

CASTLE SCAFFOLD (NORTHERN) LTD
HEALTH AND SAFETY POLICY AND 
PROCEDURES
INTRODUCTION
1.
The Health and Safety at Work etc. Act along with other Regulations contain the most important provisions for business, their organisations and employees.

2.
The general objectives within the scope of the above act and regulations are:


a.
To secure the health, safety and welfare of employees at work.


b.
To protect people other than employees at work against risks to their health and safety arising out of work activities.


c.
To control the keeping and use of explosive or highly flammable or otherwise dangerous substances and generally prevent people from unlawfully having and using such substances.


d.
To control the release into the atmosphere of noxious or offensive substance from premises, which also may come within the scope of the environmental protection legislation.


e.
To identify hazards in the workplace and carry out risk assessments and introduce such control measures are necessary.

3.
The Health and Safety at Work etc. Act places general duties on:


a.
the employer.


b.
the self-employed (eg contractors).


c.
the manufacturers, suppliers, designers and importers of articles and substances for use at work.


d.
the people in control of premises and all people at work.


These legal requirements apply to all types of work.

4.
The scope of the legislation is comprehensive and is designed to encourage employers and employees to take a wide ranging view of their role and responsibilities.  Some duties imposed by the legislation are absolute and must be complied with and this Health and Safety Policy and Procedures manual has been designed to meet all the legal requirements and obligations.
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	  1.  INTRODUCTION


A)
GENERAL

Businesses that are successful in achieving high standards have health and safety policies which contribute to their business performance whilst meeting their responsibilities to people and the working environment in a way which fulfils the spirit and letter of the law.

B)
WHAT THE LAW REQUIRES
1.
Other than if you are exempt from certain provisions every business has to comply with the requirement to have a written statement of its general policy on health and safety along with a statement of intent for the protection of employees and others who may be affected by its work activities.

2.
This Company's statement is important because it is your basic action plan on health and safety.  To achieve this Health and Safety General Policy and Statement of Intent, along with the outlined procedures, a full appraisal of needs and requirements were undertaken in the form of inspections and assessments.

3.
These Health and Safety Policy and Procedures reflect a commitment to a planned and systematic approach to policy implementation.

4.
A full review is to be undertaken from time to time to ensure high standards and commitment are maintained.  

	  2.  HEALTH AND SAFETY GENERAL POLICY


Employers (with certain exceptions) have to provide a written health and safety general policy.  This policy reflects the legal requirements to be fulfilled on health and safety.  This section outlines the format from which your Health and Safety Statement of Intent emanates.


To ensure you attain a high standard of health and safety at Castle Scaffold (Northern) Ltd, the Health and Safety General Policy has been collated identifying key aspects which you seek to attain, as outlined below in your General Policy.

	Castle Scaffold (Northern) Ltd


	  HEALTH AND SAFETY GENERAL POLICY


1.
Castle Scaffold (Northern) Ltd  believes that one of its most important functions is the prevention of accidents and ill health.  We do not wish any of our employees or any other person to suffer as the result of activities or work processes.  To this end, we intend to comply rigorously with all health and safety legislation, Codes of Practice and best guidance and work methods available.

2.
The health and safety policy and manuals we have prepared indicate the ways in which we intend to meet with legal requirements.

3.
Legislation requires that, as an employer, we prepare a statement of general policy with respect to the health and safety of our employees, together with details of the organisation and arrangements that we have set up to carry out that policy.

4.
Therefore, we provide, so far as is reasonably practicable:


a.
a safe system of work


b.
safe plant and equipment


c.
safe means of handling, transporting articles, substances and people


d.
adequate training, instruction, information and supervision


e.
a safe place of work with safe access and egress


f.
a safe and healthy environment


g.
adequate welfare facilities.

5.
We also ensure, so far as is reasonably practicable, that the way we carry out our work does not affect the health and safety of persons who are not our employees, for example, visitors and contractors.

6.
It is also recognised that where we produce articles and substances for use at work, or we erect or install any plant or equipment, we have a duty to ensure the health and safety of those who use them and make available all the required information for their health and safety.

7.
We remind you, our employees, of your duty to look after your own health and safety and ensure that you do not endanger others and that you must co-operate with us, as your employer, in meeting our legal obligations.

	  3.  HEALTH AND SAFETY STATEMENT OF INTENT


To assist in meeting your legal requirements and your general duties outlined in the Health and Safety General Policy, a Health and Safety Statement of Intent has been prepared as outlined below which identifies what your approach is, to ensure your effective and efficient approach to health and safety.

	Castle Scaffold (Northern) Ltd


	  HEALTH AND SAFETY STATEMENT OF INTENT


1.
It is our firm intention to enforce appropriate measures to control and monitor health and safety procedures as a vital part of running our Company as an efficient and successful operation.

2.
Therefore, so as far as is reasonably practicable, Castle Scaffold (Northern) Ltd:

a.
ensures that equipment and working practices are safe and offer no hazard and risk to health and safety 

b.
ensures that all necessary precautions are taken in respect of the safe use, handling, storage and transport of materials and substances

c.
provides such information, instruction, training and supervision as is necessary to ensure the health and safety at work of all employees

d.
maintains all places of work, work equipment and transport under its control in a safe condition, free from risk to health and safety

e.
provides adequate facilities for the welfare of employees

f.
safeguards the health and safety of visitors, contractors and of any members of the general public who could be affected by its activities

g.
provides all necessary information relating to health and safety in respect of procedures and services and, where necessary, consults with employees

h.
reviews and updates the policy as and when necessary particularly in respect of major changes within the Company  and/or changes in legislation and brings these changes to the attention of all employees

i.
ensures that all employees are mindful of their health and safety responsibilities and co-operate with management in its efforts to fulfil the above policy

j.
ensures the policy is monitored at the workplace.


Signature ..Michael Mitchell.

Position ..Director

Date ........28.2.06

Information concerning health, safety and welfare along with this Statement of Intent is contained within the employee safety handbook.
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	 1.   INTRODUCTION


1.
Legal provisions require the employer to identify the duties and responsibilities on health and safety for management.

2.
Those involved in the management of Castle Scaffold (Northern) Ltd have those duties and responsibilities clearly defined.  This is to ensure the Health and Safety General Policy and Statement of Intent are properly taken into account when designing and implementing systems and procedures.

3.
Management also have a responsibility and duty to ensure that:

a.
employees are aware and understand the Health and Safety General Policy and Statement of Intent.

b.
employees are aware and understand the Health and Safety rules relating to their work.

c.
employees are adequately instructed, trained and supervised.

d.
employees are made aware of the hazards and risks associated with their work activities.

e.
employees are provided with safe products, substances and equipment, safe methods of work and an environment which is safe and healthy to work in.

4.
The above duties and responsibilities on Castle Scaffold (Northern) Ltd are implemented through the use of the documentation outlined within this manual and through management carrying out periodic monitoring of the areas within their control.

	  2.  MANAGEMENT STRUCTURE FOR THE              IMPLEMENTATION OF THE HEALTH AND         

SAFETY POLICY


The Management Structure diagram outlines the chain of command in respect of health and safety management within Castle Scaffold (Northern) Ltd and shows who has the responsibility for the implementation of the Health and Safety General Policy and Statement of Intent and are accountable for their areas of responsibility.

	Castle Scaffold (Northern) Ltd



	  3.  MANAGEMENT RESPONSIBILITIES


A)
INTRODUCTION
1.
Alongside each of the organisational positions given in the management structure for the implementation of the health and safety policy, individual management responsibilities are allocated that are deemed the most important to be undertaken by the persons concerned for which they are held accountable and are issued in an individual Health and Safety Responsibility card folder.  These are outlined below.

2.
You are to monitor the satisfactory accomplishment of the key responsibilities and to do this it is necessary to state how these can be achieved.

B)
KEY RESPONSIBILITIES

To ensure we fulfil the objectives outlined in the Statement of Intent, the management structure indicates all who have responsibilities for health and safety and are held accountable for what happens in their areas of control.

MANAGING DIRECTOR
ACHIEVED BY
1.
To ensure that a health and safety policy is developed
Agreed and decided


and brought to the attention of all employees.
with Management  team.

2.
To ensure that regular monitoring is carried out to
By ensuring all levels of


establish level of health and safety performance.
Management use their



monitoring checks, registers 

and records as outlined in 

this health and safety 


Responsibilities folder.

3.
To ensure that effective communication is
Decided with Management


established within the Company.
team the type of 


consultation and



communication to be used 

using briefing groups or



Committees.

4.
To ensure that the health and safety culture
Management team.



within the Company is planned and programmed



with management team.

5.
To ensure adequate funding is available to deal


Management team.


with health and safety matters such as provision


of personal protective equipment, sampling and


analysis of working conditions and ensure that


environmental standards are maintained.

BUSINESS ADMINISTRATOR
ACHIEVED BY
1.
To ensure that the health and safety policy is brought to

Agreed and decided with 


the attention of all employees within your responsibilities.
Directors.

2.
To ensure that regular monitoring is carried out to establish
By ensuring the use


the level of health and safety performance.


of monitoring checklists and 








records as outlined in this








health and safety 









responsibilities folder.

3.
To ensure that effective communication is established

Decided with Directors


within your responsibility.




Consultation and 










Communication to be used










includes briefing groups or










committees.

4.
To ensure regular monitoring of office area.


Inspection using specific










checklists (see Safety










Register and Records &










Assessments Manuals for










appropriate checklist).

CONTRACTS MANAGER/SAFETY OFFICER



ACHIEVED BY
1.
To implement the health and safety policy


By ensuring effective 


system and procedures along with ensuring adequate
implementation of the 


training, information and supervision.



specific health and safety 








arrangements within the 








general health and safety 








policy.

2.
To be actively involved in communicating information

Briefing sessions or


to all employees.





Committee work.

3.
To carry out/ensure all aspects of general arrangements

Inspections using specific


regarding assessments, personal equipment, repair and

checklists and 
monitoring


maintenance, fire  and first aid procedures along with

checklists (see Safety


completion of monitoring documents.



Register and Records).

4.
To be responsible for accident/incident investigation,

Checking procedures


records and reports and appropriate notifications are

follow RIDDOR summary


carried out.






procedures.

5.
To ensure personal protective equipment is suitable and

Completion of appropriate


correctly marked (CE), and issued to all employees through
forms (see Safety Register


management.






and Records).

6.
To ensure all health and safety procedures and systems are
Completion of appropriate


developed and used based on analysis and assessments
forms (see Safety Register


undertaken.






and Records) and the 









undertaking of  assessments 








and inspections.

In each case, where appropriate, a Hazard Detection Report should be initiated and completed.

DEPOT CONTROLLER





ACHIEVED BY
1.
To implement the health and safety policy


By carrying out inspections,


system and procedures along with ensuring adequate

monitoring and  


 training, information and supervision.



identification of the 










employee's needs.

2.
To communicate information to all employees.


Briefing sessions or










Committee work.

3.
To carry out all aspects of general arrangements

Inspections using specific


regarding assessments, personal equipment, repair and

checklists and monitoring


maintenance, fire  and first aid procedures along with

checklists (see Safety


completion of monitoring documents.



Register and Records).

4.
To be responsible for accident/incident investigation,

Checking procedures


records and reports and appropriate notifications are

follow RIDDOR summary


carried out.






procedures.

5.
To ensure personal protective equipment is suitable and

Completion of appropriate


correctly marked (CE), and issued to all employees through
forms (see Safety Register


management.






and Records).

6.
To ensure all health and safety procedures and systems are
Completion of appropriate


developed and used based on analysis and assessments
forms (see Safety Register


undertaken.






and Records).

7.
To implement the health and safety policy and be actively
Carry out periodic checks


involved in training, instruction and information for employees.
and inspections in 









accordance with checklists 








and complete appropriate 








records.

In each case, where appropriate, a Hazard Detection Report should be initiated and completed.

CHARGEHAND






ACHIEVED BY
1.
To implement the health and safety policy


By carrying out inspections,


system and procedures along with ensuring adequate

monitoring and  


 training, information and supervision.



identification of the 










employee's needs.

2.
To communicate information to all employees.


Briefing sessions or










Committee work.

3.
To carry out all aspects of general arrangements

Inspections using specific


regarding assessments, personal equipment, repair and

checklists and monitoring


maintenance, fire  and first aid procedures along with

checklists (see Safety


completion of monitoring documents.



Register and Records).

4.
To be responsible for accident/incident investigation,

Checking procedures


records and reports and appropriate notifications are

follow RIDDOR summary


carried out.






procedures.

5.
To ensure personal protective equipment is suitable and

Completion of appropriate


correctly marked (CE), and issued to all employees through
forms (see Safety Register


management.






and Records).

6.
To ensure all health and safety procedures and systems are
Completion of appropriate


developed and used based on analysis and assessments
forms (see Safety Register


undertaken.






and Records).

7.
To implement the health and safety policy and be actively
Carry out periodic checks


involved in training, instruction and information for employees.
and inspections in 









accordance with checklists 








and complete appropriate 








records.

In each case, where appropriate, a Hazard Detection Report should be initiated and completed.

YARD FOREMAN






ACHIEVED BY
1.
To implement the health and safety policy


By carrying out inspections,


system and procedures along with ensuring adequate

monitoring and  


 training, information and supervision.



identification of the 










employee's needs.

2.
To communicate information to all employees.


Briefing sessions or










Committee work.

3.
To carry out all aspects of general arrangements

Inspections using specific


regarding assessments, personal equipment, repair and

checklists and monitoring


maintenance, fire  and first aid procedures along with

checklists (see Safety


completion of monitoring documents.



Register and Records).

4.
To be responsible for accident/incident investigation,

Checking procedures


records and reports and appropriate notifications are

follow RIDDOR summary


carried out.






procedures.

5.
To ensure personal protective equipment is suitable and

Completion of appropriate


correctly marked (CE), and issued to all employees through
forms (see Safety Register


management.






and Records).

6.
To ensure all health and safety procedures and systems are
Completion of appropriate


developed and used based on analysis and assessments
forms (see Safety Register


undertaken.






and Records).

7.
To implement the health and safety policy and be actively
Carry out periodic checks


involved in training, instruction and information for employees.
and inspections in 









accordance with checklists 








and complete appropriate 








records.

In each case, where appropriate, a Hazard Detection Report should be initiated and completed.

The above key health and safety responsibilities have been identified together with the way they are to be put into effect using appropriate techniques,  eg checklists, registers or assessment documentation.  Health and safety responsibilities are further defined in a range of specific Individual Health and Safety Responsibility folders which contain a checklist of the various aspects requiring inspection at stated intervals eg daily, weekly, monthly or annually.

	MONITORING CHECKLIST


MANAGING DIRECTOR
Date of check being carried out:      ________________

THESE CHECKS ARE TO BE CARRIED OUT AS REQUIRED
Failure to obtain the required answer to any of the following questions must result in the completion of a Hazard Detection Report.

	  DESCRIPTION OF
  RESPONSIBILITIES
	CHECKED BY & DATE
	                COMMENTS

	    Objectives of health and safety policy  understood by all levels of management and employees.
	
	

	    Effective channels of communication provided in relation to health and safety matters.
	
	

	   Provisions for dealing with fire and related incidents being effectively maintained and monitored.
	
	

	    Accidents investigated and reviewed.
	
	

	    Suitable risk assessments carried out by relevant managers and communicated in writing to all relevant employees.
	
	

	    Adequate supplies of personal protective equipment and protective clothing available to employees.
	
	

	    Employees adequately trained to an acceptable standard in health and safety and records kept.
	
	

	    All maintenance inspection and examinations as required by statutory and in-house rules carried out and recorded
	
	

	    Contractors activities effectively controlled.
	
	

	    Storage facilities are adequate and comply with all legal requirements.
	
	

	    Provisions of fire certificate being complied with.
	
	

	   Provisions for food hygiene and environmental legislation being complied with.
	
	

	   Review first aid provisions
	
	

	   Review PAT programme
	
	

	   Review safety budget
	
	

	   Review Insurance cover
	
	


	MONITORING CHECKLIST


CONTRACTS MANAGER/SAFETY OFFICER
Date of check being carried out:      _____________ 

THESE CHECKS ARE TO BE CARRIED OUT AS REQUIRED
Failure to obtain the required answer to any of the following questions must result in the completion of a Hazard Detection Report.

	  DESCRIPTION OF
  RESPONSIBILITIES
	CHECKED BY & DATE
	                COMMENTS

	     All storage areas examined for adequacy and compliance with the regulations
	
	

	    Have all employees been instructed on the fire procedure and use of fire fighting equipment, and have appropriate training records been maintained
	
	

	    Has fire training and instruction been scheduled for the next 12 months
	
	

	    Has a full fire drill been carried out within the past 12 months, with details and comments recorded
	
	

	    Are there suitable storage facilities for highly flammable liquids, liquefied petroleum gases, petroleum spirits etc
	
	

	    Are the provision of the fire certificate/s being fully complied with
	
	

	    Are there any structural alteration anticipated that may require the approval of the fire authority
	
	

	    Are there any alteration or changes in the buildings, premises or layout which require modification to the fire alarm and/or procedures
	
	

	    Is all  the fire fighting equipment maintained and serviced annually by a competent person
	
	

	    Is there a need for additional equipment
	
	


	MONITORING CHECKLIST


CONTRACTS MANAGER/SAFETY OFFICER
Date of check being carried out:      _____________ 

THESE CHECKS ARE TO BE CARRIED OUT AS REQUIRED
Failure to obtain the required answer to any of the following questions must result in the completion of a Hazard Detection Report.

	  DESCRIPTION OF
  RESPONSIBILITIES
	CHECKED BY & DATE
	                COMMENTS

	    First aid treatment correctly recorded an proper notification carried out, where required
	
	

	    Accidents investigated and reviewed by management
	
	

	    Recommendations made following accidents effectively implemented
	
	

	    All inspections and examinations required by statute being carried out, and records maintained
	
	

	    All vehicles, plant and equipment regularly maintained
	
	

	    Welfare environmental facilities adequately maintained
	
	

	   Contractors effectively controlled
	
	

	    Adequate supplies of PPE available to employees
	
	

	   Storage facilities adequate and comply with legal requirements
	
	

	    Provision for food hygiene and environmental  legislation being complied with
	
	

	    Has an inventory been compiled of all substances that are classified as hazardous to health
	
	


	MONITORING CHECKLIST


CONTRACTS MANAGER/SAFETY OFFICER
Date of check being carried out:      _____________ 

THESE CHECKS ARE TO BE CARRIED OUT AS REQUIRED
Failure to obtain the required answer to any of the following questions must result in the completion of a Hazard Detection Report.

	  DESCRIPTION OF
  RESPONSIBILITIES
	CHECKED BY & DATE
	                COMMENTS

	    Is the inventory up to date
	
	

	    Have all substances in the inventory been subjected to a risk assessment
	
	

	    Are the assessments fully recorded
	
	

	    Have all the measures and actions decided upon, in the assessments, as being necessary to prevent the exposure of employees to the substances been fully implemented
	
	

	    Have all employees, who are likely to be exposed to the substances, been instructed of the danger, and trained n the correct use of personal protective equipment and other measures that are required
	
	

	    Are regular checks carried out to ensure that all the measures, introduced to prevent exposure, are properly understood by employees and in satisfactory operation
	
	

	   Is a written record being kept of the regular checks
	
	

	    Are arrangements made to control the possible purchase of other hazardous substances
	
	

	    Are arrangements made to monitor changes to manufacturing methods and processes that may present new hazards to health
	
	


	MONITORING CHECKLIST


CONTRACTS MANAGER/SAFETY OFFICER
Date of check being carried out:      _____________ 

THESE CHECKS ARE TO BE CARRIED OUT AS REQUIRED
Failure to obtain the required answer to any of the following questions must result in the completion of a Hazard Detection Report.

	  DESCRIPTION OF
  RESPONSIBILITIES
	CHECKED BY & DATE
	                COMMENTS

	  Are non-compatible materials, substances stored separately and in a safe manner
	
	

	  Are all spillages of materials substances promptly cleaned up
	
	

	   Are all highly flammable liquids handled, used and stored in accordance with the HSE Guidance Note CS2 and statutory requirements
	
	

	  Is there separate and adequate provision made for the safe disposal of rags, wipers etc that may be contaminated and highly flammable liquids
	
	

	   Are all waste receptacles positioned away from any possible sources of ignition
	
	

	  Is dust removed from ledges, roof joists, structural steel work etc to prevent accumulation
	
	

	   Are measures taken to prevent any build-up of waste material, rubbish etc both inside and outside of the buildings
	
	

	   Is prompt action taken to remedy any electrical fault
	
	

	   Is all electrical work undertaken by competent persons
	
	

	   Are all combustible materials cleared from the working area at the end of each work period
	
	


	MONITORING CHECKLIST


CONTRACTS MANAGER/SAFETY OFFICER
Date of check being carried out:      _____________ 

THESE CHECKS ARE TO BE CARRIED OUT AS REQUIRED
Failure to obtain the required answer to any of the following questions must result in the completion of a Hazard Detection Report.

	  DESCRIPTION OF
  RESPONSIBILITIES
	CHECKED BY & DATE
	                COMMENTS

	    All emergency exits free of obstruction
	
	

	    All roadways and walkways free of obstructions
	
	

	    Powerpress log books up to date
	
	

	    Condition of portable electrical equipment
	
	

	    Any tools and equipment taken out of service
	
	

	    Action indicated by hazard reports
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	MONITORING CHECKLIST


DEPOT CONTROLLER
Date of check being carried out:      ____________________________

THESE CHECKS ARE TO BE CARRIED OUT AS REQUIRED
Failure to obtain the required answer to any of the following questions must result in the completion of a Hazard Detection Report.

	  DESCRIPTION OF
  RESPONSIBILITIES
	CHECKED BY & DATE
	                COMMENTS

	    Health and safety inspection in all areas under your control. 
	
	

	    Suitable types of safety equipment available where necessary.
	
	

	    Are employees and staff conversant with fire and emergency procedures.
	
	

	    Suitable first aid facilities and accident records being maintained.
	
	

	    New and existing employees familiar with the provisions for welfare, fire safety and first aid.
	
	

	    Are supervisors ensuring that safe systems of work are being adhered to.
	
	

	    Fire appliances located in their correct position and free from obstruction.
	
	

	    Fire doors easily opened from the inside and free from obstruction.
	
	

	    Fire exit signs clearly displayed
	
	

	     Flammable materials and substances stored in a safe manner.
	
	

	    Do risk assessments cover all activities in the workplace.
	
	

	    Has action which has been identified in the risk assessment been carried out.
	
	

	    Vehicle routes clear of obstruction with appropriate signage
	
	

	    Ensure working area is ventilated and at the required temperature 
	
	

	    Ensure that effective consultation is maintained with employees in areas under your control
	
	


	MONITORING CHECKLIST


CHARGEHAND
Date of check being carried out:      ____________________________

THESE CHECKS ARE TO BE CARRIED OUT AS REQUIRED
Failure to obtain the required answer to any of the following questions must result in the completion of a Hazard Detection Report.

	  DESCRIPTION OF
  RESPONSIBILITIES
	CHECKED BY & DATE
	                COMMENTS

	    Health and safety inspection in all areas under your control. 
	
	

	    Suitable types of safety equipment available where necessary at each location or site.
	
	

	    Staff conversant with fire and emergency procedures.
	
	

	    Suitable first aid facilities and accident records being maintained.
	
	

	    New and existing employees familiar with the provisions for welfare, fire safety and first aid.
	
	

	    Ensure that safe systems of work are being adhered to.
	
	

	    Floors and passageways in good condition and free from obstruction.
	
	

	     Workrooms well ventilated and adequately heated
	
	

	    Machinery restricted to trained personnel and adequately guarded.
	
	

	    First aid readily available and first aid kits adequately stocked.
	
	

	    Employees received suitable training covering their duties and are aware of the known hazards.
	
	

	    Electric appliances regularly inspected by a competent person.
	
	


	MONITORING CHECKLIST


CHARGEHAND
Date of check being carried out:      ____________________________

THESE CHECKS ARE TO BE CARRIED OUT AS REQUIRED
Failure to obtain the required answer to any of the following questions must result in the completion of a Hazard Detection Report.

	  DESCRIPTION OF
  RESPONSIBILITIES
	CHECKED BY & DATE
	                COMMENTS

	    Plant and equipment being maintained in a safe condition and records kept.
	
	

	    Suitable risk assessments carried out for all activities under your control.
	
	

	    Method statements and working instructions being adhered to.
	
	

	    COSHH  assessments for all substances in use.
	
	

	    Waste materials disposed of properly
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	MONITORING CHECKLIST


YARD FOREMAN
Date of check being carried out:      ____________________________

THESE CHECKS ARE TO BE CARRIED OUT AS REQUIRED
Failure to obtain the required answer to any of the following questions must result in the completion of a Hazard Detection Report.

	  DESCRIPTION OF
  RESPONSIBILITIES
	CHECKED BY & DATE
	                COMMENTS

	  Inspect yard area for potential hazards:

- slips/trips/falls

- falling objects

- access

- lighting
	
	

	    Inspect staff operations

    Ensure staff follow identified safe operating procedures
	
	

	    Inspect washing & eating facilities
	
	

	    Inspect fire precautions; extinguishers,

exits. Ensure staff understand evacuation procedures
	
	

	   Visually inspect any staff operated electrical equipment
	
	

	    Inspect maintenance record for company equipment
	
	

	   Ensure staff are issued with and wear appropriate protective equipment
	
	

	   Inspect accident book

   Ensure staff report accidents
	
	

	   Ensure staff are made aware of current

safety procedures
	
	

	   Inspect site equipment

     -  ensure guards are effective
	
	


	MONITORING CHECKLIST


BUSINESS ADMINISTRATOR
Date of check being carried out:      ____________________________

THESE CHECKS ARE TO BE CARRIED OUT AS REQUIRED
Failure to obtain the required answer to any of the following questions must result in the completion of a Hazard Detection Report.

	  DESCRIPTION OF
  RESPONSIBILITIES
	CHECKED BY & DATE
	                COMMENTS

	    Is there adequate space between furniture to allow personnel to pass safely
    Is there access to windows, power points, light switches etc
	
	

	    Are doors free from obstruction
    Are the offices adequately ventilated
    Are the lighting levels adequate
    Are welfare facilities suitable
    Are floors and passageways clear of obstructions
	
	

	    Are telephone/computer cables covered
	
	

	     Are VDU work stations assessed
    Are fire extinguishers accessible and of the correct type
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	  4.  INDIVIDUAL RESPONSIBILITIES AND MONITORING


A)
ORGANISING
1.
As previously mentioned, organisations which achieve high standards of health and safety are structured and operated to put the health and safety policies into effective practice.

2.
To attain this level at Castle Scaffold (Northern) Ltd you have to maintain a positive culture which secures involvement and participation at all levels.

3.
Visible and active leadership of management is necessary to ensure a positive approach which is supportive of the health and safety of  employees and others to ensure participation, commitment and involvement to achieve effective risk control.

4.
In the previous section, key management health and safety responsibilities have been identified to ensure the full implementation of the policy.

B)
MONITORING
1.
To ensure the involvement of management, checklists have been provided for each of the individuals with key health and safety responsibilities.  These are within each individual's Health and Safety Responsibilities folder.

2.
The checklists reflect the specific responsibilities of individuals and when they are to be carried out.

3.
The checklists measure the effectiveness of your health and safety systems and procedures, along with other checklists which are actioned in the Safety Register and Records.  This ensures you monitor fully the Company's responsibilities outlined in the Health and Safety General Policy and Statement of Intent.

4.
To be effective, these checklists must be completed at the required intervals and any action required will necessitate the completion of a Hazard Detection Report.  Additional individual checklists along with blank copies for additional requirements are to be found in the Health and Safety stationery pack.

5.
All checklists are to be reviewed by the Managing Directors with the overall responsibility for health and safety in Castle Scaffold (Northern) Ltd.

C)
INDIVIDUAL HEALTH AND SAFETY RESPONSIBILITY FOLDERS

A full list of all the Individual Health and Safety Responsibility folders that have been issued is shown at the end of this section.

LIST OF ALL INDIVIDUAL HEALTH AND SAFETY RESPONSIBILITY
FOLDERS ISSUED
POSITION
Managing Directors

Business Administrator

Contracts Manager/Safety Officer

Depot Controller

Chargehand

Yard Foreman




Kevin Murray





Managing Directors





Michael Mitchell





Hire, Sales and





Contracts





Business Administrator











Lynne   Douglas











Health and Safety





Office Training





Yard Foreman





Contracts Manager





Scaffolders &





Labourers










