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The following document will be reviewed and amended; the next page will give
details of amendments and dates of any revisions.

DATE OF REVIEW

SECTIONS REVIEWED

CHANGES/COMMENTS

April 2007 Rev01

April 2007 Rev01

April 2007 Rev01

April 2009

April 2010 Rev02

April 2011

September 2012

May 2013

November 2013

CDM

Welfare

Smoke free policy included

Reviewed entire document

Reviewed entire document
Reviewed entire document
Reviewed entire document

Management structure and asbestos
section

Welfare comment with regards
inclusion within CDM regulations
(construction)

New policy due to new legislation 1st
July 2007

The following sections have been
amended

Policy statement

CDM Flow chart section
Section 3.10

Section 5 recording accidents data
Section 9 FA

Section 12 Monitoring

Section 13 Noise/HAV

Section 17 Records

Amend management structure
Amend Section 11 method statements
Organisational structure for heath and
safety management

Management structure amended
Management structure amended
Management structure amended.

Asbestos section clarified ~ Invicta do
not undertake Asbestos works.
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HEALTH & SAFETY POLICY STATEMENT

It is the policy of Invicta Storage Systems Ltd, to ensure that the working
conditions are safe and healthy for their employees. The company's operations
will be carried out in such a manner that the health and safety of all persons
concerned either directly or indirectly are not adversely affected, so far as
reasonably practicable.

The company will comply with duties bestowed on it by the Health and Safety at
work Act 1974 and other subordinate legislation made possible by the act.

Directors and managers are required to promote an awareness of safety in all
employees as an integral part of good management.

The above will be achieved with the health and safety management procedures,
which will be reviewed annually or as and when circumstances dictate. This will
then be brought to the attention of all employees to help promote active
participation of all employees with safety issues.

All employees will be made aware of this policy and how it affects them, with their
help the company will strive to achieve a safety culture that will benefit all. Active
discussion between all staff will not only be welcomed it will be encouraged.

Senior management will monitor all near miss and accident records and
investigate to an appropriate level with the ultimate aim to prevent recurrence
and maintain a safe working environment for all employees and others who may
be affected by the business activities.

The policy will be reviewed annually.

Andy Shearer
Managing Director

April 2014
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INVICTA ORGANISATIONAL STRUCTURE
FOR HEALTH & SAFETY MANAGEMENT

MR A SHEARER MS K WARREN
Managing Financial
Director Controller
|
MR P SMITH
HSQE Consultant

MR T MCLAUGHLIN
Health & Safety Manager

MR M COYNE
Sales

MR D LEAROYD
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Manager
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Office Contracts Coordinator

MR P MANSELL
Contracts Manager

MR S FERGUSON
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Project Managers
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MR K HORSFORD
MR G WATERS
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SITE SUPERVISORS

SITE SUPERVISORS
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SITE OPERATIVES

SITE OPERATIVES

SITE OPERATIVES

Y YA

ALL INVICTA STORAGE EMPLOYEES AND CLIENTS

W QAU
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RESPONSIBILITY FOR PLANNING, OPERATION
AND CONTROL OF HEALTH AND SAFETY

1.0

20

DIRECTORS

a) Apply this health and safety policy, monitor and control management of
the policy to ensure effective implementation and improvement.

b) Set performance targets

c) Ensure that adequate resources are provided to carry out all
operations with due regard to health, safety and welfare.

d) Set up consultation team for the sole purpose of improving health,
safety and welfare

Division managers/contract managers/project managers/site
surveyors/sales staff
design team/support staff

a) Ensure that the workplaces under their control are adequate with
respect to health, safety and welfare and are effectively managed and
controlled.

b) Ensure that a suitable project specific health and safety plan is
provided and adequate information is provided.

c) If in control of design and specifications of projects, give adequate
thought to the hierarchy of risk control i.e. design hazards out.

d) Divisional managers to provide monthly reports on the effectiveness of
the management procedures.

e) Ensure that employees and sub-contractors are competent and
recommend remedial measures.

f) Ensure a mechanism is in place for the consultation with employees.

g) Ensure individuals under their control are made aware of the safety
precautions associated with their type of work and that their place of
work is safe through the provision of induction training and toolbox
talks.
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Carry out risk assessments and help devise safe systems of work, then
play a active role in reviewing and monitoring

Ensure that all safe systems of work are being adhered to and take
effective steps to stop non-compliance.

SITE SUPERVISORS

a)

b)

f)
9)
h)

Ensure that the workplaces under their control are adequate with
respect to health, safety and welfare and are effectively managed and
controlled.

Ensure that a suitable project specific health and safety plan is
provided and adequate information is provided.

Carry out weekly inspections of the project with regards to health and
safety.

Keep records of inspections, induction training etc in the site register,
carry out toolbox talks, task briefings and site inductions.

Ensure that employees and sub-contractors are competent and
recommend remedial measures.

Ensure the mechanism for employee consultation is being used
Liaise with client on issues about health, safety and welfare

Maintain means of access to and egress from their place of work, that
are safe and without risk to health.

Make sure that all risk assessment procedures and safe systems of
work are complied with.

ALL EMPLOYEES

a)

b)

Take reasonable care for the health and safety of themselves and
others that may be affected by their activities at work.

Report on any hazards or unsafe practices to their supervisor
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Co-operate with their supervisor or any other person so far is
necessary to enable them to comply with any duty or requirement
imposed on them by any statutory provision.

Use all tools and equipment for their work correctly and report defects.

Refrain from horseplay and abuse of welfare facilities.

Use protective clothing and safety equipment supplied.
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1.0  On receipt of clients initial enquires, director will attend site to survey the
scope of works required. They will consult with the CDM Coordinator to
ensure that the client has been informed of their duties under the 2007
regulations

Some of the criteria follow:
e 30 working days
e 500 person days (aggregate)

3.0 The regulations place duties on a number of parties, clients, designers,
CDM Coordinator, and principal contractor.

Two documents are defined within the regulations:
e Health & safety plan (information on how the project will be built safely)
e Health & safety file (information for future works and safe maintenance)

4.0 Duties under the regulations
Client
e Check competence and resources of all appointees
e Ensure there are suitable management arrangements for the project

¢ Allow sufficient time and resources for all stages
e Provide pre-construction information to designers and contractors

CDM Co-ordinator

e Ensure designers comply with their duties (in particular reduction of
risk)

e Ensure designer co-operate with each other with regards to health &
safety issues

e Advise the client on the pre-construction health and safety plan

e Ensure the client receives advice on competence and allocation of
resources by designers and contractors

e Prepare the health and safety file and deliver it to the client on
completion of the project

The CDM Coordinator should play an active role throughout the life of the project,
acting as a central point for communication

Designers
o Inform the client of their duties under the regulations
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. Consider the hazards and risks those constructing their design may
face and design to avoid those risks so far as reasonably
practicable

o Ensure the design includes adequate information on health and
safety

J Pass information to the CDM coordinator for inclusion in the health
and safety file

o Co-operate with the CDM coordinator and other designers

Principal contractor

o Develop the pre-construction health and safety plan into a working
document
o Arrange for competent and adequately resourced contractors to

carry out the work (if works are sub-contracted out)

Collate the major findings from risk assessments

Control all activities on the project

Inform all persons involved with the project about the risks involved

Establish site rules necessary for the implementation of the health

and safety plan

o Take reasonable steps to ensure that only authorized persons are
allowed on site

o Must ensure that the following are displayed: HSWA poster, F10
and accident book

J Provide information to the planning supervisor for inclusion in the
health and safety file
o Monitor and review the health and safety plan

Sub-contractors

o Provide information for the health and safety plan about the risks
arising from their work

o Provide information about the steps they will take to control the
risks

o Manage their work to comply with the rules in the health and safety
plan and directions of the principle contractor

o Report all accidents and incidents to the principal contractor

. Provide information to their employees

Employees

Entitted to information about health and safety during the
construction phase

Able to express their views about health and safety to the principal
contractor
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To allow the recording of information during a projects construction, a project
register will be produced, the register will contain.
o Records of training
Scaffold and tower inspections
Electrical equipment inspections
Lifting equipment inspections
Plant inspections
Young persons risk assessments
Register of COSHH substances that will be present on that project
Accident reporting information

The project health and safety plan must address the following issues
o Contain a copy of the policy statement

Project information (what is being built)

Risk assessment information

Roles and responsibilities of individuals involved

Site rules

Accident and emergency procedures

Welfare arrangements

Communication

Method statements (this may have to be a separate file)

Monitoring and review

The above will be monitored on a monthly basis to check its effectiveness and
amendments made as required.

ALL CONSTRUCTION PROJECTS

Construction (Design and Management) Regulations 2007 gives employers, the
self-employed and those who control the way in which construction work is
carried out various duties including:

. Safe place of work
o Safe access and egress to places of work
o Safe places of work with adequate space for workers
o That people are prevented from gaining access to unsafe access or
workplaces

e Excavations are safe

o Ensure that excavations do not accidentally collapse



. . Section:2
Construction Design &  page:12

Manaaement 2007 Revision Reference: 02 ;' g
9 d Issue Date: April 2014 ™ ] nVICta
proceaures Approved:

o Prevent, so far as is reasonably practicable, a person from being
buried or trapped by a fall of material

o Support, so far as is reasonably practicable, the sides, roof or
adjacent area to prevent a collapse

o Provide suitable and sufficient equipment to support the excavation

o Work on supports for an excavation only under competent
supervision

o Stop any person vehicle or equipment being near to an excavation
where it is likely to cause collapse

o Prevent any risk so far as is reasonably practicable, of injury from
underground cables or services

o Prevent persons, vehicle or plant, equipment or any accumulation
of material falling into the excavation

e Fire & other emergencies

o Provide unobstructed, properly signed emergency routes and exits
to a place of safety

o Set up appropriate emergency procedures with designated people

o Make people on site familiar with procedures and test the
procedures

o Provide suitable signs to indicate the fire fighting equipment

e Welfare facilities

o Provide sanitary and washing facilities with adequate supply of
drinking water

o Accommodation for clothing and changing facilities

o Rest facilities

e Traffic routes & Vehicles

o Organized so that vehicles and people can move safely

o Organized so there is a separation between people and vehicles, or
where this is not reasonably practicable, people are protected and
warning of approaching vehicles is given

o Vehicles can only be used where routes are free of obstructions,
there is sufficient room or warning has been given to the driver

o Suitable signs should be erected

e Training, Inspection and Reports
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o Construction work where training or technical knowledge is required
to protect people shall only be carried out by competent people or
under competent supervision

o Where the work is part of an excavation make sure it is inspected
before work and at specified intervals by a competent person

The competent person must produce reports of inspections before the end of the
working period
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The above list is by no means complete and each project must be evaluated on
its own unique characteristics

8.0 A flow chart gives a brief outline

MUST BE REVIEWED Does CDM 2007 apply, if yes Draw up risk assessments and
—p inform the client of their dutiesor ___p, NO > method statements to control
ensure that CDM-Coordinator has work activities

informed the client?

v

YES
Ensure F10 has been submitted Draw up draft H&S construction If required consult with ISS
by client/CDM ~ Coordinator phase plan utilising Pre-tender Limited health and safety
Submit draft H&S construction ¢— health and safety plan and —_—> consultant for expert advice
phase plan associated documentation such

as design documents/drawings
and sub-contract works

NO
Authorization from client/CDM —P ——Pp  Discuss with CDM Coordinator
coordinator to commence works and resubmit document
YES

!

Issue document, discuss and

induct the following:

Sub-contract management teams
Sub-contract labour

Visitors

Ensure the following is displayed

on site:

HSWA poster

F10

Employer liability insurance

Emergency procedures
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General

The following activities are those that management has the responsibility
to ensure are carried out. These are key activities and collectively form the
basis of health and safety management of ISS projects regardless of
value, size and complexity.

Risk assessment

There are legal requirements to carry out risk assessment, which is explicit
in a number of specific regulations. Details of risk assessment procedures
follow in this document.

Method statements

Where activities are of significant risk a written safe system of work must
be produced and agreed prior to work commencing. Details of what a
method statement should contain follow in this document.

The health and safety at work act 1974 requires the provision of a safe
system of work. Where special precautions have to be taken before,
during or following any potentially hazardous operation, the permit to work
system will be used to increase the effectivness of the system of work.
Details of the permit system follow in this document.

Safety appointments

Not withstanding line management responsibilities for managing safety,
where ever possible individuals should be appointed to supervise or
manage specific areas of safety. They are to be appointed in writing and
trained to a level such that they can discharge these duties in a competent
manner.

Health and safety plans

Where projects are deemed notifiable under CDM regulations the health
and safety plan is the means by which operational activities are planned,
implemented, managed and reviewed. It is a working document and must
relate specifically to an individual site.
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Supervision

Adequate supervision must be provided given the nature and complexity
of the contract. Management must ensure that in addition to any ISS
supervision that all sub-contractors provide suitable and sufficient
supervision to help discharge their own legal duties.

Monitoring

Safety monitoring is a key activity and is carried out on a continuous basis.
Site supervisors will have weekly monitoring activities, backed up by
monthly monitoring carried out by senior line management. The aim is to
maintain compliance with legal standards, identify trends/patterns and to
improve the safety management system.

Accident/incident reporting and investigation

All accidents, incidents or other occurences must be reported immediately
to ISS head office reporting directly to a director if possible. All situations
must be investigated, the level of investigation will depend on the severity
of the occurrence. This will help the organisation fullfil some legal
obligations and help prevent recurrence. It will also be a reactive form of
monitoring safety, but the company ethos will still remain a proactive
stance.

Record keeping

At each work place a ISS safety register will be held for keeping statutory
records. The register will form part of the monthly checks to see that all
statutory obligations are being complied with.

Communication

ISS management accept that this document and health and safety
management rely on good communication, all employees will have this
document and subsquent H&S information conveyed to them in the
following way.

1) Induction process

2) Notice board

3) Employee appraisals

4) Project risk assessment and method statement reviews
5) Task briefings

6) ISS management meetings
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7) As and when deemed necessary
8) ISS operates an open door policy

The method of consultation will be direct i.e. one to one
11.0 Sub-contractor selection and assessment
The managing director will ensure that all sub-contractors are suitably

vetted and assessed with regards their competence and H&S
management systems in place before they commence works for ISS
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Risk assessment is the key to our accident prevention strategy, it is also a
requirement of the Management of Health and Safety at Work Regulations, this
policy outlines the company's risk assessment system in terms of the system
objectives and management of the system.

Because of the nature of the organisations undertakings, risks can be
categorised in two following ways:

Generic i.e. the hazard remains the same whatever the environment

Site specific i.e. the environment has either affected the generic hazard or a
hazard is present that the business has not been subjected to in the past.

The organisation utilises a specific risk assessment system to help document and
control both types of risk.

m Risk assessment & method statement system

Risk Assessment System Objectives
The objectives of the risk assessment system are:

1. To ensure that all the main hazards affecting employees and other
persons affected by our work activities are properly assessed for their
level of risk.

2. To put in place the necessary additional control measures required as
a result of the risk assessment process.

3. To ensure that the risk assessments are reviewed regularly (yearly)
and take into account changes to workplaces, practices and the
introduction of new technology as well as incidents or events.

4. ldentify where specialist risk assessments such as COSHH, Noise etc
may be required.

Risk assessment will follow the :5 " step approach and incorporate the appropriate
risk rating system.

The risk assessments once completed will be communicated to the staff involved
in the area/activity concerned and a copy kept at workplace level.

Specialist Risk Assessments

Where specialist risk assessments are required these will be subject to a
separate policy and undertaken in conjunction with any specialist support
required and communicated as per the risk assessments above.
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INTRODUCTION

Accurate and prompt accident / incident reporting is vital to:
Allow the review of working practices

Discharge employer/employee legal duties

Allow prompt investigation of significant incidents

Satisfy insurance requirements

SCOPE

This procedure applies to all ISS related works undertaken directly or by
sub-contractors

STANDARD

All persons responsible for the estimating, planning, procurement,
management and supervision of accident reporting must consult the
appropriate references listed at the end of this section.

ACCIDENT BOOK

It is a legal standard that an accident book must be located at all places of
work and must be accessible to all employed there. However all entries
must be witnessed by a member of ISS line management.

REPORT FORM

All accident/incidents must be entered on to ISS report form, example
copy at the end of this procedure. The details from this form will be used
for internal purposes and elements will be used to inform the Health and
Safety Executive if the accident or occurrence is notifiable under the
Reporting of Injuries and Diseases and Dangerous Occurrence s
Regulations (RIDDOR). A HSE reporting hotline is now in operation the
number will be at the end of this procedure, advise can be obtained to
whether it need to be reported from ISS H&S advisor.

PUBLICATIONS

HSE PUBLICATION A GUIDE TO RIDDOR 95 (AND 2013 UPDATE)
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GE700 CITB PUBLICATION (AVAILABLE ON THE COMPUTER
NETWORK AT HO)

7.0 WORKPLACE MANAGERS ACCIDENT REPORTING AND
INVESTIGATION FLOW CHART

ACCIDENT INCIDENT

OCCURS

v

v

Sub-contractor/other
employees

Member of the public

ISS employee

v

v

v

Sub-contractor/
employer to fill in their
own accident book

ISS staff to make entry
In workplace accident
book

ISS staff to make entry
In workplace accident
book, which must be
witnessed by
management

v

v

Sub-contractor/
employer must inform
HSE if a reportable event

Provide ISS with all
relevant information and
copies

ISS line management to
fill in internal report form

Data from all accidents
to be entered on to the
accident spread sheet
database, held by the
ISS health & safety
advisor

v

ISS line management to
inform HSE accident line
following
approval from senior
manager

'

All information and
documents to be retained
on file for 3yrs at HO,
copies to be sent to H&S
advisor

Workplace
response

v

Scene left
undisturbed if
serious

Take photographs
Identify witnesses
Inform HO

Contact H&S advisor
Contact HSE
accident line if
reportable

Obtain witness
Sstatements
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INTRODUCTION

Exposure to hazardous substances in the workplace affects many
thousands of people.

Exposure to airborne contaminants, contact with liquids, gasses and solids
can cause immediate adverse affects or may take many years to manifest.

Specific legislative controls exist in the form of the Control of Substances
Hazardous to Health Regulations.

Every effort must be made to identify, eliminate, substitute or control any
exposure in order to prevent ill effects from use or application.

SCOPE

This procedure applies to all ISS related works undertaken directly or by
sub-contractors.

STANDARD

All persons responsible for the estimating, planning, procurement,
management and supervision of hazardous substances must consult the
appropriate references listed at the end of this section.

All substances used by the company, must be supplied with a hazard data
sheet. This sheet will help to assess the risks of using that substance in
the workplace and help to build effective control measures.

Using the hazard data sheets a COSHH assessment must be carried out,
for many substances and activities this will be a once only procedure that
must be monitored and reviewed for its effectiveness. Occasionally new
substances may have to used or different techniques that will require new
assessments to be carried out.

Once an assessment has been carried out this will form part of or could
even be the safe system of work, dependant on the risk. For most
substances the company uses these will be of a generic nature (they must
however be reviewed once a year)

As with all risk assessments/method statements it will be communicated to
all involved.

Management flow chart for substances hazardous to health
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HSE PUBLICATION

IDENTIFIABLE NON-IDENTIFIABLE
SUBSTANCE SUBSTANCE
USE HAZARD DATA PROCEED NO
SHEET TO DRAW UP FURTHER
RISK ASSESSMENT |&—— SEEKINFORMATION
FROM SUPPLIER
DEVELOP CONTROL SEEK FURTHER
MEASURES FROM ADVICE FROM
INFORMATION SAFETY ADVISER
REMEMBER PPE —p IF REQUIRED
IS THE LAST RESORT BUT REMEMBER
ALL MEASURES NEED
CHECKING
BY ANOTHER
CONSULT ALL THOSE
INVOLVED WITH THE
TASK.
COMMUNICATE
INFORMATION
THROUGH TASK
BRIEFINGS
ONCE ALL ALL FINDINGS,
MEASURES IN PLACE, INFORMATION TO BE
CARRYOUT TASK KEPT IN THIS
MONITOR AND SECTION OF
REVIEW MANAGEMENT FILE
’ AND SITE SAFETY
REGISTERS
PUBLICATIONS

COSHH APPROVED CODE OF

PRACTICE
EH40

GE700 CITB PUBLICATION (AVAILABLE ON HO COMPUTER NETWORK)

sinvicta
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INTRODUCTION

Electricity is used in the workplace extensively in varying voltages and
applications. It is a valuable source of energy and if used correctly is very
safe. However if abused or interfered with by untrained persons it can be
lethal.

SCOPE

This procedure applies to all ISS related works undertaken directly or by
sub-contractors.

STANDARD

All persons responsible for the estimating, planning, procurement,
management and supervision of electrical work must consult the
appropriate references listed at the end of this publication.

Only trained and qualified electrical contractors or engineers can carry out
work on electrical systems or maintain/repair electrical equipment.

All electrical installations must comply with the current regulations and
standards.
A completion/hand over certificate must be issued.

All identified sources, whether underground, surface, concealed or
overhead must be isolated.

Warning signs must be displayed giving information regarding voltage and
distance parameters where there is a significant risk of impact or
disturbance.

Work on live equipment is not permitted
A risk assessment/method statement must be in place before any works
can be carried out on an electrical installation, this will require the use of a

permit to work.

No work can be undertaken within 0.5 metres of a surface or underground
service using mechanical plant or machinery.
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Electrical equipment safety

A full survey must be made of electrical services, using current
knowledge, plans, utilities information and cable avoidance tools before
any penetrations can be made into the ground.

All switches and distribution enclosures must be secured to prevent
unauthorised access, but not compromise emergency access. They may
in some circumstances be subject to a permit to work.

All electrical supplies above 110v must be suitably protected against
external influences and mechanical damage, e.g. armoured type cable,
conduit, or safe by location.

Electrical equipment and installations must be tested and inspected at the
following maximum periods.

LOCATION

Permanent offices fixed installations 5 years
Site offices 12 months
Permanent office equipment 12 months
Site office equipment 6 months
Site distribution systems and equipment 3 months

The above inspections and tests must be carried out if any alterations are
made or before first use if this is less than the stated period. All equipment
must be suitably marked with date of test/inspection and its details logged
in the site register or for HO equipment in this section of the procedures.

4.0 PUBLICATIONS

HSE PUBLICATION ELECTRICITY AT WORK REGULATIONS
GUIDANCE
ELECTRICAL SAFETY ON CONSTRUCTION
SITES
AVOIDING DANGER FROM UNDERGROUND
SERVICES

GE700 CITB PUBLICATION (AVAILABLE ON HO COMPUTER NETWORK)
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INTRODUCTION

Each project undertaken by ISS will contain unique risks related to fire and
must include a site specific fire plan

An effective fire plan must be clearly written and will use drawings
wherever possible to illustrate the intended methods of control.

SCOPE

This procedure applies to all ISS related works undertaken directly or by
sub-contractors

It may be the case that ISS will have to comply with a clients fire practice,
in this instance this must be in the form of a contractual agreement.

KEY PERSONNEL
Divisional managers

« Help write project fire safety plan

o Convening liaison meetings with designers

« Update, review and disseminate information relevant to the fire safety
plan

o Seek technical advise, means of access and provision of site fire plan,
details of out of hours contact numbers and key holders

« Ensure the fire safety plan is communicated to all involved

o Ensure hot work permit system is implemented if required

Site Supervisors

o Weekly inspection of all fire appliances, emergency routes and access
for local fire brigade

o Weekly inspections identifying changes in routes and assembly points,

where necessary carry out tests of alarms and detection devices

installed on site

End of shift procedures for hot w