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Statement of Intent

The North Level District Internal Drainage Board is committed to reviewing the
Health and Safety management system, this document details the policies relevant to
all the Boards operations.

Also included are working procedures and safety guidelines for a number of tasks and
areas which are likely to affect employees of the Board.

The list is not exclusive and employees should always consider their own safety and
that of others when undertaking any activity.

It is intended that the policies will give the Board a clear direction in all Health and
Safety related issues aiming towards continuous committed performance, the health
and safety management system shall be organised to deliver a health and safety policy
that is structured and motivates staff to work in a safe manner.

Health and safety shall be planned to minimise risks, eliminate risk if possible and
promote a positive health and safety culture throughout the work-force.

The health and safety management system shall be measured, audited and reviewed in
terms of its performance to ensure that all measures implemented are working and the
well being of all staff is maintained.
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Policies

1 Health And Safety At Work Etc Act. 1974
1.1 Policy of the Employer

It is the general policy of the Board to ensure, so far as is reasonably practicable, the
health, safety and welfare of its employees at work and of others who may be affected
by its operations, and that the discharge of these responsibilities shall be accorded
equal priority with that of its other statutory duties and objectives.

1.2 Responsibilities of the Employer

It shall be the responsibility of the Board to ensure that the management staff at all
levels implement the policy so far as is reasonably practicable by ensuring the
provision and maintenance of :-

a) a safe and healthy working environment with adequate welfare facilities and
arrangements

b) plant and structures designed and maintained to operate and function safely.
c) instruction and procedures as necessary for the safe use of plant and

performance  of  operations.
d) supervision of operations as necessary by competent personnel.
e) training as necessary for employees within job requirements and for those

appointed as employee safety representatives.
f) protective clothing and equipment where necessary.
g) medical advice as necessary.
h) arrangements for the periodic survey of and report on workplaces and methods

of working and the monitoring of any corrective action necessary.
i) arrangements for ensuring the safe use, handling, storage and transport of

"articles and substances" which are inherently or potentially dangerous.
j) information, instruction and training to comply with the statutory provisions of

the Control of Substances Hazardous to Health Regulations, 2002.  (COSHH)
i) information instruction and training to comply with the statutory provisions of

the Management of Health and Safety at Work and Fire Precautions
(Workplace) (Amendment) Regulations 2003

1.3 Implementation

Arrangements will be made for the provision and implementation of instructions
appropriate to the operations being carried out.  Existing published codes of safe
practice will, where appropriate, be generally adopted.

1.4 Consultation

The Board will, in accordance with the requirements of the Health and Safety and
Work etc. Act 1974, make arrangements for consultation on health, safety and welfare
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at work with its employees to promote a positive health and safety culture within the
workplace.

1.5 Duties of the Employees

It shall be the duty of all employees to co-operate in implementing the policy by :-

a) acting in the course of their employment with due care for the health, safety
and welfare of themselves, other employees and other persons and for the
avoidance of damage.

b) complying with the instructions and procedures, issued from time to time, for
safe working and the safety of  the  public.

c) making proper use of protective clothing and safety equipment provided.
d) reporting to their supervisors any defects in plant and structures, equipment or

safety procedures which come to their notice.
e) reporting to their supervisors any incidents which have led or might have led

to injury or damage and by co-operating with any investigations which may be
undertaken with the object of preventing accidents or recurrences.

f) use machinery, equipment, dangerous substances, transport equipment, means
of    production or safety devices provided by their employer in accordance
with any training given

1.6 Organisation and Arrangements

All the Board’s employees should have regard to the safety of the work they are
carrying out and the general environment in which they are operating.  It is the duty of
all employees to draw the attention to those concerned of any source of danger which
becomes evident to them.  If necessary it is the duty of an employee who sees a
potentially dangerous situation arising which is not otherwise being dealt with to draw
the attention of the Safety Officer to the particular matter on which he is concerned.

Mr. S.H. Morris, Chief Executive to the Board, is the designated Safety Officer, (Tel:
01733 270333) and is responsible for the health and safety at work of all the Board’s
employees.

Mr. P.D. Sharman, Engineer to the Board is designated Safety Supervisor and is
responsible directly to the Safety Officer for all aspects of health, safety and welfare
of the Board’s employees including the implementation of safe operating procedures
at all pumping stations.

Mr. E.M. Johnson, Operations Engineer is designated Safety Co-ordinator and is
responsible directly to the Safety Supervisor for the following :-

a) the safe operation of all plant and equipment employed by the Board.
b) the safe use, handling and storage of all chemicals used in the Board’s

operations.
c) the public being made  aware of  any operations which constitute a danger or

health  risk.
d) the testing, maintenance and storage of lifting equipment, the safe use of such

equipment and within its safe working load limit.
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e) the safety of all excavations and the implementation of all necessary safety
procedures on  all sites.

f) ensuring that all regulations and requirements of statutory undertakers are
observed.

Mr. C. G. Bothamley, General Foreman is the designated Safety Representative, and
is responsible for:-

a) ensuring that all employees carry out all operations in a safe manner.
b) ensuring that all issued safety equipment is available and used at all times.
c) ensuring that no member of the public is endangered by the Board’s operations

as far as is reasonably possible.

Mr. S Tegerdine, General Worker is the designated Safety Representative

A safety committee consisting of the Mr P Sharman Safety Supervisor, Mr E Johnson
Safety Co-ordinator, Mr C Bothamley and Mr S Tegerdine Safety Representatives
will meet on quarterly basis to discuss Health and Safety issues.  Concerns over any
Health and Safety related issue can be raised with these individuals and discussed at
the meetings.

1.7 Amendments

This statement is being brought to the attention of all employees.  It may be reviewed,
added to, or modified from time to time.    Any amendments made will be similarly
notified.
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2 Control of Substances Hazardous to Health
Regulations 2002 (COSHH)

2.1 Policy of the Employer
The Board acknowledges that no substance can be considered completely safe. All
reasonable steps will be taken to ensure all exposure of employees to substances
hazardous to health is prevented or at least controlled to within statutory limits.

The Board shall endeavour to control exposure by engineering means where
reasonably practicable. If exposure cannot be adequately controlled by engineering
means, appropriate personal protective equipment (PPE) will be provided free of
charge after consultation with employees.

All employees shall be provided with understandable information and instruction on
the nature and likelihood of their exposure to substances hazardous to health.

The implementation of this policy requires the total co-operation of all members of
management and staff. The person responsible for implementing this policy is the
Safety Co-ordinator, Mr. E.M. Johnson

2.2 Arrangements for Securing the Health and Safety of Workers
The Board shall, in consultation with workers and their representatives, implement the
following.

·  an inventory of all substances hazardous to health kept on site will be
maintained, with appropriate hazard information.

·  competent persons will be appointed to carry out risk assessments of the
exposure to substances hazardous to health and advise on their control.

·  all operations which involve, or may involve, exposure to substances
hazardous to health will be assessed and appropriate control measures will be
taken if elimination or substitution of the substance is not possible.

·  engineering controls will be properly maintained and monitored by planned
preventive maintenance and annual performance monitoring to ensure
continued effectiveness.

·  any system of work, supervision system or any other similar measure will be
reviewed at suitable intervals and revised if necessary.

·  all employees and others who may work in the affected areas will be informed
of the purpose and safe operation of all engineering controls.

·  the type and use of PPE will be carefully assessed and maintained according to
manufacturers’ instructions.

·  each assessment will be reviewed annually and all operations using hazardous
substances will be reassessed every three years.
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·  qualified professionals, where indicated to be necessary by the assessment,
will carry out health surveillance as required.

·  all employees will be provided with understandable information and
appropriate training on the nature of the hazardous substances they work with.
Employees will be informed about any monitoring and health surveillance
results.

·  all changes to control measures and changes of PPE will be properly assessed
and no new substances will be introduced into the workplace without prior
assessment.

2.3 Procedures for Dealing with Health and Safety Issues
When an employee raises a point related to the use of substances hazardous to health,
the Board  will,

·  ensure the hazard associated with the substance has been correctly identified
and ensure the assessment of the use of the substance is correct and up to date

·  ensure controls in place are adequate

·  correct any observed deficiencies in the control of the hazards

·  inform the employee, and their representative if appropriate, of the results of
the investigation and actions taken.

2.4 Information and Training
The Board will give sufficient information and training to ensure full understanding of
the hazards to health posed by substances in the workplace and the importance of the
control measures provided. Information will also be given to others who may be
affected, such as:

·  contractors

·  temporary staff

·  visitors.

Managers and supervisors of areas which use substances hazardous to health will be
given additional training to ensure the risks are managed appropriately.

The COSHH assessment file and safety data sheets will be stored in the following
locations;

·  Office, Green Drove Store

·  Reseption, Thorney Office

·  Store Room, Tydd Pumping Station

·  Rest Room, Cross Guns Pumping Station

·  Dog-in-a-doublet Pumping Station
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·  Chemical Store, Old French Drove Pumping Station

3 Management of Health and Safety at Work
and Fire Precautions (Workplace)
(Amendment) Regulations 2003

3.1 Policy of the Employer

The Board shall properly manage health and safety in the work place, this will be
achieved by implementing and maintaining a risk assessment, method statement and
permit to work system.

Information, training and instruction shall also be provided to employees, regular
consultation and discussions will be undertaken with staff on health and safety issues
to promote a positive health and safety culture within the work place.

The Board also acknowledges both their statutory duty and civil duty of care  to
young person’s that may be found in the work place for whatever reason.  The person
in charge has a responsibility, so far as is reasonably practicable, to ensure the young
person should not come to harm.

3.2 Employer’s Duties
·  carry out suitable and sufficient assessments of the risks faced by their

employees and, where appropriate, by non-employees.

·  the assessments will need to be reviewed if there is a reason to suspect the
risk assessment is no longer valid, eg following an accident, or when there
has been a significant change to the workplace, process or environment.

·  a specific risk assessment should be carried out for young workers, i.e.
someone less than 18 years of age. This assessment will take into account
their inexperience and immaturity.

·  maintain a written record of risk assessments.

·  risk assessments will identify whether health surveillance, such as hearing
and eye tests, is required.

·  risk assessments shall determine the procedures required to manage serious
and imminent danger. These procedures typically include evacuation
procedures for fire and other emergency situations.



Page 10

North Level District IDB
Health and Safety Management

·  information and training will be given to employees on any preventative
measures identified by the risk assessment as necessary to ensure safety.
Similar information will be provided to non-employees, such as contractors.

·  should the Board share premises with another employer or contractor , the
parties shall co-operate and co-ordinate. Information from risk assessments
and the resulting preventative measures will be exchanged between
employers.

·  one competent person will be appointed by the Board to assist in ensuring the
health and safety of employees and non-employees and complying with
legislation.

·  health and safety arrangements will be implemented to ensure the effective
planning, organisation, control, monitoring and review of preventative
measures identified as needed in the risk assessment.

·  the health and safety arrangements shall be in writing due to the employment
of five or more employees.

3.3 Employees Duties

·  employees must use any machinery, equipment or substance, etc in accordance
with the information, training and instruction received from the Board.

·  employees must inform a manager, or other employees with a responsibility
for health and safety, of any work situation where there is a serious and
immediate risk to health and safety. Similarly, they must inform a manager of
any shortcomings in the employer’s protection arrangements

3.4 Risk Assessment Process

When conducting risk assessments the Boards managers shall follow the five basic
steps recommended by the Health and Safety Executive (HSE), these are as follows,

Step 1 Looking for the hazards these would include,

·  physical hazards such as, machinery, noise, electricity, fire, vibration, work at
height, etc

·  ergonomic hazards such as, working space, workstation layout, repetitive
movements,

·  chemical/substance hazards such as, asbestos, cleaning chemicals, paints,
thinners,

·  biological hazards such as  bacteria and viruses

Step 2 Decide who might be harmed and how such as,

·  employees
·  contractors
·  visitors
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·  young persons
·  members of the public

Step 3 Evaluate the Risks and Decide on the Adequacy of Existing Precautions by,

·  rating the initial risk on a scale of high, medium and low
·  implementing control measures to eliminate or reduce the level of risk
·  rate the residual after the control measures have been put into practice

Step 4 Recording the findings by,

Using the Boards own risk assessment format to detail the findings to include

·  details of the work
·  equipment or process being assessed
·  the people at risk
·  the hazards involved and the level of risk

Step 5 Review and Revise the Assessments as Necessary because,

·  reviewing the assessment annually is a minimum requirement of the Boards
policy

·  an accident has occurred during an activity that has already been assessed for
risk

·  a new workplace has been reorganised
·  a new process or new technology has been introduced
·  there is a significant change in the law.
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4 Provision and Use of Work Equipment
Regulations 1998
4.1 Policy of the Employer

It is the policy of the Board to provide a safe working environment in relation to work
equipment safety and to ensure all employees receive appropriate safety information
and training in their work equipment. The person responsible for this policy is the
Safety Co-ordinator, Mr. E.M. Johnson

 4.2 Arrangements for Securing the Health and Safety of Workers
·  no work equipment will be used on the premises until it has been

inspected fully at installation stage.

·  no work equipment will be used on the premises unless it is inspected
regularly, eg on an annual basis or after upgrades.

·  full maintenance and inspection records will be kept for all work
equipment.

·  employees are advised not to bring their own tools or equipment to
work, unless this practice has been authorised in advance by their
supervisors.

4.3 Elimination of Hazards
The Board will ensure that operations which present a risk to employees in respect to
work equipment will be eliminated or reduced to as low a level as reasonably
practicable.

Measures to achieve this include consideration of all activities and equipment used for
each work task undertaken.

4.4 Assessment of Risk
An assessment of risk in relation to work equipment will be carried out by a
competent person.

4.5 Duties of Managers and Supervisors
Managers and supervisors shall take responsibility and ensure that all equipment used
by employees at work is suitable for the task to be carried out, safe for use and that
each employee has received adequate information, instruction and training.

Managers and supervisors are also responsible for ensuring:

·  a general risk assessment has been completed

·  suitable personal protective clothing is worn at all times when
necessary for the safe operation of work equipment
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·  if appropriate, all work equipment is regularly maintained and
inspected.

4.6 Duties of Employees
Employees must ensure:

·  they comply with all instructions and training in relation to the
execution of their work

·  their own health and safety and that of other employees is not put at
risk by their actions

·  they use equipment provided for any task and for the purpose for
which it was intended to be used

·  they report any problems to their direct supervisor.

4.7 Information and Training
Adequate information and training will be provided to individuals to ensure they are
competent to carry out their work related tasks. A responsible person will assess
training, including the need for refresher training.
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5 Personal Protective Equipment at Work
Regulations 1992
5.1 Policy of the Employer

The Board will provide personal protective equipment (PPE) when the risk presented
by a work activity cannot be eliminated or adequately controlled by other means.
When it is provided, it is because health and safety hazards have been identified that
require the use of PPE and it is therefore necessary to use it in order to reduce risks
to a minimum.

The Boards policy is to provide suitable PPE as appropriate, to ensure it is properly
maintained and that employees are provided with adequate information, instruction
and training.

The implementation of this policy requires the co-operation of all members of
management and staff. There will be full consultation with employee’s and their
representatives.

5.2 Arrangements for Securing the Health and Safety of Workers
The Board shall, in consultation with workers and their representatives:

·  ensure PPE requirements are identified when carrying out risk
assessments

·  use the most effective means of controlling risks without the need for
PPE whenever possible and only provide PPE where it is necessary

·  carry out an assessment to identify suitable PPE

·  ensure that if two (or more) items of PPE are used simultaneously,
they are compatible and are as effective used together as they are
separately

·  ensure PPE is available to all staff who need to use it

·  provide adequate accommodation for correct storage of PPE

·  provide adequate maintenance, cleaning and repair of PPE

·  inform staff of the risks their work involves and why PPE is required

·  train staff in the safe use and maintenance of PPE

·  review assessments and reassess the need for PPE and its suitability
whenever there are significant changes or at least annually.

5.3 Duties of Managers and Supervisors
Managers and or supervisors shall ensure:

·  PPE requirements are considered when risks are assessed
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·  suitable PPE is provided and is always easily available to all
employees that need to use it

·  PPE is properly stored, maintained, cleaned, repaired and replaced
when necessary

·  adequate information and training is provided to all employees who
need to use, maintain or select PPE

·  any injuries, ill health or incidents relating to the use of PPE are
investigated, with remedial action taken

·  employees use the PPE provided properly

·  the use and maintenance of PPE is regularly monitored and reviewed

·  special arrangements are made, where necessary, for individuals with
health conditions that could affect the use of PPE.

5.4 Duties of Employees
Employees must ensure they:

·  use all PPE provided properly whenever it is required

·  attend training sessions and comply with the training, instruction and
information provided

·  check the condition of their PPE before each time that they use it

·  store, clean and maintain their PPE correctly

·  report any losses, defects or other problems with PPE to their
manager or another responsible person immediately

·  report to management, in confidence, any personal conditions that
may affect their ability to us PPE correctly.

5.5 Information and Training
The Board shall provide sufficient information, instruction and training, including
demonstrations in the wearing of PPE, to ensure the health and safety of workers
using PPE.   This includes temporary staff, persons gaining work experience with the
organisation and contractors, as well as those in direct employment. Managers and
supervisors who are responsible for users of PPE will also receive appropriate
training, as will those responsible for selecting and maintaining it.

5.6 Summary Policy Statement
PPE will only be effective in protecting the wearer or user if the following steps are
taken.

·  only use PPE in accordance with the instructions provided and for the
activities during which they are designed to provide protection.

·  only use PPE if fully trained in its use.

·  store, clean, repair and maintain PPE correctly, replacing any items
that have been damaged and are no longer serviceable.
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6 Lifting Operations and Lifting Equipment
Regulations 1998
6.1 Policy of the Employer

It is the Boards policy to exceed where possible the minimum health and safety
requirements of the law. The Board aims to provide a working environment that is
safe, comfortable and that maximises the effectiveness of employees.

In order to achieve these goals, the Board will put in place arrangements and
procedures for the assessment of risks from the use of all lifting equipment both
manual and power operated. The risk assessment will be followed by the provision,
instruction, training, maintenance, testing and monitoring of appropriate control
measures to minimise any risks identified.

6.2 Employers' Duties

Managers will ensure that operators of any lifting equipment meet training
requirements before allowing them to use any lifting equipment, and keep a record of
training as evidence of competence.

The Board shall endeavor to ensure that:

·  only lifting equipment which is manufactured to a high standard and, where
appropriate, that complies with the appropriate British Standard or EC
declaration of conformity, will be provided for the use of staff

·  a risk assessment of lifting equipment use is reviewed regularly and steps are
taken to eliminate or minimise any new risks identified

·  lifting equipment is maintained in good working order and condition
·  only properly trained employees authorised in writing will be allowed to use,

operate or maintain any lifting equipment
·  all lifting equipment is subjected to a regular thorough examination as required

by the Lifting Operations and Lifting Equipment Regulations 1998 (LOLER)

6.3 Employees Duties
A person must not use or operate any lifting equipment unless:

·  they have successfully completed an approved training course

·  they have received appropriate training, information and instruction in the safe
use of the particular type of lifting equipment and where appropriate, have a
certificate from the employer to that effect

·  they are fit for the task. This does not necessarily mean that disabled
employees who are suitably qualified will not be employed to use lifting
equipment

·  they are experienced in or made familiar with the working environment.
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Employees must:

·  report any accident or incident when using lifting equipment to their
supervisor who will bring it to the attention of the manager

·  report any faults on any piece of lifting equipment to their supervisor and
cease using that equipment until the manager named above has evaluated
whether the fault is likely to cause injury.
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7 Electricity at Work Regulations 1989
7.1 Policy of the Employer

The Board is committed to ensuring that all electrical equipment meets the safety
requirements of the Electricity at Work Regulations 1989 so that employees, public
and visitors are not exposed to danger.

In order for the Board to fulfill this duty, the following conditions will apply.

·  no person may carry out work on any electrical equipment, including the
fitting of plugs, fuses and lamps, unless they have been suitably trained. Only
competent persons trained and authorised by the Board will be allowed to
carry out these tasks.

·  work on all electrical equipment (fixed, portable or transportable) will be
carried out so that it does not constitute a risk to employees or any other
persons.

·  the Board shall ensure that any employee or contractor undertaking work on
electrical equipment is suitably qualified and classified competent by the
Board.

·  work on or near live conductors will not be permitted without the issue of a
permit to work.

·  all reasonable precautions will be taken to ensure that the risks from live
conductors are isolated before work commences.

·  employees and/or contractors that work on or use electrical equipment should
always ensure that:

1. all electrical equipment is visually inspected for faults before use

2. all portable electrical equipment has a valid and current test label
attached to them (PAT)

3. all leads and extension leads have a valid and current test label
attached to them (PAT)

4. all extension leads will be covered in walkways so they do not present
a trip hazard.

·  all electrical equipment in use will be maintained to a satisfactory standard to
minimise risk to employees.

·  the Board will perform regular periodic tests on all electrical equipment in use,
by using external contractors, and the findings will be recorded.

·  staff will carry out visual inspections prior to using all electrical equipment.

·  only competent persons will be allowed to test equipment. A record will be
kept of each test and a tagging system will be used on all electrical equipment.
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·  detachable leads must be tested separately and marked accordingly with a tag
number. Only the power leads to computing equipment, printers, faxes, etc
will be tested due to the risk of damage to the equipment.

·  wherever possible, trailing leads will be restricted from use. Any trailing lead
in use will be tested separately; visual inspections will be carried out before
use and on a regular basis.

·  any electrical equipment found to be faulty should be taken out of service and
clearly marked:

No personal mains powered equipment will be used on any of the Boards work
premises unless permission has been given for its use by a supervisor and the
equipment has evidence of a current valid test that is displayed on an adhesive label
on the lead or the equipment itself.

7.2 Definitions

The following defines any equipment used or intended to be used in connection with
electrical energy,

·  electrical appliances: fridges, kettles, pistol drills, cookers, washing machines,
dishwashers, microwave ovens, vacuum cleaners, floor polishers

·  generators (fixed and portable)
·  batteries (as used in fork-lift trucks and battery powered transport, and battery

back-up systems)
·  transformers
·  rectifiers
·  cables
·  conductors
·  meters and measuring equipment
·  control equipment: switchgear, consoles, relays
·  distribution equipment: buzz bars, overhead power lines.

Electrical equipment connected to a fixed installation or generator, either hand-held or
hand-operated, which is likely to be moved while connected to the supply, and covers:

·  extension leads
·  electric kettles
·  grinders
·  portable hand lamps
·  electric drills
·  floor cleaners
·  electric pressure cleaners
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8 Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations 1995

8.1 Accident Investigations

8.11 Policy of the Employer

This policy outlines the Boards investigation procedure which are to be adopted when
any accident, ill health, near miss or dangerous occurrence occurs on the Board's
premises during the course of any work activity.

It is the policy of this Board to ensure that where practicable all accidents or incidence
of work-related ill health, dangerous occurrences and near misses will be fully
investigated by the Boards health and safety supervisors.

The purpose of the investigations would be to determine the following,

·  that all necessary information in respect of the accident or incident is collated
·  the sequence of events that led to the accident or incident have been

understood
·  the unsafe acts and conditions that contributed to the cause of the accident or

incident have been identified
·  the underlying causes that may have contributed to the accident or incident

have been identified
·  that effective remedial actions are taken to prevent any recurrence
·  a full and comprehensive report of the accident or incident to be prepared and

circulated to all interested parties
·  all statutory requirements to be adhered to.

This policy will apply to all accidents or incidents involving employees, visitors,
members of the public and contractors. The Board will co-operate with employers of
contractors who may be involved in any accident or incident.

8.12 Process of Investigation

Staff investigating any accident or incident will be given full access to the scene of the
incident/accident and any other part of the workplace deemed necessary to carry out
the investigation.

All necessary information will be collected and collated. Physical evidence may be
recorded and samples taken as necessary.

Investigating staff will be given access to any necessary documentation and will act in
accordance with any requirements of the Data Protection Act 1998.
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Interviews of those involved in the accident or incident, witnesses and any other
person necessary will be carried out in accordance with any guidelines issued.

8.13 Records and Reports

All necessary staff will be issued with an accident report as soon as is reasonably
practicable. Employees or their representatives will be given access to any report in so
far as it is applicable to do so.

All injuries, however slight, accidents and dangerous occurrences must be reported
immediately to the General Foreman who will then inform the Safety Supervisor or
Safety Co-ordinator

Records of any accident will be kept in accordance with the company’s policy on
record keeping.

Any records kept will be done so in accordance with the Data Protection Act 1998.

8.2 Accident Reporting

8.21 Policy of the Employer

This policy outlines the procedures that are to be adopted by the Board when any
employee, visitor or contractor experiences an accident, near miss or dangerous
occurrence on the Board’s premises during the course of their employment. This will
also apply to visitors who are members of the public and are therefore not at work.

For the purposes of this policy, brief definitions and examples of an accident and a
near miss are given below.

·  An accident is an unplanned event that causes injury to persons, damage to
property or a combination of both.

·  A near miss is an unplanned event that does not cause injury or damage, but
could do so

This policy covers reporting and recording procedures for managers, employees and
non-employees. Suitable information and training will be given to all personnel
regarding accident reporting, and the location and completion of the accident book.

8.22 The Accident Book

All accidents resulting in personal injury must be recorded in the Boards accident
book GS1309, this is located in a the Boards Thorney office and contains information
that must be recorded under law.

The accident book will be reviewed regularly by senior management to ascertain the
nature of incidents that have occurred in the workplace. This review will be in
addition to an individual investigation of the circumstances surrounding each incident.
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All near misses must also be reported to management as soon as possible so that
action can be taken to investigate the causes and to prevent recurrence.

8.23 Accident Reporting Procedure – Employees

In addition to an entry in the accident book, any accident or dangerous occurrence
must be reported to a responsible person. Injuries which occur whilst carrying out
work duties off-site must be reported in the same way and the occupier of the site
should be advised accordingly.

Should an injury render an employee unable to make an entry in the accident book, a
witness or someone who is able to enter an account of the incident should make the
entry. The employee’s account must be entered as soon as possible after the event.

Employees must ensure that they are aware of the location of the accident book.
All accidents and near misses must be recorded, however minor. Unless the Board is
informed of these incidents, it will be unable to take remedial action.

A first aider may deal with the injury or an appointed person should take control of
the situation.

However, if an emergency arises, medical assistance, e.g. an ambulance, must be
called at the first opportunity. Any incident involving an emergency must be reported
to senior management immediately.

Where an accident results in absence from work, employees must tick the appropriate
box on the self-certification form. Employees who are absent as a result of an accident
at work must keep the Board informed of their progress, up to and including a return
to normal duties.

8.24 Accident Reporting Procedure – Managers

If an injury, damage incident or near miss is reported to a member of management, the
manager will ensure that appropriate records are maintained.

If the incident results in over three consecutive days of incapacity from work the
event is reportable under the Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations 1995 (RIDDOR) and the local enforcing authority must be
informed on a prescribed form (F2508 revised) within 10 days. Copies of this form
will be made available in the Thorney Office.

Major incidents must also be reported to the enforcing authority immediately by
telephone and be followed within 10 days by a completed form, F2508.  A photocopy
of the completed form will be kept with other Boards records including documents on
the accident investigation, these will be kept to advise the insurers of a potential
claim.

Managers will keep records of any developments to the injured person’s health, up to
and including a return to normal duties. Managers must also check that self-
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certification forms submitted by an injured employee are completed to reflect that the
absence was caused by a work accident.
Managers will be responsible for assisting contractors and visitors in complying with
the Boards policy regarding accident reporting whilst on the Boards premises.

8.25 Accident Reporting Procedure – Visitors and Co ntractors

Any non-employee who is involved in an accident or near-miss incident whilst on the
Board’s premises must report the incident immediately to the person responsible for
his or her presence on site.  If the person responsible is not available, the
visitor/contractor must obtain the assistance of a responsible person to ensure that the
Boards’ procedure is adhered to.

All injuries must be reported in the accident book, however minor. Visitors and
contractors who are unable to enter their own account into the book must arrange for
another person to make an entry on their behalf. Visitors and contractors will also
notify their own employer where applicable.

8.26 Accident Reporting Procedure – Members of the Public

If an injury occurs to a member of the public on the Boards premises that results in
their removal from site for hospital treatment, this is immediately notifiable to the
local enforcing authority and the HSE report form F2508 revised will be sent within
10 days.
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9 The Work at Height Regulations 2005

9.1 General Statement

The Board shall provide a safe system of work that will ensure, so far as is reasonably
practicable, the necessary preventive and protective measures to prevent falls of
persons or materials from the workplace. We will require employees and any other
persons involved in the work activity to co-operate in the implementation of this
policy.

9.2 Arrangements for Securing the Health and Safety of Workers

The Board will, in consultation with workers and their representatives ensure that:

·  all work activities that involve work at height are identified
·  the need to undertake work at height will be eliminated whenever it is

reasonably practicable to do so
·  risks associated with those activities where work at height cannot be

eliminated are evaluated and steps are taken to control them
·  all the necessary equipment to allow safe access to and egress from the place

of work is provided
·  all the necessary equipment to ensure adequate lighting and protection from

adverse weather conditions is provided
·  suitable plant is provided to enable the materials used or created in the course

of the work to be safely lifted to and from the workplace and stored there if
necessary

·  any working platform and its supporting structures are selected and/or
designed in accordance with current standards

·  regular inspections of all equipment required for working at height are
undertaken

·  competent persons are appointed to be responsible for the supervision of all
work at height and associated activities.

9.3 Employers Duties

Manager and supervisors will:

·  ensure that all work activities that involve work at height are identified
·  eliminate the need to undertake work at height whenever it is reasonably

practicable to do so
·  undertake risk assessment for those activities where work at height cannot be

eliminated and reduce the level of risk, so far as is reasonably practicable
·  provide all the necessary equipment to allow safe access to and egress from

the place of work
·  provide all the necessary equipment to ensure adequate lighting and protection

from adverse weather conditions
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·  provide suitable plant to enable the materials used or created in the course of
the work to be safely lifted to and from the workplace and stored there if
necessary

·  ensure that any working platform and its supporting structures are selected
and/or designed in accordance with current standards

·  make provisions for regular inspections of all equipment required for working
at height

·  ensure that all persons who have to undertake work at height are trained and
competent to do so

·  require any contractors from whom they procure services to comply with this
policy.

9.4 Employees Duties

Employees will:

·  comply with all instruction and training that are provided in work at height
activities

·  take appropriate steps to ensure their own health and safety is not put at risk
when working at height

·  report any perceived shortcoming in the arrangements for managing the risks
associated with working at height.

9.5 Information and Training

Suitable information and training will be provided to persons who are required to
undertake activities that involve work at height. Refresher training will also be given
at reasonable intervals.
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10 First Aid
10.1 General Statement

The Board is committed to providing sufficient numbers of first-aid personnel to deal
with accidents and injuries at work.

The Board will provide information and training on first aid to employees to ensure
that statutory requirements and the needs of the Board are met.

Should employees have concerns about the provision of first aid within the Board,
they should inform a responsible person so the Board can investigate and rectify the
situation if necessary

10.2 First Aid Personnel

First-aid personnel will be employees who have volunteered for the role and are
deemed to be suitable. First aiders will be qualified personnel who have received
training in accordance with HSE requirements. First-aid personnel will be provided
with refresher training at regular intervals to keep their skills up to date.

The Board will ensure there are sufficient first-aid personnel within the workplace to
adequate cover. Notices will be displayed in all workplaces, giving the location of
first-aid equipment and the names and locations of relevant personnel.

10.3 First Aid Boxes

First-aid boxes will be provided within the workplace and on all plant to ensure there
are adequate supplies for the nature of the hazards involved. All boxes will contain at
least the minimum supplies required. Only specified first aid supplies will be kept. No
creams, lotions or drugs, however seemingly mild, will be kept.

The location of first-aid boxes and the name of the person responsible for their upkeep
will be clearly indicated on notice boards. First-aid boxes will display the:

·  name of the person responsible for upkeep
·  nearest location of further supplies
·  contents of the box and replenishing arrangements
·  location of the accident book.

First-aid boxes will be maintained and restocked when necessary by authorised
personnel.
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11 Fire Precautions
11.1 General Statement

In the event of fire, the safety of life will override all other considerations, such as
saving property and extinguishing the fire.

If a fire is discovered, the alarm will be raised immediately. This should be the first
action taken on discovery of any fire, however small. The Boards refuses the notion
that the alarm should be raised only in the event of a large fire.

All employees are empowered to take this action if they believe there is a fire; no
authority should be sought from any other person. The Board will always support
employees who raise the fire alarm system in good faith, regardless of whether or not
it is ultimately determined that a fire existed.

The Board does not require persons to attempt to extinguish a fire, but extinguishing
action may be taken if it is safe to do so.

Immediate evacuation of the building must take place as soon as the evacuate signal is
given. All occupants, on evacuation, should report to the pre-determined assembly
point, which is the Thorney office car park for fire at the office and the entrance gates
at Green Drove

Re-entry of the building is strictly prohibited until the fire brigade officer in charge
declares it is safe to do so.

11.2 General

Any person discovering a fire should,

1. raise the alarm
2. call the fire brigade
3. attack the fire with fire appliances available if it is safe to do so

Any person hearing the fire alarm should,

1. leave the building immediately
2. close all doors behind them
3. assemble at the specified point
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12 Manual Handling
12.1 General Statement

This policy is intended to reduce the risk of manual handling injuries and provide
guidance on the measures that should be taken to ensure safe lifting and carrying.

The Board will ensure that operations which involve manual handling are eliminated,
so far as is reasonably practicable. Measures to achieve this include the provision of
automated or mechanical aids such as manual and mechanical lifting equipment and
where possible the purchase of goods and materials that are within safe human lifting
capacity

12.2 Risk Assessing

All specific lifting operations will be risk assessed as detailed in section 3.4 of this
document, specific consideration will be given to the following factors when carrying
out a risk assessment,

·  task to be undertaken
·  load to be handled
·  individual handling the load
·  working environment

12.3 Employers Duties

Managers or supervisors will ensure that:

·  manual handling assessments are carried out where relevant and records are
kept

·  employees are properly supervised
·  adequate information and training is provided to persons carrying out manual

handling activities
·  any injuries or incidents relating to manual handling are investigated, with

remedial action taken
·  employees adhere to safe systems of work
·  safety arrangements for manual handling operations are monitored and

reviewed
·  employees undertaking manual handling activities are suitably screened for

reasons of health and safety, before doing the work
·  special arrangements are made for individuals with health conditions which

could be adversely affected by manual handling operations.
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12.4 Employees Duties

Employees will ensure that:

·  they report to management (in confidence) any personal conditions which may
be affected by manual handling activity

·  they comply with instruction and training provided
·  their own health and safety is not put at risk when carrying out manual

handling activities
·  they use equipment which has been provided
·  any problems relating to the activity are reported to a responsible person.
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13 Organisational Structure

The following chart details the organisational structure for the Board in terms of
responsibility for Health safety and Welfare.

Board
All Members

Safety Officer
Mr S Morris

Safety Supervisor
Mr P Sharman

Safety Co-
ordinator
Mr E Johnson

Safety
Representatives

Mr S Tegerdine

Safety
Representatives

Mr C Bothamley

Staff Staff Staff Staff


