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Health and Safety Policy
    Our Statement of Intent

The Health and Safety At Work Act 1974 states that we must ensure, so far as is reasonably practicable, the health, safety and welfare at work of all our employees, customers and anyone else affected by our business activities.

Tom Jordan, Company Director, will carry overall responsibility for the implementation of this policy.
Our legal duties, as a business, are as follows:
· To provide a safe plant and safe systems of work.

· To ensure safe use, storage and transport of goods and materials.

· To ensure provision of all appropriate training, information and supervision.

· To provide a safe place of work including means of access and egress.

· To provide a safe and healthy working environment and welfare arrangements.

Additionally, all employees of Assured Cleaning Services have a duty of care to take responsibility for their own Health and Safety and to take reasonable care of themselves and others.

Our Health and Safety Objectives
· Above all, reduction of accidents and incidents across the company.

· To continually make effective progress in identifying, controlling, monitoring and reviewing Health and Safety matters within the Company.
· Ensure effective communication and training of this Policy to all employees.

· To consult with our employees on Health and Safety matters.

· To ensure these objectives remain SMART objectives: SPECIFIC, MEASURABLE, ACHIEVABLE, REALISTIC, TIME-BOUND.
Review

The Company Policy will next be subject to review by Tom Jordan, Health and Safety Director, in February 2015.
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Health and Safety Organisation
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Roles and Responsibilities
The Directors will:

· Accept their responsibility to provide Health and Safety leadership within the Company.

· Accept their responsibility to engage the active participation of all employees in improving Health and Safety within the Company.

· Ensure they are kept abreast of relevant Health and Safety issues and legislation.

· Carry out an annual review of Health and Safety performance.

· Keep the Health and Safety policy up to date and review it at least annually.

· Ensure that effective management systems are in place for monitoring and reporting on the Company’s Health and Safety performance.

· Ensure that the Health and Safety implications of any decisions made are considered.

· Ensure that regular audits are carried out.

The Commercial and Construction Manager/Health and Safety Advisor will be able to advise on:
· Creating and developing Health and Safety policies.

· Promoting a positive Health and Safety culture.

· Health and Safety planning and target setting.

· Accident and incident investigation, reporting and analysis.

· Performance reviews and audits of the Health and Safety management system.

· Carrying out suitable and sufficient Risk Assessments for all tasks to be carried out.

· Conducting workplace inspections.

The Area Managers will:

· Help communicate Health and Safety matters to all employees.
· Help promote a positive Health and Safety culture within the Company.

· Ensure all employees are fully trained on and understanding Health and Safety matters on induction to the company.

· Conduct performance reviews and regular Health and Safety training with all members of staff.

Communication
The Company will at all times ensure that there is open and adequate communication between all management levels and employees in order for them to deliver on their Health and Safety responsibilities.

Communication lines within the Company may be oral, written or graphic.
Health and Safety Arrangements

Allocation of Finance 
The Directors shall allocate all appropriate finance for Health and Safety matters. 
Emergency Procedures
· The Company has a number of designated First Aiders across the Company including John Marlow, Sarah Sant, Sharon Hodson.
· Company First Aid kits are kept in all vans and at Head Office.
All cleaning operatives out on sites will be shown where their nearest First Aid kit is and the arrangements for First Aid on that site.

In the case of emergency the following procedure applies for all staff no matter what site they work on:

· Do not attempt to tackle the fire

· Raise the alarm by the quickest practicable means

· Immediately leave by the nearest exit, shutting doors behind you – do not attempt to collect personal belongings

· Go to the evacuation assembly point and await instructions

· Do not re-enter the building until an authorised person advises it is safe to do so

RIDDOR & Accident Reporting

Incident Contact Centre: 0845 300 99 23  (8.30am-5pm)

It is our legal requirement to report accidents, near misses and dangerous occurrences which occur at work. 

The type of incident which must be reported:

· Death

· Major injury

· Injury over 7 days

· Injury to the public or someone not at work who must then be taken from the accident to hospital

· Some work related diseases
· Dangerous occurrences – where an injury does not result, but could have done

All instances of these types of incident will be reported by Assured Cleaning Services within the designated timescales: 

· Death, major injury, near miss, dangerous occurrences:  IMMEDIATELY

· Injury over 7 days:  WITHIN 15 WORKING DAYS OF REPORT

Accident Recording
Should any employee suffer an accident at work, Assured Cleaning Services require the following details to be recorded in the Accident Book which is kept at Head Office.

· The date, time and place of the event

· Personal details of those involved

· Brief description of the event or disease

· Records must also be kept of over-three-day injuries.

PPE

All cleaning operatives will be supplied with suitable and sufficient PPE for the tasks they will be asked to carry out.  The Area Managers will be doing spot checks to ensure this is being worn.
COSHH
All chemicals present a hazard. All cleaning operatives will be trained in the appropriate use of each substance and we also keep copies of all relevant COSHH data sheets for the chemicals used in a folder on each site for reference.  

Where possible we will replace high risk chemicals for the lowest risk product available.

Risk Assessment
Suitable and sufficient Risk Assessments will be conducted for every task we undertake. These will be conducted either by the Directors or the Health and Safety Advisor. 
We have full risk assessments and separate policies for the following work activities; copies of these are available on request:
· Confined Spaces

· Contractors

· COSHH
· Driving at Work
· DSE
· Electricity
· Lone Working

· Machinery

· Manual Handling
· Slips, trips and falls
· Working at Height

· Working Outside Normal Hours
Competence

Assured Cleaning Services recognises our duty as an employer, as part of MHSWR 1999 (Regulation 7) to ensure that they have Competent Assistance on Health and Safety matters.  Where feasible Health and Safety advice will come from internal sources but external sources will be consulted if deemed necessary.
Monitoring Compliance 
Under Section 7 of HASAWA 1974 all employees have a duty to take reasonable care of themselves and others and to co-operate with their employer to enable them to comply with the law.

Assured Cleaning Services will take very possible action to ensure all employees comply with their statutory duties. Spot checks will be carried out by Area Managers to ensure appropriate systems are being followed by all staff.  Should any employee be found to be in breach, this may result in disciplinary proceedings.

Information, Instruction and Supervision
Health and Safety training at Assured Cleaning Services will be delivered by the Company Area Managers.
On induction to the Company, every employee will receive full training and a copy of the Company Handbook.  This training will be supplemented by refresher training at annual appraisals, whenever an operative requests it, or at any other appropriate time.

Any specialist training will be provided by John Marlow, One-off Supervisor, or by external sources if necessary. 

Training records are kept in each cleaning operative’s file at Head Office.

Any areas for further training will be identified by both Area Managers, Lauren Davies or Sharon Hodson.
Consultation with Employees

Assured Cleaning Services recognises its legal duty to consult with employees regarding Health and Safety issues.
We will consult on the following:

· Introduction of any measure or change which may substantially affect Health and Safety.

· Arrangements for the appointment of competent Health and Safety advice.

· Information from risk assessments and/or control measures that may affect Health and Safety.

· Planning of Health and Safety training.

· Consequences of new technology upon Health and Safety.

We recognise that there are some circumstances in employees do not always have to disclose information to us.
Monitoring Performance

The Health and Safety Policy will be subject to continual monitoring by the Directors and Health and Safety Advisor.
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