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Health and Safety Policy Statement
The following is a statement of the Organisation's health and safety policy in accordance
with Section 2 of the Health and Safety at Work etc. Act 1974.
It Is the policy of Propco Construct Group Limited to ensure so far as is reasonably
practicable, the health, safety and welfare of all employees working for the Organisation
and other persons who may be affected by our undertakings.
Propco Construct Group Limited acknowledges that the key to successful health and
safety management requires an effective policy, organisation and arrangements, which
reflect the commitment of senior management. To maintain that commitment, we will
continually measure, monitor, improve and revise where necessary, our OH&S
management system to ensure that health and safety standards are adequately
maintained.
The Integrated Management Systems Manager will implement the Organisation's health
and safety policy and recommend any changes to meet new circumstances. Propco
Construct Group Limited recognises that successful health and safety management
contributes to successful business performance and will allocate adequate finances and
resources to meet these needs.
The management of Propco Construct Group Limited looks upon the promotion of health
and safety measures as a mutual objective for themselves and employees. It is
therefore, the policy of management to do all that is reasonably practicable to prevent
personal injury and damage to property. Also, the Organisation aims to protect
everyone, including visitors and members of the public, in so far as they come into
contact with our activities, from any foreseeable hazard or danger.
All employees have duties under the Health and Safety at Work etc. Act 1974 and are
informed of their personal responsibilities to take due care of the health and safety of
themselves and to ensure that they do not endanger other persons by their acts or
omissions. Employees are also informed that they must co-operate with the Organisation
in order that it can comply with the legal requirements placed upon it and in the
implementation of this policy. Propco Construct Group Limited will ensure continued
consultation with the workforce to enable all viewpoints and recommendations to be
discussed at regular intervals.
The Organisation will ensure a systematic approach to identifying hazards, assessing the
risks, determining suitable and sufficient control measures and informing employees of
the correct procedures needed to maintain a safe working environment. We will provide,
so far as is reasonably practicable, safe places and systems of work, safe plant and
machinery, safe handling of materials and substances, the provision of adequate safety
equipment and ensure that appropriate information, instruction, training and supervision
is given.
We regard all health and safety legislation as the minimum standard and expect
management to achieve their targets without compromising health and safety.
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QUALITY POLICY
Propco Construct Group Ltd incorporating Sayfa Systems UK Ltd, Kaydee Light Control
Solutions Ltd & Rhino Deck Ltd (the 'Organisation') aims to provide defect-free products
and services to its customers on time and within budget.
The Organisation operates a Quality Management System that has gained ISO 9001
2015 certification, including aspects specific to its scope of certification.
The management is committed to:
•

Develop and improve the Quality Management System

•

Continually improve the effectiveness of the Quality Management System

•

The enhancement of customer satisfaction.

The management has a continuing commitment to:
•

Ensure that customer needs and expectations are determined and fulfilled with
the aim of achieving customer satisfaction

•

Communicate throughout the Organisation the importance of meeting
customer needs and all relevant statutory and regulatory requirements

•

Establish the Quality Policy and to set Quality Objectives at relevant functions,
levels and processes

•

Ensure that the Management Reviews set and review the Quality Objectives,
and report on the internal audit results as a means of monitoring and
measuring the processes and the effectiveness of the Quality Management
System

•

Ensure the availability of resources.

All personnel understand the requirements of this Quality Policy and abide with the
contents of the Quality Management System.
The Organisation constantly monitors its quality performance and implements
improvements when appropriate.
This Quality Policy is regularly reviewed in order to ensure its continuing suitability.
Copies of the Quality Polley are made available to all members of staff and to relevant
interested parties.
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Citation Approved
Health & Safety
Management Systems
To assist in achieving compliance with their Health & Safety
obligations, Citation Ltd has been appointed to act as advisors
by

Propco Construct Group Limited
Citation Ltd has carried out an inspection of the premises and installed a Health &
Safety Management System which will enable the organisation to promote and
manage a safe working environment.

Signed on behalf of Citation Ltd
Director of Health & Safety: Lee Mills
Valid from:

10/01/2019

Valid To:

09/01/2022

Certificate number:

ATLCC-0000019903

Kings Court

. Water Lane . Wilmslow . Cheshire . SK9 5AR . T 0161 667 4000 . F 01625 415 679
E enquiries@citation.co.uk . citation.co.uk . Registered in England No. 3097504

Citation Advisor

We’re passionate
about what we do...
By being experts at what we do, we can help our clients take their business
to the next level. This is only possible due to the high standards of our team
providing our range of services. Employment Law or Health & Safety, our
consultants are fully qualified and ready to support you.

0845 844 1111
enquiries@citation.co.uk
Citation Ltd
Kings Court
Water Lane
Wilmslow
Cheshire
SK9 5AR
FS 57728
ISO 9001: 2008
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Your Health & Safety
Consultant...

Elaine Bagshaw
PG Dip, CMIOSH

Chartered Safety and Health Practitioner
CMIOSH Member no: 21545
Elaine is a highly knowledgeable and qualified
Health & Safety professional, with more than
20 years’ experience in the industry. Over the
years, she’s worked with a diverse range of
businesses – of various sizes and sectors – to
help them achieve high standards of Health &
Safety.

Areas of expertise:
–	Developing and implementing policies &
procedures
–

Training and coaching

–

Risk assessments

–

Site inspections

She holds a Post-Graduate Diploma in Health
and Safety Risk Management, a Diploma in
Safety, Health and Environmental Management,
and a OHSAS 18001 Lead Auditor qualification.

–

Accident investigation and reporting

–

COSHH

–

DSE

Elaine is incredibly adept when it comes to
offering bespoke, practical solutions, and has
been delivering expert Health & Safety advice
to people across all businesses levels.

–

Fire safety management

–

Health surveillance

–

Manual handling

–

PPE

–

Working at height

–

Workplace transport.

0345 844 1111
enquiries@citation.co.uk
Citation Ltd, Kings Court, Water Lane, Wilmslow, Cheshire, SK9 5AR

ENVIRONMENTAL POLICY
Propco Construct Group Ltd incorporating Sayfa Systems UK Ltd, Kaydee Light
Control Solutions Ltd & Rhino Deck Ltd (the 'Organisation') recognises the
importance of environmental protection and is committed to operating its business
responsibly and in fulfilment of Its compliance obligations. It is the Organisation's
declared policy to operate with and to maintain good relations with relevant
regulatory bodies
It Is the Organisation's objective to carry out all necessary activities, to protect the
environment and to continually improve the Environmental Management System
through the implementation of the following:
•

Assess and regularly re-assess the environmental effects of the Organisation's
activities

•

Training of employees in environmental issues

•

Minimise the production of waste

•

Minimise material wastage

•

Minimise energy wastage

•

Promote the use of recyclable and renewable materials

•

Prevent pollution in all Its forms

•

Control noise emissions from operations

•

Minimise the risk to the general public and employees from operations and
activities undertaken by the Organisation.

Top management demonstrates leadership and commitment with respect to the
Environmental Management System by:
•

Taking accountability for the effectiveness of the Environmental Management
System

•

Ensuring that the Environmental Policy and Environmental Objectives are
established and are compatible with the strategic direction and the context of
the Organisation

•

Ensuring the integration of the Environmental Management System
requirements into the Organisation's business processes

•

Ensuring that the resources needed for the Environmental Management
System are available

•

Communicating the importance of effective environmental management and of
conforming to the environmental management system requirements

•

Ensuring that the Environmental Management System achieves its intended
outcomes

•

Directing and supporting persons to contribute to the effectiveness of the
environmental management system
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• Promoting continual improvement
• Supporting other relevant management roles to demonstrate their leadership
as it applies to their areas of responsibility.

The Environmental Policy is communicated to all employees, external providers
and other interested parties.
The Policy is regularly reviewed in order to ensure its continuing suitability.
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Control of Substances Hazardous to Health - COSHH Policy Statement
It is Propco Construct Group policy to ensure that the risks associated with the use of
chemicals on-site is always minimised. This will be achieved by implementing a series of risk
control measures. Our starting point will be to eliminate the use of hazardous chemicals
wherever possible in accordance with the Control of Substances Hazardous to Health 2002.
If this can’t be done, then we will take all reasonable steps to find less hazardous chemicals.
If hazardous chemicals will need to be used, control systems such as local exhaust ventilation
will be introduced.
Personal protective equipment (PPE) will only be issued where hazards cannot be effectively
managed by other means. Employees are advised not to use any new or existing chemicals
without prior assessment.
Policy Standards
To comply with this policy the Director for Safety will:
•

Identify all hazardous substances present in the workplace.

•

Assess who may be exposed and the level of such exposure.

•

Control or reduce any exposure to those hazardous substances by elimination,
substitution or by use of appropriate control measures.

•

Provide suitable and effective personal protective and/or respiratory equipment
where necessary when all other elimination and substitution measures have been
exhausted.

•

Record and communicate the significant findings to all staff identified as being at risk
of harm, provide information, instruction, and training to all such employees and any
other persons likely to be exposed

Roy South – Managing Director, Propco Construct Group
Date: 1st March 2021

Equality & Diversity Policy Statement
Propco Construct Group is committed to encouraging equality and diversity among our
workforce, and eliminating unlawful discrimination. The aim is for our workforce to be truly
representative of all sections of society and our customers, and for each employee to feel
respected and able to give their best.
The organisation - in providing goods and/or services and/or facilities - is also committed
against unlawful discrimination of customers or the public. The policy’s purpose is to:
•

Provide equality, fairness and respect for all in our employment, whether temporary,
part-time or full-time

•

Not unlawfully discriminate because of the Equality Act 2010 protected
characteristics of age, disability, gender reassignment, marriage and civil
partnership, pregnancy and maternity, race (including colour, nationality, and ethnic
or national origin), religion or belief, sex (gender) and sexual orientation

•

Oppose and avoid all forms of unlawful discrimination. This includes in pay and
benefits, terms and conditions of employment, dealing with grievances and
discipline, dismissal, redundancy, leave for parents, requests for flexible working,
and selection for employment, promotion, training or other developmental
opportunities

The organisation commits to:
•

Encourage equality and diversity in the workplace as they are good practice and
make business sense

•

Create a working environment free of bullying, harassment, victimisation and
unlawful discrimination, promoting dignity and respect for all, and where individual
differences and the contributions of all staff are recognised and valued

This commitment includes training managers and all other employees about their rights and
responsibilities under the equality policy. Responsibilities include staff conducting themselves
to help the organisation provide equal opportunities in employment, and prevent bullying,
harassment, victimisation and unlawful discrimination. All staff should understand they, as well
as their employer, can be held liable for acts of bullying, harassment, victimisation and
unlawful discrimination, in the course of their employment, against fellow employees,
customers, suppliers and the public
•

take seriously complaints of bullying, harassment, victimisation and unlawful
discrimination by fellow employees, customers, suppliers, visitors, the public and
any others in the course of the organisation’s work activities

Such acts will be dealt with as misconduct under the organisation’s grievance and/or
disciplinary procedures, and any appropriate action will be taken. Particularly serious
complaints could amount to gross misconduct and lead to dismissal without notice
Further, sexual harassment may amount to both an employment rights matter and a criminal
matter, such as in sexual assault allegations. In addition, harassment under the Protection
from Harassment Act 1997 – which is not limited to circumstances where harassment relates
to a protected characteristic – is a criminal offence
•

make opportunities for training, development and progress available to all staff, who
will be helped and encouraged to develop their full potential, so their talents and
resources can be fully utilised to maximise the efficiency of the organisation

•

decisions concerning staff being based on merit (apart from in any necessary and
limited exemptions and exceptions allowed under the Equality Act)

•

review employment practices and procedures when necessary to ensure fairness,
and also update them and the policy to take account of changes in the law

•

monitor the make-up of the workforce regarding information such as age, gender,
ethnic background, sexual orientation, religion or belief, and disability in
encouraging equality and diversity, and in meeting the aims and commitments set
out in the equality policy

Monitoring will also include assessing how the equality policy, and any sporting action plan,
are working in practice, reviewing them annually, and considering and taking action to address
any issues
Use of the organisation’s grievance and/or disciplinary procedures does not affect an
employee’s right to make a claim to an employment tribunal within three months of the alleged
discrimination.

Roy South – Managing Director, Propco Construct Group
Date: 1st September 2021

Kaydee Light Control Solutions Ltd t/a Kaydee Blinds
Health & Safety Policy Statement
Kaydee Blinds recognize their duties under Section 2 (3) of the Health & Safety at Work etc.
Act 1974 and the accompanying protective legislation. We will endeavour to meet the
requirements of this legislation so as to ensure that we maintain a safe and healthy working
environment. Our staff are informed of their responsibilities to ensure they take all
reasonable precautions to ensure the safety, health and welfare of those that are likely to be
affected by our undertaking.
Through management at all levels Kaydee Blinds has a responsibility, so far is reasonably
practicable, to ensure the health and safety of all its employees and sub-contracted labour
whilst at work and in accepting this responsibility will ensure the following:
•
•
•
•
•
•
•
•
•

Provide adequate control of the health & safety risks arising from our work activities
Ensure that all hazards are identified and regular assessments of risks are
undertaken
Consult with employees on all matters affecting their health & safety at work
Provide adequate information, instruction and supervision for all employees
Prevent accidents and cases of work related ill health
Ensure safe handling and use of articles and substances
Provide and maintain safe plant, equipment and vehicles
Have access to competent advice and are able to secure compliance with our
statutory duties
Review and revise this policy where necessary and at periods not exceeding one
year

In order that we can achieve our objectives, and ensure our employees recognize their
duties under health & safety legislation whilst at work, we ensure that we inform them of their
duty to take reasonable care of themselves and others that may be affected by their
activities. We ensure our employees are informed of their obligations to ensure they always
co-operate with management and adhere with Kaydee Blind’s safety policy .

Roy South (Managing Director) – Kaydee Light Control Solutions Ltd t/a Kaydee
Blinds Date: 1st September 2021

Equality & Diversity Policy Statement
Propco Construct Group is committed to encouraging equality and diversity among our
workforce, and eliminating unlawful discrimination. The aim is for our workforce to be truly
representative of all sections of society and our customers, and for each employee to feel
respected and able to give their best.
The organisation - in providing goods and/or services and/or facilities - is also committed
against unlawful discrimination of customers or the public. The policy’s purpose is to:
•

Provide equality, fairness and respect for all in our employment, whether temporary,
part-time or full-time

•

Not unlawfully discriminate because of the Equality Act 2010 protected
characteristics of age, disability, gender reassignment, marriage and civil
partnership, pregnancy and maternity, race (including colour, nationality, and ethnic
or national origin), religion or belief, sex (gender) and sexual orientation

•

Oppose and avoid all forms of unlawful discrimination. This includes in pay and
benefits, terms and conditions of employment, dealing with grievances and
discipline, dismissal, redundancy, leave for parents, requests for flexible working,
and selection for employment, promotion, training or other developmental
opportunities

The organisation commits to:
•

Encourage equality and diversity in the workplace as they are good practice and
make business sense

•

Create a working environment free of bullying, harassment, victimisation and
unlawful discrimination, promoting dignity and respect for all, and where individual
differences and the contributions of all staff are recognised and valued

This commitment includes training managers and all other employees about their rights and
responsibilities under the equality policy. Responsibilities include staff conducting themselves
to help the organisation provide equal opportunities in employment, and prevent bullying,
harassment, victimisation and unlawful discrimination. All staff should understand they, as well
as their employer, can be held liable for acts of bullying, harassment, victimisation and
unlawful discrimination, in the course of their employment, against fellow employees,
customers, suppliers and the public
•

take seriously complaints of bullying, harassment, victimisation and unlawful
discrimination by fellow employees, customers, suppliers, visitors, the public and
any others in the course of the organisation’s work activities

Such acts will be dealt with as misconduct under the organisation’s grievance and/or
disciplinary procedures, and any appropriate action will be taken. Particularly serious
complaints could amount to gross misconduct and lead to dismissal without notice
Further, sexual harassment may amount to both an employment rights matter and a criminal
matter, such as in sexual assault allegations. In addition, harassment under the Protection
from Harassment Act 1997 – which is not limited to circumstances where harassment relates
to a protected characteristic – is a criminal offence
•

make opportunities for training, development and progress available to all staff, who
will be helped and encouraged to develop their full potential, so their talents and
resources can be fully utilised to maximise the efficiency of the organisation

•

decisions concerning staff being based on merit (apart from in any necessary and
limited exemptions and exceptions allowed under the Equality Act)

•

review employment practices and procedures when necessary to ensure fairness,
and also update them and the policy to take account of changes in the law

•

monitor the make-up of the workforce regarding information such as age, gender,
ethnic background, sexual orientation, religion or belief, and disability in
encouraging equality and diversity, and in meeting the aims and commitments set
out in the equality policy

Monitoring will also include assessing how the equality policy, and any sporting action plan,
are working in practice, reviewing them annually, and considering and taking action to address
any issues
Use of the organisation’s grievance and/or disciplinary procedures does not affect an
employee’s right to make a claim to an employment tribunal within three months of the alleged
discrimination.

Roy South – Managing Director, Propco Construct Group
Date: 1st September 2021

QUALITY POLICY
Propco Construct Group Ltd incorporating Sayfa Systems UK Ltd, Kaydee Light Control
Solutions Ltd & Rhino Deck Ltd (the 'Organisation') aims to provide defect-free products
and services to its customers on time and within budget.
The Organisation operates a Quality Management System that has gained ISO 9001
2015 certification, including aspects specific to its scope of certification.
The management is committed to:
•

Develop and improve the Quality Management System

•

Continually improve the effectiveness of the Quality Management System

•

The enhancement of customer satisfaction.

The management has a continuing commitment to:
•

Ensure that customer needs and expectations are determined and fulfilled with
the aim of achieving customer satisfaction

•

Communicate throughout the Organisation the importance of meeting
customer needs and all relevant statutory and regulatory requirements

•

Establish the Quality Policy and to set Quality Objectives at relevant functions,
levels and processes

•

Ensure that the Management Reviews set and review the Quality Objectives,
and report on the internal audit results as a means of monitoring and
measuring the processes and the effectiveness of the Quality Management
System

•

Ensure the availability of resources.

All personnel understand the requirements of this Quality Policy and abide with the
contents of the Quality Management System.
The Organisation constantly monitors its quality performance and implements
improvements when appropriate.
This Quality Policy is regularly reviewed in order to ensure its continuing suitability.
Copies of the Quality Policy are made available to all members of staff and to relevant
interested parties.
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HEALTH & SAFETY POLICY
& ARRANGEMENTS 2021-22
Sayfa Systems UK, RhinoDeck Ltd and Kaydee Light Control
Solutions Ltd are all part of the Propco Construct Group

APPROVED BY ROY SOUTH
MANAGING DIRECTOR

Prepared by Stuart Dougal
HSE Manager

Version 1.2 - Date of Review: 1st September 2021

Health & Safety Policy & Arrangements
CHANGE CONTROL
Revision
1.0
1.1
1.2

Description
Introduction of Health & Safety Policy
& Arrangements
Inclusion of arrangements for CDM
Annual Review

Date
01/09/2020
23/11/2020
01/09/2021

About us
Formed from a merger of Sayfa Systems (UK) Ltd, Kaydee Light Control Solutions Ltd, and RhinoDeck
Ltd, the Propco Construct Group is now focussed on two of the most important issues currently being
faced in the Construction Industry today; Safety when working at Height and the control of natural light
to help manage energy control issues in commercial construction.
•

Sayfa Systems design, manufacture, install and maintain a range of fall protection and fall
prevention products with the sole aim of either eliminating or reducing the risks associated with
working above ground level.

•

RhinoDeck was brought to market to give housebuilders a safety platform for use inside the
house shell during construction which provided both a means of access and a load and work
platform.

•

Kaydee are leading suppliers of blinds and curtains for commercial projects. We work with
architects, contractors and end users to provide the perfect light control and solar shading
solution for every project.

Policy Statement
Propco Construct Group recognize our duties under Section 2 (3) of the Health & Safety at Work etc.
Act 1974 and the accompanying protective legislation. We will endeavour to meet the requirements of
this legislation so as to ensure that we maintain a safe and healthy working environment. Our managers
and supervisory staff are informed of their responsibilities to ensure they take all reasonable precautions
to ensure the safety, health and welfare of those that are likely to be affected by our undertaking.
Through management at all levels Propco Construct Group has a responsibility, so far is reasonably
practicable, to ensure the health and safety of all its employees and sub-contracted labour whilst at
work and in accepting this responsibility will ensure the following:
•

Adequate control of the health & safety risks arising from our work activities

•

Ensure that all hazards are identified, and regular assessments of risks are undertaken

•

Consultation with employees on all matters affecting their health & safety at work

•

Adequate information, instruction and supervision for all employees is provided

•

We prevent accidents and cases of work-related ill health wherever possible

•

Ensure safe handling and use of articles and substances
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•

Provide and maintain safe plant, equipment and vehicles

•

Have access to competent advice and are able to secure compliance with our statutory duties

•

Review and revise this policy where necessary and at periods not exceeding one year

In order that we can achieve our objectives, and ensure our employees recognize their duties under
health & safety legislation whilst at work, we ensure that we inform them of their duty to take reasonable
care of themselves and others that may be affected by their activities.
We ensure our employees are informed of their obligations to ensure they co-operate with management
and adhere with Propco Construct Group’s safety rules which are provided within the company safety
handbook.
Compliance with Legislation
Responsible Person
Roy South, Managing Director, is the appointed Director with special responsibility for Health and
Safety. In this document he will also be referred to as the “Director for Safety”.
The Director for Safety has appointed a Consultant as the “Competent Person” for Health and Safety
to provide advice and support.
Sources of information
Propco Construct Group will be kept up to date with laws, regulations and standards applicable to its
business through their appointed Competent Person and by maintaining links with external experts as
necessary.
Communication
Propco Construct Group recognises that the consultation and participation of all employees, at all levels
is an essential requirement for achieving a healthy and safe working environment. It is the responsibility
of every employee to ensure that they understand and comply with all requests relating to Health and
Safety.
Propco Construct Group will make available all necessary Health and Safety information, such as,
names of “responsible” persons appointed to assist in the implementation of this policy, best practice
and guidance information as applicable to the operations undertaken and any other information
necessary to ensure all its employees are fully informed of current company Health and Safety working
procedures and measures.
Competent Person
Propco Construct Group has retained the services of an external Health & Safety Consultant to act as
the company’s Competent Person and to assist the Management Team in fulfilling their duties.
Stuart Dougal
Tel: 07877 717445
Email: stuartdougal2@gmail.com
Organisation (Health & Safety)
Responsibilities - Director for Safety
The Director for Safety responsibilities will include:
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•

Ensuring that the policy is effectively implemented, monitored, developed and communicated
to all staff and that necessary alterations are made to the policy to reflect changes in legislation
or company development.

•

Adequate resources are made available to meet the requirements of the policy.

•

Ensuring that the Company retains the services of a Competent Person for Health & Safety.

•

The appropriate insurance cover is provided and maintained.

•

Procedures are put in place to ensure that all equipment is supplied and maintained fit for
purpose.

•
•

All levels of management and employees understand their responsibilities for Health and Safety
Procedures are put in place to ensure that planning and control measures are provided to
establish safe working methods for situations involving potential hazards.

•

Ensuring this policy is effectively administered and monitored, and that necessary alterations
are made to the policy to reflect changes in legislation or company development.

•

All reportable injuries, diseases and dangerous occurrences are reported to the
relevant enforcing authority.

•

All accidents, incidents, ill health, dangerous occurrences and other issues concerning safety
raised by anyone at work are recorded and investigated such that effective controls can be
implemented to help prevent recurrence.

•

Written instructions are provided through risk assessment and systems of work to establish
safe working methods.

•

Plant and work equipment are maintained in a safe condition, guarded in accordance with the
relevant legislation and has the statutory certificates of inspection or examination.

•

Safety training requirements are identified for all members of staff under their control to ensure
that those members of staff are competent to undertake their work in a safe manner

Responsibilities - Employees and Sub-Contracted Labour
Operatives will be responsible for ensuring that they:
•

Take reasonable care not to endanger themselves or other persons through their
actions or omissions at work.

•

Do not operate any equipment or machinery unless they have been fully trained and instructed
in its operation.

•

Use the correct tools and equipment for the task.

•

Correctly put to use the personal protective equipment provided.

•

Only use tools which are in good condition.

•

Report all defects in tools, plant, equipment and materials, or any obvious safety or health
hazards.

•

Do not misuse or abuse anything provided under a statutory requirement in the
interests of Health and Safety.

•

Co-operate with the company on all aspects of Health, Safety and Welfare.

•

Report all accidents and incidents so that action can be taken to prevent a recurrence.
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•

Inform the appointed Safety Director of any medication being taken which might affect their
ability or suitability to carry out any particular task

Responsibilities - Competent Person (Consultant)
In accordance with the Management of Health and Safety at Work Regulations, Propco Construct Group
have engaged a consultant, Stuart Dougal, to be their Competent Person to assist them with
undertaking the measures necessary to comply with the requirements and prohibitions imposed by
relevant statutory provisions.
The service offered by Stuart Dougal cannot alter responsibilities under statute or common law but is
intended as an aid to help fulfil such duties.
•

Providing advice and guidance to the Management Team on all aspects of Health, Safety and
Welfare.

•

Preparing a Health and Safety Manual to assist the organisation manage Health and Safety
and to recommend amendments when necessary to encompass changes in legislation.

•

Providing advice and guidance in the event of a major injury accident or dangerous
occurrence and undertaking an investigation if necessary.

•

Informing and advising on changes in legislation that is relevant to Propco Construct Group
activities.

•

Providing advice and assistance to enable the client to undertake risk assessments.

Risk Assessment
Policy Statement
Propco Construct Group is committed to reducing the risk of accident or injury to its employees or other
persons who might be affected by its operations. It recognises the process of risk assessment as a
valuable management tool in the reduction of accidents and injuries at work. Propco Construct Group
therefore intends to comply in all respects with legislation relating to risk assessment in the work
environment whether as generally required under the Management of Health & Safety at Work
Regulations 1999 or as required under more specific legislation.
Policy Standards
To comply with this policy the following standards will be implemented by the Director for Safety:
•

Identify all significant hazards to which their employees and others might be exposed.

•

Assess the risks to which any persons can be exposed as a result of the significant hazards
identified.

•

Eliminate the risks where this is possible.

•

Reduce and control the level of those risks which cannot be eliminated by the use of
appropriate control measures.

•

Record the significant findings of any risk assessment.

•

Inform all employees (and others as necessary) of the risks and safe working procedures
identified.

•

Review and revise the assessments as necessary and in any case after a serious incident or
accident has been reported.
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Training
Policy Statement
Propco Construct Group is required to carry out training under the Health and Safety at Work Act
1974 and the Management of Health and Safety at Work Regulations 1999. So far as reasonably
practical Propco Construct Group will provide information, instruction and training so as to ensure the
Health and Safety at work for all employees, regardless whether full-time, part-time, or sub-contracted
labour.
Training is an important way of achieving competence and helps to convert information into safe
working practices. It contributes to an effective Health and Safety culture and is needed at all levels.
Policy Standards
To comply with this policy the Director for Safety will, with the assistance of the Competent Person:
•

Complete risk assessments which will help to determine the level of training needed for each
type of work as part of the preventative and protective measures.

•

Consider through this risk assessment process the need for, basic skills training, specific onthe-job training and training in general health and safety matters to ensure competence is
achieved which allows for the discharge of employee duties.

•

Identify further training as required for staff identified as having designated responsibilities
(e.g. SMSTS) and establish a suitable and sufficient training programme to ensure regular
review, using outside health and safety specialists, as appropriate.

•

Ensure that there is a programme of refresher training to keep employees up to date with
legislation and industry best practice.

Ensure consideration is given to training, on exposure to new and increased risks owing to, transfer or
change of responsibilities, upon the introduction of new work equipment or a change to existing work
equipment and upon the introduction of a new system of work or change to existing systems of work.
Accident/ Incident Reporting
Policy Statement
Propco Construct Group accepts that to help maintain a safe and healthy environment for employees
and others, who use its premises and facilities, accidents and incidents, need to be reported and
investigated. The responsibility for such investigation rests with the appointed Safety Director with
appropriate support from the appointed Competent Person.
Propco Construct Group also accepts its obligation to report certain types of injury, disease and
dangerous occurrence to the Health and Safety Executive. Propco Construct Group is committed to
ensuring that all employees are made aware of the need to report such accidents to management.
Policy Standards
To comply with this policy the Director for Safety will, with the assistance of the Competent Person:
•

Ensure that all current, new and temporary employees receive suitable information and
instruction to make them aware of the need to report all incidents / accidents.

•

Ensure that all incidents / accidents are investigated. The depth of the investigation will relate
to the seriousness of the event.
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•

Make both written and verbal reports to the reporting authority (RIDDOR) on any such
accidents/incidents as defined within the relevant regulations.

•

Ensure that accurate records of all accidents/ incidents are maintained and recorded in the
accident book by the relevant staff member (or individual).

•

Ensure that information gained from any investigation will be used to help prevent recurrence
and prompt the review of the appropriate risk assessment.

First Aid
Policy Statement
First Aid is the initial management of any injury or illness suffered at work. It is administered to
minimise the consequences of injury and illness and to preserve life until professional medical
assistance can be obtained.
Propco Construct Group will provide suitably trained personnel for rendering first aid to employees if
they become ill or injured. Propco Construct Group will also provide adequate first aid equipment for
such treatment. There will be first aid and emergency procedures in place to minimise any effect of ill
health or injury; this covers the arrangements that need to be made to ensure serious illness or injury
is treated in an appropriate manner.
Policy Standards
To comply with this policy the Director for Safety will, with the assistance of the Competent Person:
•

A sufficient number of first aid personnel are appointed

•

An adequate number of suitably stocked first aid kits are available.

•

All first aid procedures carried out are recorded in an accident book.

•

All contents of first aid kits are “in date” and appropriate to the risk assessment.

•

First aiders undertake an initial course in First Aid and regular training, thereafter, as
prescribed by the Health and Safety Executive.

Housekeeping
Policy Statement
Propco Construct Group is committed to providing a safe and healthy working environment at all
times, but employees are required to cooperate by maintaining good housekeeping practices.
Tidiness is one of the foundation stones of safety and good environmental practice. Many accidents
are caused through people tripping, slipping and falling over materials and equipment which should
not have been left lying around. A great deal of environmental problems could be avoided if materials
were disposed of properly instead of being allowed to escape into the surrounding area.
Policy Standards
Everyone can make a significant contribution to safety and the environment, merely by applying
common sense e.g.
•

Do not leave rubbish lying about - clean up as you go.

•

Ensure all waste is disposed of in the correct skip / bin.

•

Do not obstruct gangways, aisles or stairways with tools, equipment, cables or materials.
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•

Make sure that spilled liquids are cleaned up from floors immediately and the contaminated
clean up material is disposed of in the correct skip / bin. If clean-up is delayed, post a notice
to warn others.

•

Keep outside areas regularly swept clear of rubbish - especially in windy conditions.

•

When clearing up, make sure the refuse disposal point is in a safe position and all waste
containers are clearly marked for their contents.

•

Do not allow accumulations of waste materials.

•

Ensure the waste disposal area is kept tidy and containers are removed in adequate time to
prevent overspill.

Proper waste disposal is an integral part of good housekeeping. Not only does this improve tidiness
but it also improves safety and reduces the likelihood of pollution and prosecution.
Electricity
Policy Statement
It is Propco Construct Group policy that mains electrical equipment and supplies are appropriate to
the working environment and are subject to appropriate routine testing and inspection.
Policy Standards
To comply with this policy the Director for Safety will, with the assistance of the Competent Person:
•

Ensure all (mains) fixed electrical installations and supplies are subject to formal testing and
inspection by a competent person every five years with an appropriate certificate of
conformity retained.

•

Ensure that adequate procedures are in place to inspect and test all portable electrical
equipment (PAT) used by its employees during the course of their work and that such formal
testing and inspections are properly recorded.

•

Ensure that only competent persons are used for inspections and testing of electrical systems
and equipment.

•

Provide relevant instruction, information and training to employees in the routine pre-use,
visual inspection of all mains operated electrical equipment and the reporting of defect
portable appliances.

•

Ensure that emergency and first aid procedures take account of the actions to be taken in the
event of electric shock or burns.

Manual Handling
Policy Statement
Propco Construct Group is committed to reducing the risk to employees who carry out moving and
handling in the course of their work. In accordance with the Manual Handling Operations Regulations
1992, the need for manual handling will be avoided so far as reasonably practicable and employees
will not be expected to undertake a manual handling task that may lead to injury or ill health.
Wherever reasonably practicable hazardous handling will be by mechanical means, where
mechanical means cannot be employed, then alternative safe systems of work will be identified.
Policy Standards
To comply with this policy the following standards will be implemented by the Director for Safety:
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•

Hazardous handling and moving operations (including lifting, pushing, pilling, carrying etc.)
are identified.

•

The need for any hazardous moving and handling operations is avoided so far as is
reasonably practicable.

•

Risk of injury from all unavoidable hazardous moving and handling operations is assessed
and action taken to reduce that risk is identified, recorded and communicated to all staff
identified as being at risk of harm.

•

All assessments are reviewed on a regular basis or in response to a change in working
practices, and in any case following an incident / accident involving moving and handling.

•

Employees who carry out moving and handling operations in the course of their work are
trained in the correct moving and handling techniques.

•

Any equipment provided for moving and handling is maintained in accordance with
manufacturers’ instructions.

Young Persons
Policy Statement
This procedure gives general guidance in relation to the Company’s obligations in relation to the
Health and Safety of young people at work. The Management of Health and Safety at Work
Regulations require Propco Construct Group to protect young people from any risks to their Health
and Safety which are associated with their lack of experience, lack of awareness of existing risks, or
immaturity.
Propco Construct Group will not take young persons into their employment unless a risk assessment
has been carried out in order to ensure that any risks to those young persons are identified and
addressed.
Policy Standards
To comply with this policy the Director for Safety will carry out and document risk assessments
specific to young persons and the work they will be doing before they start work.
The risk assessment must determine whether the work and/or premises represents any such risks to
young persons and whether existing control measures provide adequate protection and if necessary,
to introduce control measures to eliminate or limit the risks, so far as is reasonably practicable.
Use of Work Equipment
Policy Statement
Propco Construct Group is committed, in accordance with the Provision and Use of Work Equipment
Regulations (PUWER) 1998, to reducing the risk of accident or injury to its employees or other
persons who may be affected by its operations, by the careful selection, installation use and
maintenance of all work equipment, (i.e. mechanical handling equipment, access equipment, such as
ladders, portable tools etc.)
Propco Construct Group therefore intends to comply, in all respects with legislation relating to the
provision and use of work equipment in the work environment.
Definitions
‘Work equipment’ is defined as any operational machinery, appliance, apparatus, tool or installation
for use at work (whether exclusively or not)’.
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This definition is very broad and covers a wide range of equipment, both manually and power
operated, such as lifting equipment, hand tools, ladders, trolleys, etc.
Policy Standards
To comply with this policy the Director for Safety will:
•

Ensure that any work equipment is appropriate for the task.

•

Identify all significant hazards to which its employees and others may be exposed when using
any work equipment, or mechanical lifting equipment.

•

Assess the risk to which any persons can be exposed as a result of the hazards identified
when using any work equipment or mechanical lifting equipment.

•

Document and communicate the findings to all staff identified as being at risk of harm.

•

Ensure that all work machinery and mechanical lifting equipment is routinely inspected as
required by current legislation and manufacturers guidelines.

•

Ensure that only authorised personnel, with the appropriate learning (licence, certificate or
otherwise) operate or maintain any work machinery or mechanical lifting equipment (company
vehicle, operational machinery etc.)

•

Ensure that employees receive appropriate general information, instruction, training and
supervision in the safe and correct use of all work equipment.

•

Ensure that employees are aware of the requirement to use work equipment in accordance
with any training and instruction given, regarding safe use

Maintenance
All identified relevant equipment or machinery will be subject to maintenance and inspection, as
necessary, for its continued safe operation. Records of any maintenance and routine repairs will be
kept for at least three years.
Working at Height
Policy Statement
Propco Construct Group is committed to reducing the risk of accident or injury to its employees from
the risk of work at height and will do all that is reasonably practicable to prevent anyone falling. It
therefore intends to comply, in all respects with current legislation and best practice guidance relating
to the working at height and in particular the Work at Height Regulations 2005.
Policy Standards
To comply with this policy the Director for Safety will:
•

Ensure that any work at height is evaluated and where appropriate, the work at height procedure
and additional risk assessment is implemented.

•

Ensure that where precautions implemented do not entirely eliminate the risk of a fall occurring,
staff who will be working at height are trained on how to avoid falling and how to avoid or
minimise the injury to themselves should they fall.

•

That any work equipment selected to work from height is suitable and sufficient taking into
account the place where the work is being done and the working conditions.
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•

That any access equipment is visually inspected, with staff trained in its safe use and are aware
of the importance of reporting faulty or damaged equipment

•

Ensure that no work is undertaken on fragile surfaces (e.g. fragile roofs)

Control of Substances Hazardous to Health - COSHH
Policy Statement
It is Propco Construct Group policy to ensure that the risks associated with the use of chemicals onsite is minimised at all times. This will be achieved by implementing a series of risk control measures.
Our starting point will be to eliminate the use of hazardous chemicals wherever possible in
accordance with the Control of Substances Hazardous to Health 2002.
If this can’t be done, then we will take all reasonable steps to find less hazardous chemicals. In the
event that hazardous chemicals will need to be used, control systems such as local exhaust
ventilation will be introduced.
Personal protective equipment (PPE) will only be issued where hazards cannot be effectively
managed by other means. Employees are advised not to use any new or existing chemicals without
prior assessment.
Policy Standards
To comply with this policy the Director for Safety will:
•

Identify all hazardous substances present in the workplace.

•

Assess who may be exposed and the level of such exposure.

•

Control or reduce any exposure to those hazardous substances by elimination, substitution or
by use of appropriate control measures.

•

Provide suitable and effective personal protective and/or respiratory equipment where
necessary, when all other elimination and substitution measures have been exhausted.

•

Record and communicate the significant findings to all staff identified as being at risk of harm,
provide information, instruction and training to all such employees and any other persons
likely to be exposed.

Control of Contractors
Policy Statement
This procedure applies to all work that is undertaken by contractors engaged by
Propco Construct Group. A contractor is any person or company who is not an employee and has
been commissioned on a temporary basis to carry out a set task.
Policy Standards
The Director for Safety or his deputy will ensure that Contractor’s employees are given adequate
information about site hazards and the local arrangements for safety, welfare, accident and
emergency procedures.
They will be reminded that the contractor is primarily responsible for ensuring that their work is
undertaken in a safe manner.
The Director for Safety or his deputy will therefore ensure that:
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Regular monitoring of contractors is carried out and recorded, whilst work is in progress, to check that
operatives are following site safety rules and are being adequately supervised. Also checking that risk
assessments, method statements and where applicable, permit to work procedures are being adhered
to.
Where agreed methods are breached or work is liable to affect the health and safety of the contractor,
employees, tenants or the public, the work MUST be stopped. All such incidents must be recorded.
The contractor must then prove they can work safely. If this is not possible, the contractor will be
removed from site.
On Completion of Works
The Director for Safety or his deputy will ensure that before the approved contractor’s employees
leave the site:
•

The area where they worked is free from obvious hazards.

•

All contractors’ plant, materials and waste have been removed.

•

All documentation e.g. Permits to Work have been cancelled.

Personal Protective Equipment
Policy Statement
Propco Construct Group intends to provide a safe and healthy working environment and practices at
all times. Propco Construct Group is committed to reducing the risk to those employees and other
persons whom, as a last resort, have to be provided with Personal Protective Equipment (PPE) to
wear while at work on Propco Construct Group business.
For the purpose of this policy, personal protective equipment is defined as equipment including
clothing such as wet weather coats, gloves, safety footwear or high visibility waistcoats etc. Protective
equipment includes eye protection, dust masks or Hi-Viz vests etc.
Policy Standards
To comply with this policy the following standards must be met.
The Director for Safety will:
•

Identify hazardous operations where there may be a need for personal protective equipment
through the risk assessment process detailed above noting that personal protective
equipment is only specified as a last resort and last line of defence.

•

Identify suitable PPE for the task/process and the wearer.

•

Review all use of PPE via the relevant risk assessments on a regular basis or in response to
a change in working practice, and in any case following an incident / accident caused by the
use of personal protective equipment.

•

Ensure that any required PPE is provided to those employees identified as being at risk.

•

Provide information, instruction and training on the use, maintenance, storage and defect
reporting of any personal protective equipment issued.

Ladders & Stepladders
Policy Statement
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It is Propco Construct Group policy to ensure that all ladders & stepladders used at work:
•

Are fit for the purpose.

•

Have been adequately maintained and visually inspected on a regular basis.

•

Area safely used by employees.

•

Are kept secure when they are not being used.

Policy Standards
To comply with this policy the following standards must be met.
The Director for Safety will ensure:
•

Where ladders are found to be defective and cannot be safely repaired, then they must be
safely disposed of. Defective ladders should be cut up to (or otherwise rendered unusable)
prevent unauthorised use.

•

All ladders must be safely stored when not in use.

•

Access to ladders should be restricted to authorised persons only. This can be achieved by
keeping ladders locked in a secure location or by securing ladders with a padlock and key,

•

Aluminium ladders must not be used near electrical equipment. They must be stored away
from wet lime or cement, which may cause corrosion.

Pre-Use Checks
The following points are to be checked prior to every use of the ladder: •
•
•
•
•
•
•

Damaged or worn stiles
Broken, missing, loose or worn rungs and treads
Mud or grease on rungs
Decayed timber, corrosion of fittings
Insecure tie rods
Warping, sagging or distortion
Condition of ropes, pulleys, hinges and other fittings

If any of the above is apparent, then the ladder must be removed from service until it has been repaired.
Safe Use of Portable Ladders
The following safety precautions must be followed: •

Always ensure the right ladder is used for the job. Ensure the ladder will be long enough.

•

Check equipment before use for obvious signs of damage. All ladders must be in good sound
condition.

•

Safely carry the equipment to the location, paying particular attention to the size of the ladder
and any obstructions on the way. Where necessary, two people should carry long ladders.

•

Check location for level and condition of the floor / ground. Ensure the floor / ground is firm,
level and free from anything that may cause the ladder to slip or move.

•

Check for any overhead obstructions.

•

Where vehicles and people may inadvertently collide with the ladder, suitable barriers should
be erected around the site.
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•

Where at all possible, the ladder should be lashed to a secure point at or near the top. Racking,
steelwork and pipework may provide good points to lash the ladder. Ladders must not rest
against fragile materials.

•

Where the ladder cannot be lashed, another person should foot the ladder.

•

The ladder should be placed at an angle of not less than 75o i.e. a ratio of 4ft vertical to 1ft
horizontal.

•

Ladders should not be used as permanent platforms.

•

Ensure that both hands are free for climbing the ladder. Where necessary, take tools up on a
tool belt or tool bucket.

•

Where a ladder is being used to gain access, the ladder must extend beyond the landing areas
by at least 1.05m.

•

Ladders should never be used by anyone who is unwell, lightheaded or is afraid of heights.

Safe Use of Step Ladders
The following safety precautions must be followed: •

Ensure that the stepladder will be long enough.

•

Check equipment before use for obvious sings of damage. All stepladders must be in good
sound condition.

•

Where prolonged access is required then an alternative form of access should be used.

•

Safely carry the equipment to the location, paying particular attention to the size of the
stepladders and any obstructions on the way. Where necessary, two people should carry
long stepladders.

•

Check for any overhead obstructions.

•

Check location for level and condition of the floor / ground. Ensure the floor / ground is firm,
level and free from anything that may cause the ladder to slip or move.

•

Where vehicles and people may inadvertently collide with the stepladder, suitable barriers
should be erected around the site.

•

The stepladder must be fully extended.

•

Never over-reach.

•

Ensure that both hands are free for climbing the stepladder. Where necessary, take tools up
on a tool belt or tool bucket.

•

After use, ensure the stepladders are returned to their proper storage location.

•

Stepladders must never be used by someone who is feeling unwell, lightheaded or is afraid of
heights.

Asbestos Management
Policy Statement
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In accordance with the Control of Asbestos Regulations 2012 it is Propco Construct Group policy to
ensure the effective control and management of risk relating to Asbestos Containing Materials (ACM)
in all places where its staff is employed.
Propco Construct Group will ensure that, as far as is reasonably practicable, all person(s) will be
protected from exposure to asbestos fibres.
Policy Standards
To comply with this policy the Director with responsibility for Health and Safety will:
•

Use specialist advice as necessary, to determine the risk from any potential ACM, along with
necessary controls to prevent exposure to employees, which may include removal,
encapsulation or even labelling.

•

Ensure suitable information/training is given to all relevant person(s) likely to be affected.

•

Ensure that only specialist contractors are employed to undertake any work with ACM (repair
or removal).

•

Staff are fully conversant with this policy. In addition, they must be aware that if they discover
any suspect or damaged material during the course of their work, they must report it
immediately.

If they accidentally damage or disturb ACM during their work, they must evacuate the area and report
it immediately
Site Safety Arrangements
Policy Statement
This procedure details the arrangements for ensuring site safety, where such arrangements are not
covered in sufficient detail elsewhere in the Propco Construct Group Limited Health & Safety Manual.
This procedure applies to work carried out by Propco Construct Group Limited.
Policy Standards
To comply with this policy the following standards must be met
The Director with Special Responsibility for Health and Safety will ensure:
Familiarisation / Induction
Operatives and sub-contractors working for Propco Construct Group receive a site familiarisation and
safety induction ensuring that the arrangements for safety are covered, including:
•
•
•
•
•

Fire / Emergency precautions
Assembly Point/s
First Aid arrangements
Accident Reporting
Fault / Unsafe practice reporting

Cooperation
Propco Construct Group operatives and sub-contractors cooperate with the Main Contractor and other
contractors whilst on site.
This will be achieved by:
•

Holding initial site meeting prior to work commencing
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•

Attending regular site safety meetings as arranged

•

Cooperating with any emergency or practice drills

•

Complying with any Permit to Work system as required

•

Adhering to all site safety rules

•

Not smoking other than in authorised smoking areas

•

Consulting with other contractors before undertaking any hazardous activities e.g. Hot work

Hot Works
Policy Statement
This policy aims to take into account the risks related to Hot Works and includes a specific safe
system of work that Propco Construct Group have stipulated must be adhered to whenever Hot
Works are carried out onsite.
The following undernoted precautions must be met in full on every occasion when Brazing is carried
out onsite;
•

The immediate area in which the Hot Works are to be carried out must be segregated from
non-authorized personnel to the greatest practicable extent.

•

Where reasonably practicable, the area in which the work is to be carried out must be
adequately cleaned and any combustible materials removed to a distance of no less than 3
metres from the work.

•

No Hot Works are to be carried out unless specifically authorised by the building occupier
who must be asked to approve the safety arrangements being taken and acknowledge his
agreement by signing a Notification of Hot Works Permit.

•

A suitable fire extinguisher (Chemical Dry Powder or CO2) must be kept within a distance of
no less than 3 metres from the scene of operation.

•

After the termination of each period of work and prior to leaving the site a thorough
examination will be made in the area in which the work has been undertaken at regular
intervals for one hour.

•

Blow lamps or blow torches shall be lighted for as short a time as possible before use,
extinguished immediately after use and while lighted shall not be left unattended at any time.

•

The wearing of PPE including eye protection and gloves will be a compulsory requirement for
engineers at all times whilst brazing.

•

Adequate training must have been provided to staff who carry out Hot Works to ensure they
can work in a safe manner and comply with the requirements of this policy.

CDM Construction Design Management
Propco Construct Group is committed to creating safe and healthy working environments and to the
implementation of good health & safety practice in the design, implementation and delivery of all
projects. The Company attaches great importance to the health, safety and welfare of all its employees
and all others who may be affected by its work. The promotion of health and safety at work is regarded
as a common objective for employees and any sub-contracted labour.
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We will ensure that compliance with the requirements of the Construction (Design & Management)
Regulations 2015 and any associated Approved Code of Practice as a minimum and where possible,
exceed those requirements in its duties as Principal Designer and Main Contractor. We will make sure
that all staff involved with the design and implementation of projects are trained in all aspects of the
CDM Regulations and, where necessary, certain training will also be provided relevant to a specific duty
to ensure that Employees have the experience and understanding necessary to ensure that their duties
are carried out in a competent manner.
When working for a domestic client, the principal contractor will normally take on the client duties as
well as their own as principal contractor. If a domestic client does not appoint a principal contractor, the
role of the principal contractor must be carried out by the contractor in control of the construction phase.
Alternatively, the domestic client can ask the principal designer to take on the client duties (although
this must be confirmed in a written agreement) and the principal contractor must work to them as ‘client’
under CDM 2015
Where projects fall under the criteria of the Construction Design Management Regulations 2015 the
Client must ensure that they are satisfied that all the necessary arrangements are in place in order to
manage health & safety during the construction phase of the project. They will be responsible for
ensuring that a Construction Phase Plan is prepared prior to any construction work beginning.
For single-contractor projects the responsibility to complete this will be undertaken by the Propco
Construct Group, with the Method Statement substituting for a separate written Construction Phase
Plan. Where projects involve more than one contractor it will be the responsibility of the Principal
Contractor to complete the Construction Phase Plan. Should a Principal Contractor not be appointed,
Propco Construct Group will assume this responsibility except in instances where there is greater
workforce involvement from another company.
Where projects are deemed notifiable, either;
•

30 days with 20 or more people onsite at the time

•

500 person days – where all days in which construction work is undertaken counted

The Health & Safety Executive will be notified using an F10 form and a separate Construction Phase
Plan prepared by the appointed Principal Contractor detailing all the necessary information.
COVID-19
We are firmly committed to delivering our services to the highest possible standard, without putting the
health and wellbeing of our colleagues or our customers at risk. We understand the importance of cooperating with our customers during times of uncertainty to create assurance that the right procedures
are in place to ensure the safe continuation of business. We have a Business Continuity Plan (BCP) in
place which plans for a variety of potential business continuity incidents, including the impact of
pandemic illnesses.
This includes: •
•
•
•
•
•

Daily monitoring of the advice and guidance issued by the Government, Department
of Health and Social Care, Public Health England, and the World Health Organisation
Daily monitoring of reported cases and infection rates
Monitoring of Foreign & Commonwealth Office travel advice
Reducing any non-essential travel
Internal monitoring of absence levels in line with typical measures at this time of year
Internal communications to provide updates to our colleagues

We have put steps in place to ensure all staff are following the correct procedures to minimise the
potential spread of the virus. This includes: -
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•
•
•
•

Actively instructing our staff that feel unwell to seek medical advice as per the
Government’s guidance
Asking our clients to notify us if any of their staff have reported feeling unwell with the
symptoms
Ensuring all employees and sub-contractors read and follow the company’s written
risk assessment and method statement for COVID-19
Providing regular toolbox talks to staff on the dangers presented by the virus

We will continue to watch carefully for new developments as the situation unfolds and adapt our policies
accordingly
#

END OF DOCUMENT

Page 17 of 17

12.0 Example RAMS Document
RAM Expert Tooling & Automation - Lyons Park

METHOD STATEMENT
(Risk Assessment Attached)
1.0 Method statement intent and introduction

a) To supply and install 70 vertical blinds

2.0

Location of works

a) Lyons Park, New production facility for Expert
Tooling & Automation, Lyons Park, Coventry, CV5
9DQ
2.1

PC No.

Client:
b) Expert tolling & Automation Limited

a) MA1792
3.0

Description of works

a) Pack blinds in warehouse for transit
b) Itemise from survey and load in sequence
c) Travel to site following surveyor’s directions as necessary
d) Park in designated area and report to site office/client representative
e) Unload near to site in a safe location and re-park as necessary
f) Distribute items as per surveyor’s plan
g) Position access equipment, working height 2.5M. (See Attached Risk Assessment).
h) Fit brackets first, then fit hardware
i) Test blind for correct operation
j) Remove access equipment
k) Clean up and dispose of waste packaging
l) Job sheet to be signed off by client/contractor
4.0 Plant and equipment

a) Battery powered hand drills
b) Hand tools
c) Access equipment

Page 1 of 2

KAYDEE COMPANY INFORMATION

11.0 Example RAMS Document
RAM Expert Tooling & Automation - Lyons Park

5.0

Safety precautions

a) Site induction to be carried out for all staff 15 minutes minutes prior to work commencing.
Induction starts at 8am
b) Only site access and egress to be used as specified by client, using designated vehicle and
pedestrian routes and parking areas.
c) Materials and equipment to be taken on site when permitted by client and removed at the
end of the working day.
d) Where other persons working in vicinity work area to be cordoned off with barriers and tape
and affected persons made aware of work in progress.
e) All waste to be removed from site and disposed of in accordance with Kaydee Blinds waste
procedure.

6.0

Personal Protective Equipment (PPE)

a) Hard hat
b) Safety Boots
c) Hi-vis vest
d) Gloves
e) Goggles/protective glasses
7.0

Training Requirements

a) All fitters have CSCS card
b) All fitters are trained in the safe use of access equipment

8.0

Emergency Procedures

a) Supervisor has attended a one day appointed persons course
b) First aid kit located in vehicle
c) Supervisor to notify site office/clients representative and Kaydee Blinds Safety Advisor
Steve Butterfield 01332 851402
Method statement prepared by:
Date

Approved by:

22/11/18

Fitter(s) Name(s):
Signed

Date
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KAYDEE COMPANY INFORMATION

Aluminium Platform, Stiles
& Rungs
• Max. Safe Working Load
150kg

Assessor:

Steel lockable hinges and
anti-slip feet.

•

Installation of blinds –
Hop up detail :
Hop-Up Work Platform
600mmx600mm

Work activity

Medium
3x4=12
Medium
3x4=12

Manual handling
Power tools

2
12
8
6
4
2

Trivial
1
6
4
3
2
1

Precautions

Minor Injury

3
18
12
9
6
3

24
16
12
8
4

4

Major Injury

Date:22.11.2018

Head protection to be worn
Safety footwear to be worn
Care to be taken when carrying tools and
materials
Fitters trained in safe manual handling
techniques
2 Fitters to lift heavy items where required
Battery operated hand tools used only
Mains-fed battery chargers Portable Appliance
Tested
Equipment to be checked before use
Eye protection to be worn
Daily Personal Noise Exposures below
First Action Level 80 dB(A)
Exposure to hand arm vibration below
Exposure Action Level

Hop-up to be checked before use and on a
weekly basis and recorded
Hop-up to be erected on level surface

Probability
Very High 6
High 4
Medium 3
Low 2
Very Low 1

RISK ASSESSMENT 260417 REV3

Medium
2x5=10

Falling objects

Signature:

Medium
2x5=10

Risk level
(PxS)

Falls from height

Hazards

Installation of blinds (using hop-up) – new build

RISK ASSESSMENT

Over 3 day
injury

Severity

5

Incapacity or
death

Low
1x4=4

Low
1x4=4

Low
1x5=5

Revised
risk level
(PxS)
Low
1x5=5

30
20
15
10
5

11.0 Example RAMS Document

KAYDEE COMPANY INFORMATION

Installation of blinds

Work activity

Medium
3x4=12
Medium
3x4=12

Manual handling
Power tools

2
12
8
6
4
2

Trivial
1
6
4
3
2
1

Precautions

Minor
Injury

3
18
12
9
6
3

4
24
16
12
8
4

5
30
20
15
10
5

Incapacity
or death

Low
1x4=4

Low
1x4=4

Low
1x5=5

Revised
risk level
(RxS)
Medium
2x5=10

Major
Injury

Date:22.11.2018

Stepladders to be checked before use
Ensure stepladders on firm and level surface
Fitters not to step above last two rungs
Fitters not to overreach
Head protection to be worn
Safety footwear to be worn
Care to be taken when carrying tools and
materials
Fitters trained in safe manual handling
techniques
2 Fitters to lift heavy items where required
Battery operated hand tools used only
Mains-fed battery chargers Portable Appliance
Tested
Equipment to be checked before use
Eye protection to be worn
Daily Personal Noise Exposures below
First Action Level 80 dB(A)
Exposure to hand arm vibration below
Exposure Action Level

RISK ASSESSMENT 260417 REV3

Medium
2x5=10

Falling objects

Signature:

High
3x5=15

Risk level
(RxS)

Falls from height

Hazards

Installation of blinds (using stepladders) – new build

RISK ASSESSMENT

Probability
Very High 6
High 4
Medium 3
Low 2
Very Low 1

Over 3
day injury

Severity

11.0 Example RAMS Document
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12.0 Accident Reporting Procedure

In the event of an accident at work, all accidents are recorded
and investigated, and appropriate action taken to prevent
re occurrence.
We look at the training of the staff, equipment and procedures
used within that working activity. Any issues will then be resolved
speedily and effectively.
All accidents/incidents are then recorded in an Accident Book. An
example of a actual incident is recorded on our Accident Form
within this section.
We are instructed to report all accidents to our external Health &
Safety consultancy, Citation plc, and follow the procedure on the
flow chart enclosed.
Kaydee had also introduced a system in March 2012 for recording
Near Misses. All accidents/Near Misses etc are recorded as Non Conformities to be resolved
in accordance with ISO OHSAS 18001
measures.
THE COMPANY ALSO HAS 3 TRAINED FIRST AID APPOINTED
PERSONS BASED AT OUR OFFICE.

KAYDEE COMPANY INFORMATION

12.1 Accident Reporting Flowchart
Accident or assault

Dangerous
occurrence

Work related illness
or disease

Notify the senior
person present

Notify the senior
person present

Employee to notify
management

Administer first aid
and call emergency
services, if required

Take appropriate
action to make
the area safe

Identify causative
factors and control
further exposure

Complete the accident
book, investigate and
document the findings

Investigate the
incident and
document the findings

Complete the accident
book, investigate and
document the findings

If reportable (contact Citation plc’s advice line if unsure),
complete the relevant online HSE RIDDOR reporting form.*

Review risk assessments to ensure they are adequate
and take into account the cause of the incident

Discuss at management level and communicate to
employees any additional controls or limitations

To prevent a recurrence, implement actions and monitor
*Note the Incident Contact Centre telephone reporting service is only available for major injuries and fatalities on 0845 300 9923.
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12.2 Accident Reporting Form
Report No: 00002
1. About the person who had the accident

Name xxxxxxx
Address & Post Code
xxxxxx
Occupation: Warehouse Operative on contract

32

2. About the person filling in this form

If you did not have the accident, write your address and occupation
Name xxxxxxx
Address & Post Code xxxxxx
Occupation: Administrator for Kaydee Light Control Solutions LTD

$ERXWWKHDFFLGHQW
:KHQGLGLWKDSSHQ"7XHVGD\DIWHUQRRQWK)HEUXDU\ :KHUHGLGLWKDSSHQ"ΖQWKH
:DUHKRXVHDWKaydee Blinds6KHSVKHG +RZGLGLWKDSSHQ"2SHUDWLYHXVLQJ&XW2IIVDZFXWWLQJ
XSSLHFHVRI8QLVWUXWPHWDO *LYHWKHFDXVHLISRVVLEOH6DZEODGHDSSHDUVWRKDYHEHFRPH
ȆMDPPHGȇIRUFLQJRSHUDWLYHȇVOHIW KDQGXSNQRFNLQJLWDJDLQVWWKHPDFKLQHGDPDJLQJLQGH[
ILQJHUDQGQDLO2QLQVSHFWLRQE\ [[[[[6HQLRU:DUHKRXVH2SHUDWLYHEODGHZDVZRUQ$OO33(
NLWZDVEHLQJZRUQDWWKHWLPH [[[[[KDVEHHQWUDLQHGLQEDVLFXVHRIWKHPDFKLQH7KHEODGH
ZDVUHSODFHGLPPHGLDWHO\DQG WKHPDFKLQHFKHFNHGWKHWDVNZDVWKHQFRPSOHWHGE\[[[[[[
&KHFNHGZLWK[[[[[ [[[[[[WKDW GHWDLOVRIDFFLGHQWDUHFRUUHFW ΖIWKHSHUVRQZKRKDGWKH
DFFLGHQWVXIIHUHGDQLQMXU\ZKDWZDVLW" &XWVLGHVRIXSSHUMRLQWRIILUVWILQJHURQOHIWKDQG0RVW
OLNHO\ZLOOORRVHQDLORQWKDWILQJHU :KDWZHUHWKHFRQVHTXHQFHVRIWKHLQMXU\" 2SHUDWLYHYLVLWHG
FDVXDOW\GHSWRIORFDOKRVSLWDO7KHILQJHUZDVQRWIUDFWXUHGQRUGLGLWQHHG VWLWFKHV$QWLVHSWLF
ZLSHVDSSOLHGWRILQJHUDQGEDQGDJHGE\PHGLFDOVWDII[[[[[LVWRUHWXUQWR KRVSLWDOIRU
EDQGDJHVWREHFKDQJHGRQ0RQGD\WK0DUFKRQSDLQNLOOHUVDIWHULQFLGHQW[[[[[ JLYHQOLJKWHU
GXWLHVLQWKHZDUHKRXVHFOHDQLQJDQG7Ζ*ZHOGHWF 7Ζ*7UDLQLQJ $VVHVVPHQW DOUHDG\
FRPSOHWHG 5HFRPPHQG7RPRQLWRU[[[[[ȇVUHFRYHU\ WRHQVXUHGXWLHVILWDURXQG WKHLQMXU\
DWSUHVHQW7RFDUU\RXW5LVN$VVHVVPHQWIRUWKLVDFWLYLW\

Sign the record and date it.
Signature ......................................................................................................................................................................

Date: 28 2 2013

4. For the employee only

I give my consent to my employer to disclose my personal information which appear on this
form to safety representatives and representatives of employee safety for them to carry out
the health & safety functions given to them by law. Tick this box if you give your consent.
Signature ......................................................................................................................................................................

Date: 28 2 2013

5. For the employer only

Complete this box if the accident is reportable under the reporting of Injuries, Diseases and
Dangerous Occurrences Regulations 1995 (RIDDOR)
How was this reported?
Date reported ..........................................................................................................................................................
Signature ......................................................................................................................................................................
ALL Accident Records should be returned to the H & S Administrator for filing.
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13.0 CIS
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Modern Slavery and Human Trafficking
Policy
Modern Slavery & Human Trafficking Policy
1. Structure, business and supply chain
Kaydee Light Control Solutions Ltd is headquartered in Shepshed, Leics. UK and
sells its products throughout the United Kingdom. Our product range makes use of
the highest quality materials, which for the most part is sourced from Europe & the UK
respectively. This allows us to focus our oversight and influence over two discrete
geographic regions. We have over 20 employees within our organisa�ion in addition to
approximately 1,000 workers who are engaged through our supply chain. Where
possible, we engage suppliers who have relationships with existing suppliers so that
we can contain our supplier network and improve consistency in ethical practices
throughout the supply chain.
Building on our existing Environmental Policy and our commitment to the Ethical
Trading Initiative, we have embraced the requirement to provide an annual slavery
and human trafficking statement. This will allow us to share our efforts against slavery
and human trafficking and improve and measure our success each financial year. This
past financial year, we took the following key steps to ensure slavery and human
trafficking did not occur within our organisation or supply chain.

2. Slavery and human trafficking policies
Notably, we developed this Modern Slavery Policy. We have clear objectives relating
to the following themes:
•
•
•
•
•
•

•

Relationships: Strengthening our supplier engagement process
Feedback: Establishing grievance mechanisms and channels for individual
worker feedback
Knowledge: Improving our knowledge base by collecting relevant data and
improving product traceability
Measurable change: Developing verifiable KPls to measure progress
Supplier collaboration: Encouraging suppliers to collaborate to address
slavery and human trafficking issues
lncentivisation: Developing mechanisms to incentivise employees and
suppliers to address slavery and human trafficking and improve labour
standards
Accountability: Establishing a framework for organisation accountability to
allow for raising issues, making suggestions, voicing grievances and reporting
slavery and human trafficking

Modern Slavery Policy August 2020

Coronovirus Risk Assessment

Coronovirus Risk Assessment

“
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I would like to thank the Kaydee
team for their hard work and helping
us achieve PC despite a extremely
difficult programme
Senior QS - Multiplex
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+44 1332 851 400

