduction of a new system of work or revision of an existing system of work. 

• Increase in the employment of more vulnerable employees (young or persons with disabilities. 

• Particular training required by the organisations insurance Company (e.g. specific fire and emergency 

training) 

• Any additional training needed following a single or series of accidents or near misses, introduction of new 

legislation, the issuing of enforcement notices or as a result in a risk assessment or safety audit will be given. 

Responsibilities 

Managing Director 

Will be responsible for the implementation of all training and update training. 

Staff 

All staff will be responsible for attending all training and working within all safe working practices procedure 

implemented by COLENA, to report all short comings by management, other employees, and visitors. 
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Electricity at Work Policy 

Introduction 

Electricity is widely used, efficient and convenient, but is a potentially hazardous method of transmitting 

energy. COLENA recognises they have a duty under the Electricity at Work Regulations 1989 to ensure the 

health and safety and welfare of their employees and others whom may be affected by COLENA undertakings. 

Policy Objectives 

• To recognize the need for annual checks by a competent person(s). 

• To recognize the need to keep employees, contractors and visitors safe. 

• To recognize the need for training for employers and employees. 

 

COLENA shall ensure that the electrical installations will be checked by a competent person(s) at least every 

five years and all portable equipment will be tested by a competent person(s) at regular intervals.  

 

That training will be given to identify the hazards associated with electricity;  

• Electric shock. 

• Burns. 

• Fire & Explosions. 

• Arcing. 

• Portable electrical equipment & secondary hazards. 

 

COLENA shall provide a procedure for the reporting of any defects to electrical equipment and will ensure that 

all maintenance and electrical work will be carried out by a competent person(s). 

 

COLENA shall ensure that all work equipment that can cause injury, which is in need of maintenance or repair, 

shall be locked off in such a manner that only designated person(s) can unlock the equipment or restart the 

equipment safely. 

Responsibilities 

Managing Director 

The Managing Director will be responsible for the implementation of the Electricity at Work Policy or the 

delegation of any duties to a competent person. 

Staff 

All employees will attend all training sessions, will inspect any electrical equipment before use, and report any 

defects in equipment and any short comings by other employees. 
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Control of Substances Hazardous To Health Policy 

Introduction 

COLENA recognises they have a duty under the Control of Substances Hazardous to Health Regulations 2002 

and to ensure the health and safety and welfare of their employees. 

Policy Objectives 

• To recognise the hazards of working with hazardous substance. 

• To reduce the time exposed to hazardous substances. 

• To protect employees by way of risk assessments, safe working practices, and use of PPE 

 

It is the policy of COLENA whenever reasonably practicable to avoid exposure of staff or members of the public 

to any substances classified as hazardous to health.  Suitable and sufficient assessments are to be carried out 

before any hazardous substance is used.  All staff will be informed, instructed and trained in the use of any 

hazardous substance. The need for health surveillance will be assessed.  

Safety Data Sheets/Material Safety Data Sheets 

Those responsible for ordering products, which are hazardous to health, will obtain a material safety data sheet 

(MSDS) from the manufacturer/supplier (they have a legal duty to supply this information).  COLENA has a 

complete list of all MSDS information on the personal computer and CD format at the main office.  

COSHH Risk Assessments  

A COSHH risk assessment must be completed for each product that is hazardous to health. A copy of this 

assessment and any other information necessary for the safe use, storage, handling and subsequent disposal of 

the product/substance must be made available for inspection by the employees in the FTS North East Ltd File, 

or its location noted.  

 

The assessment will recommend the correct PPE/RPE a user will wear to protect himself where other forms of 

protection are not available. 

Review 

COSHH Risk assessments and material safety data sheets will be checked for validity at least annually or 

whenever any changes indicate a need for review; e.g. spillage or accident involving the hazardous substance.   

Responsibilities 

Managing director  

Will be responsible for all assessments, information, instruction, training, and any PPE to be given to staff 

working with hazardous substances. 

Staff 

Will be responsible for following safe systems of work including training, wearing of PPE, and reporting any 

short comings. 
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Environmental Policy 

COLENA is an environmentally aware Company and we expect our employees and clients to contribute where 

possible to protect the environment. 

 

This can be achieved by following the simple rules shown below: 

• Return any unused items from site to the stores. 

• Redundant fluorescent tubes and toner cartridges are to be returned to store for disposal. 

• Turn lights, heaters and monitors off at night. 

• Ensure waste is separated and disposed of in designated skips. 

• When printings do not waste paper, try and use both sides. 

 

COLENA acknowledges the Environmental Act 1991 and its associated legislation.  More recently we 

acknowledge the EC directive (2002/96/EC) on the Waste Electrical Electronic Equipment (WEEE).  We will carry 

out our activities paying particular attention to the effect on the surrounding environment so as not to cause 

any contamination or danger to others. 

 

All hazardous substances will be disposed of in the correct manner according to the manufacturer’s details, 

(COSHH Sheets). 

 

All site waste shall be disposed of in bins provided by the client or returned to the workshop/retailer for 

disposal. 

 

In accordance with current guidance from the Environmental Agency COLENA will adopt the following nine 

principles: 

1 Storage and Handling of materials 

We will supervise deliveries of materials to our client sites and check the delivery note to ensure that the goods 

ordered are those received.  Clearly label refillable containers with contents and storage capacity; this will 

reduce the risk of overfill and spillage will ensure that the contents are easily identified. 

2 Noise and odour 

We will be aware of any incident reported to the local authority Environmental Health department will any 

complaints of “statutory nuisance” arise such as:- 

• Poor state of your premises 

• Noise 

• Smoke, fumes, gases dust or steam 

• Smell 

• Effluents 

• Keeping of animals 

• Accumulation of refuse or other material. 

 

The Local Authority Environment Health department has the power to impose restrictions or to close down 

business if they find just cause, we expect our clients to take all reasonable steps to prevent or minimise a 

nuisance or potential nuisance, in the same manner and professionalism as we do. For example, establish 

whether you might be causing nuisance to neighbours by regularly checking noise, odours and emissions near 

the boundary of your premises at different times of the day and during different operating conditions. 
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3 Discharge of water 

We will ensure that any waste water, oils and concentrated chemicals that require special attention or 

treatment are disposed of in the correct manner after taking advice and guidance from suppliers, the local 

authority or the Environmental Agency.  We will do this as our “Duty of Care” and dispose of the material at the 

correct and authorised sites.   We expect our clients to follow our lead in this initiative. 

4 Storage and disposal of waste 

Whatever the method of disposal of waste, and type of waste, we at COLENA have a “Duty of Care” to ensure 

the safe and correct disposal or recovery of the waste produced by ourselves and our clients.  Our clients have 

the same duty of care and we expect them to adhere to our policy.  We will endeavour to record all waste 

received or transferred through a system of signed waste transfer notes.  Everyone is responsible for this waste 

whether it is passed onto another party such as:- 

• Specialist contractor 

• Scrap metal contractor 

• Recycling contractor 

• Local Authority 

• Skip hire Company 

 

The “Duty of Care” has no time limit and extends until the waste has either been fairly and properly disposed of 

or fully recovered. 

5 Packaging 

We will endeavour as far as possible to use reusable packaging wherever possible.  We will work with our 

suppliers to reduce the quantity of packaging waste that needs to be disposed of and use our buying power to 

discriminate against over-packaged items. 

6 Land contamination 

We will work together with any local authority to check any contracted land for contamination. If remedial 

work is required we will liaise with the relevant authorities to do this in the best way possible to the benefit of 

the public, our client and the environment.  We will do this within an agreed time limit mutually agreed with the 

relevant authorities. 

7 Energy efficiency 

We encourage all our staff to be environmentally conscious.  We expect them to save energy by being proactive 

in turning lights off, monitoring utility consumption and wherever possible switch of fall non-essential 

appliances, especially overnight.  This will include personal computers, heating systems, charging items printers 

etc.  Employees are expected to monitor unused electrical items and switch off where possible. 

8 Water efficiency 

Water efficiency is constantly monitored by use of meters, bills and a proactive approach to general use. 

9 Legislation 

We will endeavour to keep abreast of new legislation, regulators guidance and authority‘s communications to 

achieve all of the above goals to preserve the environment.  With that in mind we are currently adopting the EC 

new directive known as WEEE (The Waste Electrical and Electronic Directive).  This mainly deals with the 

producing and recycling of electrical goods. 
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Alcohol Policy 

Introduction 

Alcohol misuse is an ever-increasing problem within the workplace. Statistics show that employees who drink 

excessively, or inappropriately, in relation to work are more likely to endanger their fellow workers have 

accidents at work, be absent from work and be less efficient than colleagues who do not do so. 

Aims of the policy 

The employees of COLENA are its most valuable assets. The Company recognises that, for a number of reasons, 

employees could develop alcohol-related problems during the course of their employment.  

 

The aims of this policy are to:  

Promote a responsible attitude to drinking within the Company by: 

• Encouraging safe and responsible drinking habits. 

• Making known to employees the harmful effects of the excessive consumption of alcohol. 

• Minimising problems and accidents at work arising from alcohol and its misuse. 

• Promoting the well-being and health of employees. 

Offer assistance and advice to employees who need it by: 

• Identifying employees with possible problems relating to alcohol misuse at an early stage. 

• Offering guidance and, where required, actively encouraging employees with possible problems to seek 

appropriate help. 

• Offering employees known to have alcohol-related problems affecting their work referral to an appropriate 

agency for diagnosis. 

Prohibition on alcohol consumption in the workplace 

Social drinking is, of course, a personal matter and does not directly concern the Company, although the 

Company is keen to raise the level of awareness amongst staff of the risks of alcohol abuse. The Company's 

concern only arises when, because of the pattern or amount of drink involved, the employee's health, work or 

attitude deteriorates. 

 

Even a small amount of alcohol can affect work performance and, if an employee is found under the influence 

of alcohol at work, there could be serious safety; work and personal consequences (see the section on 

misconduct below). 

 

No alcohol must be brought onto or consumed on Company premises during normal working hours, which 

includes, for this purpose, lunchtimes. Staff must not drink alcohol if they are required to drive private or 

Company vehicles on business. Staff must also not drink alcohol when they are on operational standby or on 

call. Staff representing the Company at business functions,  providing hospitality or attending Company 

organised social events outside normal working hours  will be expected to be moderate if drinking alcohol and 

to take specific action to ensure they are well within the legal limits if they are driving. 

Advice and counselling 

It is the Company's intention to deal constructively and sympathetically with an employee's alcohol-related 

problems, such as alcohol dependency. If it is known that an employee has an alcohol problem, COLENA will 

provide advice and guidance on how to seek suitable treatment. The primary objective of any discussions of this 

type will be to assist the employee with the problem in as compassionate and constructive way as possible.  
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Whilst certain personnel records will be necessary, any discussions of the nature of an employee's alcohol 

problems and the records of any treatment will be strictly confidential unless the employee agrees otherwise. 

Alcohol-related misconduct 

This policy, for assisting employees with alcohol-related problems, is separate from the Company's disciplinary 

procedures. However, action will be taken under the disciplinary procedure if misconduct takes place at work as 

a result of drinking or if an employee is found to be under the influence of alcohol whilst at work. If an 

employee is known to be, or strongly suspected of being, intoxicated by alcohol during working hours, 

arrangements will be made for the employee to be escorted from the Company's premises immediately. 

Incapacity through an excess of alcohol at work is a gross misconduct offence under the disciplinary procedure 

and the employee is therefore liable to be summarily dismissed. Where an employee with an identified alcohol 

problem which affects conduct at work or performance at work refuses the opportunity to receive help, the 

matter will be referred for action through the disciplinary procedure as appropriate. Likewise, if after accepting 

counselling and assistance and following review and evaluation the conduct or work performance reverts to 

the problem level, the matter may also be dealt with through the disciplinary procedure. 

Alcohol screening 

On the grounds of protecting health and safety and only where necessary to achieve a legitimate business aim, 

the Company reserves the right to carry out random alcohol screening tests on employees in the workplace 

whose activities and job duties have a significant impact on the health and safety of others. The guidelines 

promulgated in the Company’s Equal Opportunities Policy are to be followed in relation to alcohol screening. If 

an employee receives a positive test result, this will be viewed as a gross misconduct offence and renders the 

employee liable to summary dismissal. Refusal to submit to an alcohol screening test without reasonable 

excuse will be dealt with through the disciplinary procedure. 

Training 

On commencing employment with COLENA every new employee will be given a copy of this policy and an 

opportunity to discuss it. They will be made aware of the effects of alcohol misuse and will be encouraged not 

to cover up for employees with an alcohol problem but to recognise that collusion represents a false sense of 

loyalty. 
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Drugs Policy 

Introduction 

Drug misuse is an ever-increasing problem within the workplace. Statistics show that employees who take 

unlawful drugs are more likely to endanger their fellow workers, have accidents at work, be absent from work 

and be less efficient than colleagues who do not do so. 

Aims of the policy 

The employees of COLENA are its most valuable assets. The Company recognises that, for a number of reasons, 

employees could develop drug-related problems during the course of their employment. This policy applies to 

drugs which are unlawful under the criminal law and not to prescribed medication. The aims of this policy are 

to:  

Promote a responsible attitude to drugs within the Company by: 

• Making known to employees the harmful effects of drugs. Minimising problems and accidents at work 

arising from the misuse of drugs. Promoting the well-being and health of employees.  

Offer assistance and advice to employees who need it by: 

• Identifying employees with possible problems relating to drug misuse at an early stage. Offering guidance 

and, where required, actively encouraging employees with possible problems to seek appropriate help 

offering employees known to have drug-related problems affecting their work by a referral to an 

appropriate agency for diagnosis.  

Prohibition on drugs in the workplace 

If an employee is found under the influence of drugs at work, there could be serious safety; work and personal 

consequences (see the section on misconduct below). 

 

Drugs must not be brought onto or consumed on Company premises at any time. Staff must not take drugs if 

they are required to drive private or Company vehicles on business. Staff must also not take drugs when they 

are on operational standby or on call. 

 

Staff representing the Company at business functions, providing hospitality or attending Company organised 

social events outside normal working hours are prohibited from taking drugs on these occasions. Any breach of 

these rules will result in disciplinary action being taken which is likely to result in the employee’s summary 

dismissal on grounds of gross misconduct. 

Advice and counselling 

It is the Company’s intention to deal constructively and sympathetically with an employee’s drug related 

problems, such as drug dependency. When it is known that an employee has a drug problem, COLENA will 

provide advice and guidance on how to seek suitable treatment. The primary objective of any discussions of this 

type will be to assist the employee with the problem in as compassionate and constructive way as possible. 

 

Whilst certain personnel records will be necessary, any discussions of the nature of an employee’s drug 

problems and the records of any treatment will be strictly confidential unless the employee agrees otherwise. 

Drug-related misconduct 

This policy, for assisting employees with drug-related problems, is separate from the Company’s disciplinary 

procedures. However, action will be taken under the disciplinary procedure if misconduct takes place at work as 

a result of taking drugs or if an employee is found to be under the influence of drugs whilst at work or is found 

to have brought drugs on to or consumed drugs on the Company’s premises. If an employee is known to be, or 
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strongly suspected of being, intoxicated by drugs during working hours, arrangements will be made for the 

employee to be escorted from the Company’s premises immediately. 

 

Incapacity through drugs at work, which have not been prescribed on medical grounds, is a gross misconduct 

offence under the disciplinary procedure and the employee is therefore liable to be summarily dismissed. This 

also applies to any employee believed to be buying or selling drugs or in possession of drugs on the Company’s 

premises. Where an employee with an identified drug problem which affects conduct at work or performance 

at work refuses the opportunity to receive help, the matter will be referred for action through the disciplinary 

procedure as appropriate. Likewise, if after accepting counselling and assistance, and following review and 

evaluation, the conduct or work performance reverts to the problem level, the matter may also be dealt with 

through the disciplinary procedure. 

Drug screening 

On the grounds of protecting health and safety and only where necessary to achieve a legitimate business aim, 

the Company reserves the right to carry out random drug screening tests on employees in the workplace 

whose activities and job duties have a significant impact on the health and safety of others. The guidelines 

promulgated in the Company’s Equal Opportunities Policy are to be followed in relation to drug screening. If an 

employee receives a positive test result this will be viewed as a gross misconduct offence and renders the 

employee liable to summary dismissal. Refusal to submit to a drug screening test without reasonable excuse 

will be dealt with through the disciplinary procedure. 

Training 

On commencing employment with COLENA every new employee will be given a copy of this policy and an 

opportunity to discuss it. They will be made aware of the effects of drug misuse and will be encouraged not to 

cover up for employees with a drug problem but to recognise that collusion represents a false sense of loyalty. 
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Asbestos Management Policy 

Introduction 

COLENA, the Company, Health and Safety Policy details their commitment to reducing the risks posed by the 

Companies undertaking to the health and safety of all members of the Company community to a tolerable level. 

This policy specifically identifies how the general aims of the overall health and safety policy will be met with 

regard to the risks arising from asbestos-containing materials (ACM). 

Policy Objectives 

COLENA, the Company, will ensure that all ACM falling under its control will be managed in such a manner as to 

eliminate, so far as reasonably practicable, exposure to asbestos fibres of employees of the Company and 

anyone else that could be affected. Where exposure cannot be eliminated, COLENA, the Company, shall ensure 

that exposure to asbestos fibres is reduced below any statutory control limits or action levels that may be in 

existence to ensure all employees, contractors and visitors are informed of all ACMs whereabouts. 

 

COLENA shall comply with The Control of Asbestos Regulations 2012 and ensure that; 

Managing asbestos in building 

COLENA as the controller of a building has a duty to manage the asbestos.  As the duty holder we will take 

reasonable steps to find out if there are materials containing asbestos in the premises and, if so, how much, 

where they are and what condition they are in; This can, but does not have to, involve a survey.  

 

There are 2 types of survey for ACM: 

1 Management Survey 

The Management Survey purpose is required to manage ACM during the normal occupation and use of 

premises.  The duty-holder can make a Management Survey where the premises are simple and 

straightforward.  Otherwise, a surveyor is needed. 

 

A Management Survey aims to ensure that: 

• nobody is harmed by the continuing presence of ACM in the premises or equipment;  

• that the ACM remain in good condition; and  

• that nobody disturbs it accidentally  

 

The Survey must locate ACM that could be damaged or disturbed by normal activities, by foreseeable 

maintenance, or by installing new equipment.  It involves minor intrusion and minor asbestos disturbance to 

make a Materials Assessment.  This shows the ability of ACM, if disturbed, to release fibres into the air.  It 

guides the client, e.g. in prioritising any remedial work. 

 

2 Refurbishment / demolition survey 

The Refurbishment / demolition Survey is required where the premises, or part of it, need upgrading, 

refurbishment or demolition.  The Survey does not need a record of the ACM condition.  Normally, a surveyor is 

needed for Refurbishment / demolition Surveys. 

 

A Refurbishment / demolition Survey aims to ensure that: 

• nobody will be harmed by work on ACM in the premises or equipment;  

• such work will be done by the right contractor in the right way  

The Survey must locate and identify all ACM before any structural work begins at a stated location or on stated 

equipment at the premises.  It involves destructive inspection and asbestos disturbance.  The area surveyed 

must be vacated, and certified 'fit for reoccupation' after the survey. 
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The results of all types of survey will be recorded and the information provided to anyone who may work on, or 

disturb, these materials. 

 

Safety representatives are entitled to this information; has any survey been done? If so, which type? Does it 

cover all parts of the building? If not, why? Is the information readily available and understandable? Is it given to 

anyone who needs it, e.g. contractors? 

 

A suitable risk assessment will be made before carrying out any work which may expose employees to 

asbestos. 

• Any work which will, or could, disturb asbestos will be planned,  

• The risk assessment being carried out by a competent person. 

• It will relate specifically to the particular job and site. 

• It will cover other risks (like falls from height or electricity) 

 

As controller of the premises the Company will manage the risk from asbestos and ensure that 

• An assessment is made as to whether asbestos is, or may be, present in the building. 

• This includes where the asbestos is, or is assumed to be and what condition it is in. 

• It will be always assumed that asbestos could be present until a full survey is done. 

Identifying the presence of asbestos 

No employer must carry out demolition, maintenance or any other work which exposes, or may expose, their 

employees to asbestos in any premises unless they have found out:  

• Whether asbestos is, or may be present. 

• What type of asbestos it is. 

• What material it is in. 

• What condition it is in. 

 

Any doubt about whether asbestos is present, COLENA will assume that it is present and that it is not only 

white asbestos. 

• All information will be readily available. 

• All information will be clear and easy to understand. 

• All parts of the building will be checked. 

Planning work 

No work will be carried out with asbestos unless a written plan of work detailing: 

• How that work is to be carried out and how it has been prepared. 

• Plan of work. 

• How the work will be done. 

• How the waste is going to be removed. 

 

COLENA make sure that the work is done in the way the plan says it will be. 

All other risks which may be present (like falls from height and electricity) have been considered as well. 

All employees will be informed. 

Information, instruction and training 

COLENA will ensure that adequate training (which includes information and instruction) is given to employees 

who are, or may be, exposed to asbestos, their supervisors and those who do work to help the COLENA comply 

with these Regulations. 
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This will make them aware of (among other things): 

• The properties of asbestos, its health effects and the interaction of asbestos and smoking. 

• The type of materials likely to contain asbestos. 

• Work that could cause asbestos exposure and the importance of preventing exposure. 

• How work can be done safely and what equipment is needed. 

• Emergency procedures. 

• Hygiene facilities and decontamination. 

• The training will be given at regular intervals and will be proportionate to the nature and degree of exposure 

and so will contain the appropriate level of detail 

• It will be suitable to the job and will use written materials, oral presentation and demonstration. 

Preventing or reducing exposure  

COLENA as a duty holder have a duty to prevent exposure so far as is reasonably practicable. 

 

COLENA will ensure that where exposure cannot be prevented, it will be reduced so far as is reasonably 

practicable without workers having to use masks. 

 

Where that has been done and the exposure would still be above the control limit, COLENA will provide suitable 

masks to reduce the workers’ exposure to below the control limit and as far below it as is reasonably 

practicable. 

 

As good practice the use of masks and other personal protective equipment will be encouraged even at levels 

below the control limit. 

 

COLENA will make sure that the workers are not exposed to more than the control limit. 

 

Air tests may be needed to confirm that the controls are working. 

 

Any employee, who is exposed to more than the control limit, COLENA will: 

 

• Inform the employees concerned and their representatives. 

• Ensure that the work does not continue until adequate action has been taken to reduce exposure to below 

the control limit. 

• Find out why the control limit was exceeded and take action to prevent it happening again, and take air 

samples to make sure this action was effective. 

 

COLENA will ensure that whatever controls they put in place are properly maintained and used. This includes 

providing any necessary supervision. 

 

Employees will need to make sure they use any controls properly, this will be identified within their training. 

Sampling, air tests and clearance certification  

All air testing, sampling of asbestos and clearance certification will be carried out by someone who is accredited 

by an appropriate body.  

 

UKAS (the United Kingdom Accreditation Service) is the only such national accreditation body recognised by 

the Government. 
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Health records and medical surveillance 

Apart from a few exceptions (where exposure is very low), all employees who are exposed to asbestos will 

undergo an adequate medical surveillance annually by a relevant doctor. 

 

Health records will be kept for at least 40 years. 

 

COLENA will provide a medical examination not more than two years before such exposure and one at least 

every two years while such exposure continues (certificates of examination will be kept for four years). 

 

Employees will be informed if the medical shows any disease or ill-health effects from the exposure. 

 

Employees will be available during working hours for medical examination. 

 

Washing and changing facilities 

Employers will provide adequate washing and changing facilities for employees who are, or may be, exposed to 

asbestos. 

 

They will be adequate and well maintained. 

 

Males and females will be catered for. 
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Non-English Speaking Operative Policy 

Introduction 

It is the policy of COLENA, in the event they employ a non-English speaking employee that there is a competent 

interpreter capable of briefing safety and environmental related information in their native language. 

 

The same Policy shall apply to Sub-contractors who will be required to declare accurate interpretation and 

briefing to non-English speaking employees. 

 

In all cases every attempt will be made to ensure essential information is passed on to non-English speaking 

workers in an easily understood form and in line with HSE Guidelines. 

Procedures 

The following procedures are to be followed for all non-English speaking/non English personnel: 

• Ensure all non-English speaking/non-English operatives fully understand the site or business safety 

requirements and their duties covering safety, health and welfare whilst on site / premises 

• Provide translated copies of our health and safety policy to all non-English speaking operatives. 

• Ensure all non-English speaking/non-English operatives are fully conversant of any emergency procedures 

i.e. fire drill 

• Ensure that the language needs of non-English speaking personnel are adequately catered for during 

induction, other training and supervision. 

• Provide bi-lingual supervision of non-English speaking personnel where possible 

Responsibilities 

All managers are responsible for ensuring that any non-English speaking personnel fully understand the 

business safety requirements and their duties covering safety, health and welfare whilst on site / premises. 
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Portable Electrical Equipment Policy 

Introduction & Application 

The Electricity at Work Regulations 1989 states that in relation to the maintenance of electrical equipment: 

"As may be necessary to prevent danger, all systems shall be maintained so as to prevent, so far as is 

reasonably practicable, such danger." 

 

The word system as defined in the Regulations includes portable electrical equipment. In the case of these 

Regulations the duty holder (the employer) is required, so far as is reasonably practicable to assess the 

magnitude of the risks and the cost in terms of physical difficulty, time, trouble and expense involved in taking 

steps to eliminate to minimise those risks. 

 

Safety Representatives may be appointed by recognised Trade Unions and Professional Organisations in 

accordance with the Safety Representatives and Safety Committees Regulations 1977 as modified by the 

Management of Health and Safety at Work Regulations 1999. Their role and functions under the regulations are 

recognised by COLENA and they will be afforded the necessary time off with pay to attend any necessary 

courses and meetings. 

General 

Equipment covered under the Regulations  

 

The term portable is used in its broadest sense, and encompasses equipment, apparatus and appliances which 

are essentially moveable or transportable and which are connected to an electrical supply when in use by way 

of a flexible cable. 

 

This includes: 

• drills and other working tools 

• kettles, catering appliances, heaters and fans 

• typewriters, personal computers and desk equipment 

• laboratory apparatus 

• radios 

• equipment associated with clinical work/equipment owned by client 

 

It may also include larger appliances 

• photocopiers 

• vending machines 

• industrial tools 

• Extension leads, with or without plug or sockets are also included. 

Types of Electric Shock 

The lEE Regulations define two conditions which may result in electric shock. 

1 Direct contact, i.e. contact with live parts of electrical equipment which should not normally be exposed, 

e.g. as a result of a broken plug, frayed leads etc. 

2 Indirect contact, i.e. contact with the normally exposed part of electrical equipment which has become live 

as a result of a fault on the equipment or system 

Testing of Equipment 

Informal Visual Inspection to be carried out by Users 
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Managers must ensure that staff using electrical equipment is aware of the hazards that they may be exposed 

to if equipment is not looked after and maintained correctly. Around 95% of faults or damage can be found by 

simple visual inspection and therefore it is essential that staff recognise visual signs that equipment is not in 

sound condition. 

 

Faulty switching or intermittent failure of equipment may indicate an internal fault such as a loose wire which 

could cause external metalwork to become live. These faults should be investigated promptly by a competent 

electrician. 

 

Points to look for during a visual inspection are: 

• The plug is damaged (e.g. casing is cracked or pins are bent) 

• The cord grip of the plug has not been correctly tightened and as a result the outer sheath of the cable is not 

effectively secured to the plug or equipment (Obvious evidence of this would be that the coloured 

insulation of the internal cable cores is showing.  The effect of this is that strain may be put on the cable 

terminations resulting in them becoming pulled from the plug terminals. If the earth cable (green/yellow) 

cable becomes detached the shock protection from the external metal work of an appliance is effectively 

removed and if this earth cable comes in contact with the live terminal or the plug fuse the metalwork of the 

equipment may become live). 

• Equipment which has been brought in from "home" should not normally be allowed into work areas unless 

they have been critically examined to ensure that they are suitable for the purpose for which they are being 

used and that they have been tested to ensure that they comply with the Electricity at Work Regulations 

1989. 

• Damage to external casing of the equipment or there are some loose parts or screws.  

• Damage (apart from light scuffing) to the cable covering (sheath). 

• Non-standard joints including taped joints in the cable. 

• The equipment has been subject to conditions for which it is not suitable (e.g. it has been used in a wet or 

dusty area). 

• There is evidence of overheating (e.g. marks of burning or staining) 

 

These general checks (inspections) must be undertaken by users when the equipment is taken into use and also 

at regular intervals during use. 

 

NB These Checks also apply to extension leads and associated plugs and sockets.  

Reporting of Faults 

Any fault should be reported immediately to the Managing Director or Safety Representative within COLENA 

 

The equipment must be labelled 'Faulty' and taken out of use until the fault has been rectified. 

Formal Visual Inspection 

A formal visual inspection programme augments the standard visual inspection programme. As the majority of 

potential faults can be picked up by such inspections any maintenance regime of equipment must include this 

component. 

 

Formal visual inspections require a competent person to carry out visual checks similar to those outlined above 

but would include additional checks like: 

• Removal of plug cover to check fuse rating,  

• Checking that the cord grip is effective,  

• Checking that cable terminations are secure and correct including an earth where appropriate,  
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• Checking that there is no sign of internal damage and checking for overheating or ingress of liquid or foreign 

matter.  

 

This inspection would not include the taking apart of equipment 

These inspections should be carried out at regular intervals (See Appendix 1). 

Combined Inspection and Tests  

The Electricity at Work Regulations does not specify in detail what tests are to be carried out or their frequency. 

The formal visual inspection will be carried out, at intervals, by members of staff from COLENA. These checks, if 

carried out correctly, will identify most, but not all potentially dangerous faults.  In time, one would expect 

deterioration of cables, terminations and of the equipment; this may result in loss of earth continuity with 

potentially fatal results. Further, if equipment is misused or abused the potential of electrical shock is raised. It 

is therefore essential that, in addition to formal visual inspections, full testing of equipment is carried out by 

competent electricians. 

 

COLENA has initiated a testing programme involving the use of Portable Appliance Test Equipment. (See 

Appendices 1 & 2) 

 

The period between tests will vary considerably depending on the conditions of use and on the environment, 

e.g. electrical kettles in a tea room, where the plug is pulled out frequently from the kettle, will require to be 

tested more often than a computer which is not moved from one month to the next. 

Action to be taken 

Managers should instigate routine visual examinations immediately and any faults identified brought to the 

attention of the appropriate maintenance department. 

 

COLENA, in order to comply with the Electricity at Work Regulations 1989, have introduced an initial combined 

inspection and testing programme for all items of equipment already on their premises including patient 

connected equipment.  The equipment, once tested, will be labelled and records kept of the results by the 

electricians carrying out the tests. Those items of equipment which do not pass the test will be labelled as such 

and must be taken out of use until the faults have been rectified. 

 

Formal visual inspections of equipment will be programmed once the initial inspection/testing programme is 

complete (See below) 

  

NB: Staff is reminded that any new piece of equipment should be brought to the attention of the appropriate 

maintenance department before it is brought into use. All results of tests will be recorded and will be used as a 

basis for determining the frequency of future inspections and tests. 

 

Contractors working on site will be responsible for ensuring their equipment has been tested in accordance 

with the Electricity at Work Regulations 1989. Records of inspection/tests must be available for inspection. 
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Appendix 1 

Suggested intervals for the inspection and testing of portable electrical equipment: 

Equipment I environment User checks Formal visual 
inspection 

Inspection and 
combined testing 

Battery-operated (less than 20 volts) No No No 

Extra Low voltage: (less than 50 volts AC)  
e.g. telephone equipment, low voltage desk 
lights 

No No No 

Information technology:  
e.g. desk-top computers, VDU screens 

Yes Yes, 2-4 years No if double 
insulated 

Otherwise up to 5 
years 

Photocopiers, fax machines; not hand-held, 
rarely moved 

Yes Yes, 2-4 years No if double 
insulated 

Otherwise up to 5 
years 

Double insulated equipment (Class II): Not hand-
held. Moved occasionally,  
e.g. fans, table lamps, slide projectors 

Yes Yes, 2-4 years No 

Double insulated equipment Hand held:  
e.g. some floor cleaners  

Yes Yes, 
6 months - 1 year 

No 

Earthed equipment (Class I);  
e.g. electric kettles, some floor cleaners, some 
clinical equipment 

Yes Yes, 
6 months - 1 year 

Yes, 1-2 years 

 

NB    Combined inspection and testing should be carried out: 

• Where there is reason to suspect that the equipment may be faulty, damaged or contaminated but this 

cannot be confirmed by Visual inspection alone. 

• After any repair, modification or similar work to equipment when its integrity needs to be established. 
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Subcontractors Policy 

Introduction 

To clarifies the general health and safety responsibilities of clients and contractors to protect each other. 

 

These responsibilities, if not properly managed, can lead to events that could prove costly to all parties.  

 

All parties must co-operate to ensure that health and safety is properly managed – this will avoid things going 

wrong in the first place 

Aims 

To protect all contractors/subcontractors who are at risk from COLENA undertakings: 

 

1 COLENA will ensure that all contractors/subcontractors will complete a pre-qualifying questionnaire. 

• What experience they have in the type of work you want done 

• What their health and safety policies and practices are; 

• About their recent health and safety performance (number of accidents etc.); 

• What qualifications and skills they have; 

• Their selection procedure for sub-contractors; 

• For their safety method statement; 

• What health and safety training and supervision they provide; 

• Their arrangements for consulting their workforce; 

• If they have any independent assessment of their competence; 

• If they are members of a relevant trade or professional body; or 

• Whether they or their employees hold a ‘passport’ in health and safety training. 

2 COLENA will ensure that all contractor/subcontractor health & safety short falls will be addressed.  

3 COLENA will ensure that all contractors/subcontractors will receive an induction before any work 

commences. 

4 COLENA will ensure that all contractors/subcontractors will be provided with appropriate information, 

training, instructions and supervision. 

5 COLENA will ensure that all work undertaken by a contractor/subcontractor will be usually be covered by a 

civil contract for all health and safety requirements.  

6 However, health and safety responsibilities are defined by the criminal law and cannot be passed on from 

one party to another by a contract. 

7 COLENA will ensure that that all contractors/subcontractors are competent (i.e. they have sufficient skills 

and knowledge) to do the job safely and without risks to health and safety. 

8 COLENA will ensure that all contractors/subcontractors know and understand what performance is 

expected. 

9 COLENA will ensure that all work to be carried out by will be risk assessed and safe systems of work will be 

provided.  
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Health Surveillance Policy  

Introduction 

Health surveillance is about systematically watching out for early signs of work-related ill health in employees 

exposed to certain health risks.  

Aims 

Employees / Subcontractors who are at risk from the following hazards will be placed on a health surveillance 

programme: 

 

• Noise or hand-arm vibration.  

• Working with hazardous substances, such as, solvents, fumes, dusts, agents which are carcinogenic  or 

biological and other substances which may be hazardous to health. 

• Asbestos, lead or work in compressed air. 

• Ionising radiations. 

• Manual handling.  

 

Statements 

1 COLENA will ensure all employees and subcontractors (where required) exposed to items referred to in 

“Aims” will be placed onto a health surveillance program under the (Management of Health and Safety at  

Work Regulations 1999; Regulation 6) 

2 Employees will be informed of their role and responsibilities in the health surveillance programme.  

3 COLENA will ensure there are safeguards to protect employee’s jobs if evidence of ill health is found. 

4 COLENA employees will be asked for their consent to certain health surveillance procedures.  

5 COLENA will ensure that all medical information is treated in confidence.  

6 COLENA safety representatives will be involved as a source of useful, common sense advice about how best 

to manage change to workplace practices. 

7 COLENA will ensure that all health records of the health surveillance carried out will be kept. 

8 The health surveillance will be carried out by a competent person to undertake health surveillance 

techniques. 

9 COLENA will ensure that all results from health surveillance be acted upon. COLENA will ensure that any 

employees will be informed how and when further examination will be managed if results highlight any 

issues. 
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Communication & Consultation Policy 

Introduction 

COLENA has a general duty under The Health & Safety (Consultation with Employees) Regulations 1986 

(Amended 1999), to consult and communicate with it employees. 

Policy Objectives 

To recognize the company’s duty to communicate and consult with all employees where safety representatives 

are not present.  

Statements 

COLENA shall consult all employees on: 

• The introduction of any measure at the workplace affecting health and safety of the employees concerned. 

• The appointment of persons nominated to provide health and safety assistance, and assist in emergency 

procedures. 

• Any health and safety information the employer is required to provide to the employees by or under the 

relevant statutory provisions. 

• The planning and organisation of health and safety training the company is required to provide to those 

employees by or under the relevant statutory provisions. 

• The health and safety consequences of the planning and introduction of new technologies in the workplace. 

COLENA Employees may be consulted 

• Directly. 

• Through a nominated person(s) “representatives of employee safety” 

• Where consultation is through such employee(s), COLENA shall inform the employees of the names of those 

representatives. 

• Employees and their representatives will be informed by COLENA if COLENA decide to change from 

consulting with the employee representative to consulting with employees direct. 

Duty of COLENA to provide information 

• When consulting is direct, COLENA shall provide all information, within their knowledge, to enable the 

employees to participate fully in the consultation. 

• The same applies to the employee representatives, who shall be given all necessary information to enable 

them to participate fully and effectively in consultation and in the carrying out of their functions.  

Function of Representatives of Employee Safety. 

Employee representatives may make representation to the employer. 

• On any potential hazards and dangerous occurrences in the workplace which may affect the health and 

safety of the employees they representative. 

• On any health and safety matters and particularly in relation to the matters on which employers are obliged 

to consult. 

• In representing their group of employees in consultations at the workplace with enforcing authority 

inspectors.  

Training, time off and provision of facilities etc. 

• COLENA will provide representatives with appropriate training and other relevant facilities so as to enable 

the representatives to carry out their duties efficiently. 

• COLENA shall meet all reasonable costs associated with training, including travel and subsistence.  
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• In addition, the employee representatives shall be given paid time off to perform their safety duties and 

attend relevant training courses. 

• Paid time off shall also be provided for candidates standing for election as employee representatives to 

allow them to perform their duties as candidates.   

Responsibilities 

COLENA Health & safety Representative will be responsible for the implementation of the policy.  
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Legionella Policy 

Introduction 

Legionnaires ‘disease is a potentially fatal form of pneumonia which can affect anybody, but which principally 

affects those who are susceptible because of age, illness, immunosuppression, smoking etc.  

 

It is caused by the bacterium Legionella pneumophila and related bacteria that can be found naturally in 

environmental water sources such as rivers, lakes and reservoirs, usually in low numbers. As they are commonly 

found in environmental sources they may also be found in purpose built water systems such as cooling towers, 

evaporative condensers and whirlpool spas.  

 

If conditions are favourable the bacterium may grow creating conditions in which the risk from Legionnaires' 

disease is increased. It is therefore important to control the risks by introducing measures 

Policy Objectives 

To prevent exposure to employees, visitors, guests, and contractors. 

Statements 

COLENA will comply with legislation that requires us to manage, maintain and treat water systems in our 

premises properly. This will include, but not be limited to, appropriate water treatment and cleaning regimes. 

COLENA will ensure that all evaporative condensers, spa pools, air conditioning units, hot water systems used 

will be monitored, service and maintained in accordance with HSE's Approved Code of Practice (ACoP) and 

Guidance "Legionnaires' disease: The control of legionella bacteria in water systems" (L8) 

Responsibilities 

Managers 

Will appoint a responsible person to manage, maintain and treat water systems in our premises properly 

Responsible Person 

Will ensure that all evaporative condensers, spa pools, air conditioning units, hot water systems used will be 

monitored, service and maintained in accordance with HSE's Approved Code of Practice (ACoP) and Guidance 

"Legionnaires' disease: The control of legionella bacteria in water systems" (L8) 
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Vibration Policy 

Introduction 

COLENA recognise the duty of care owed to their employees under The Control of Vibration at Work 

Regulations 2005. 

Policy Objective 

COLENA’s primary aim is to protect their employees from any risks to health from vibration that may arise from 

the company’s operations. To eliminate any new incidence of disability from any form of vibration. 

The Policy 

COLENA will assess the vibration risk to our employees and all who are involved in our operations. Decide if 

they are likely to be exposed above the daily exposure action value (EAV) and if they are:  

• Introduce a programme of controls to eliminate risk, or reduce exposure to as low a level as is reasonably 

practicable 

• Provide health surveillance (regular health checks) to those employees who continue to be regularly 

exposed above the action value or otherwise continue to be at risk. 

 

Decide if they are likely to be exposed above the daily exposure limit value (ELV) and if they are: 

• Take immediate action to reduce their exposure below the limit value. 

• Provide employees with information and training on the health risks and the actions COLENA are taking to 

control those risks. 

• Consult the trade union safety representative or employee representative on COLENA proposals to control 

risk and to provide health surveillance. 

• Keep a record of all risk assessments and control actions. 

• Keep health records for all employees under health surveillance. 

• Review and update all risk assessment regularly. 

Responsibilities 

COLENA management are responsible for ensuring the implementation of the Vibration Policy. 

 

Employees are responsible for ensuring the Vibration Policy is adhered to and for reporting any adverse health 

effects they feel may be linked to hand-arm vibration syndrome, such as tingling and numbness in fingers, loss 

of dexterity, loss of strength in hands and fingers blanching (becoming white) and becoming red and painful on 

recovery. 
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Document Distribution 

COLENA 

 

I………………………………………………………  Date……………………………… 

 

I………………………………………………………  Date……………………………… 

 

I……………………………………………………….  Date……………………………… 

 

I……………………………………………………….  Date……………………………… 

 

I………………………………………………………  Date………………………………. 

 

I……………………………………………………….  Date……………………………… 

 

I………………………………………………………  Date……………………………… 

 

I………………………………………………………  Date……………………………… 

 

I………………………………………………………  Date……………………………… 

 

I………………………………………………………  Date……………………………… 

 

I……………………………………………………….  Date………………………………. 

 

I………………………………………………………..  Date……………………………… 

 

I………………………………………………………..  Date……………………………… 

 

I………………………………………………………..  Date……………………………… 

 

I………………………………………………………..  Date……………………………… 

 

I……………………………………………………….. Date……………………………… 

 

I………………………………………………………..  Date……………………………… 

 

Being an employee of the Company, COLENA has provided me with a copy of the Company’s Organisation & 

Arrangements, for dealing with H&S as well as the access to the specific Health and Safety Policies. 

 

I have read the documents and accept them unreservedly. 


