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PART I

THE HEALTH, SAFETY AND ENVIRONMENT POLICY STATEMENT

1.  International Digital Solutions  regard the promotion of the Health & Safety at Work Act 1974 and the Environmental Protection Act 1990 as an essential objective for all people who work for this Company.

2.  It is International Digital Solutions ’s Policy to do all that is reasonable to prevent personal injury and damage to property and to protect personnel and the environment from reasonably foreseeable hazards, and covers the public in so far as they come into contact with this Company’s activities.

3.  In particular, it is our Policy to:-

a.  Provide and maintain safe and healthy working conditions; taking account of statutory requirements to provide training and instructions to enable employees to perform their duties safely and efficiently.

b.  Make available all necessary safety devices and protective equipment train and supervise their use as necessary.

c.  Actively pursue reduction in the use of substances and procedures, which adversely effect the environment.

4.  Employees have a legal duty to co-operate in the operation of this Policy by not interfering with or misusing anything provided in the interest of health and safety.

a.  By reporting incidents that have or may lead to accidents.

b.  By complying with all instructions.

5.  Each Manager and Supervisor is responsible to me for carrying out our Safety Policy.

MANAGING DIRECTOR

DATE

PART II

ORGANISATION AND RESPONSIBILITIES

1
Managing Director
The Managing Director has, amongst other responsibilities been appointed to establish and maintain an effective Policy for Health & Safety and Welfare at Work including environmental considerations by:-

a. Implementing the Policy for Health & Safety at Work, establishing the necessary procedures and standards to ensure its effective operation.

b. Through his Line Managers in conjunction with Health & Safety Training and Advisor Services undertake continuous appraisal of the effectiveness of the Policy and ensuring that all changes, where necessary are provided for.

c. Ensuring adequate resources and organisation are provided and operate to carry out the Policy.

d. Demonstrate personal involvement and support on health & safety matters.

2 Directors and Managers

Directors and Managers are responsible for ensuring that the employees under their control and others such as customers/visitors to their area(s) are made aware of and comply with the Company’s Health & Safety Policy and the organisation and arrangements for carrying it out by:-

a. Ensuring that the Health & Safety Regulations and appropriate Company requirements are understood and implemented in their area of responsibility.

b. Ensuring that employees receive adequate safety training and instruction appropriate to the task they perform.

c. Assisting subordinate staff to deal with health and safety matters by providing advice and information as required.

d. Setting a good example on health and safety matters.

e. Arranging and carrying out periodic (bi-annual) checks to ensure that good safety and hygiene standards are being maintained and taking corrective action where necessary.

f. Checking first aid facilities, trained personnel and studying/monitoring accident trends.

g. In the case of new operations, processes and /or machinery, they will liase with the Health & Safety Consultant to ensure that all the necessary precautions have been covered including that environmental health and safety considerations have been taken into account prior to a change in work practices or new equipment being installed.

h. Ensuring that relevant safety signs, notices and policy are displayed in their area of responsibility and that employees are aware of them.

i. Ensuring that thorough investigations are carried out into all reported accidents and incidents, including near misses, and that all necessary corrective action is taken to avoid reoccurrence.

j. Ensuring that all other safety instructions are fully understood and implemented in all areas under their control.

3 Supervisors

Supervisors are responsible for implementing Company safety procedures and their duties include:-

a. Provision of safe systems of work and ensuring that employees comply with them.

b. Investigating accidents and near misses and reporting them to their Manager.

c. Instructing all new employees on safe working practices and all aspects of safety and hygiene involved in their area.

d. Ensuring that all employees are trained in the wearing of and wear any protective equipment provided for their use and understand why it is to be worn.

e. Ensuring that all protective equipment is suitable for its purpose, regularly maintained, in good repair, serviceable and hygienic.

f. Ensure that all employees understand the safe use and risks of adverse health effects of chemicals and physical agents, which may be produced from work activity or are issued to them to carry out their task (COSHH).

g. Ensure that notices, orders, safety signs and the Company Safety Policy is brought to the attention of employees and complied with.

h. Ensuring that Contractors working on any International Digital Solutions  site are aware of the International Digital Solutions  Environmental Health & Safety Policy and that the work is properly supervised and protective clothing worn where necessary.

4 Individuals

It shall be the duty of every employee whilst at work:-

a. To take reasonable care for the health and safety of themselves and others, who may be affected by their acts of omissions at work.

b. To co-operate with the employer to ensure that any duties or requirements imposed by or under the relevant statutory provision are fully accepted and carried out.

c. To refrain from intentional or reckless interference with equipment and or systems provided in the interest of health, safety and welfare.

d. To co-operate with management when required on such things as accident prevention and any other procedures with regard to health, safety and hygiene as set out in the Health & Safety at Work etc Act 1974.

e. To maintain good standards of housekeeping in their work areas and storerooms.

f. To report any accident on incident including near misses (whether or not personal injury results) to their immediate supervisor and seek first aid treatment for any injury no matter how slight.

g. To report any defects in equipment without delay to their immediate supervisor and not to attempt repairs which they have not been authorised and specifically trained to undertake.

h. To ensure that no item, substance or machine is brought on to site or used without the prior knowledge and authority of their immediate superior.

i. To use and if applicable wear any item of Personal Protective Equipment.  It is a requirement of law that any equipment supplied for safety must be used.

j. To be aware of the correct emergency action to take in the event of fire and to adopt and personally abide by all other Health & Safety policies in this document.

5 Contract Staff

Managers responsible for the presence of contract staff on premises have a special responsibility for safety.  They will need to co-ordinate the activities of the Contractor with those of the Company and any questions related to this should be addressed to the Senior Manager on site.

6 Other Persons on Company Premises

a. Are responsible for observing the Company’s safety rules and instructions given by those responsible for enforcing the Company Safety Policy.

b. Other persons shall not commence work on the Company premises until the relevant safety rules are read, understood and accepted.

c. Other persons shall not work on the premises or on contracts unless covered by insurance against risk.

d. No contractor will work on site without the person appointing that contractor first establishing the competence of that person to undertake the task.  This procedure must always be documented.

7 Health & Safety Training and Advisory Services

Health & Safety Training and Advisory Services is to act as the Managing Director’s Safety Advisors and has the duty of assisting managers, supervisors and individuals in meeting their various responsibilities for health, safety and welfare when required to do so by the Company by:-

a. Supplying expertise on safety audits and inspections.

b. Participating in the investigating of all accidents and near-miss accidents and recommending remedial action to management.

c. Ensuring that safety training is carried out.

d. Helping to develop safety awareness at all levels.

e. Maintaining a library of safety information necessary for the company’s functions and circulation of such information as required on a newsletter.

f. Keeping up-to-date with health and safety legislation and advising management accordingly.

g. Recommending where necessary the provision of the appropriate safety clothing and equipment.

h. Advising the Managing Director on design and safe use of plant and equipment.  Identification of unsafe plant, practices and working conditions.  Advising on the requirements of any new plant, equipment or process while still in the planning stage.

i. Liase with the Health and Safety Executive, Fire Authorities, Local Authorities and other agencies involved in health and safety matters.

8 The Office Supervisor

Is responsible for the provision of services, heating, lighting, power, water, etc and is to ensure that so far as is reasonably practicable that they are without risk to the health and safety of all who come into contact with them.  Other duties include:-

a. Ensuring the installation and maintenance of emergency lighting, fire fighting equipment, fire alarm systems and emergency escape routes.

b. Ensuring that major plant such as boilers, air conditioning etc are maintained and tested in line with statutory requirements and are so far as is reasonably practicable without risk to others.

c. Ensuring that floors, stairways, passage ways, car parks and general fabric of buildings is without risk to those who use them.

9 Accident Prevention

a. Storerooms must be maintained in a clean and tidy condition.  No article to be stored in such a position that it would be likely to fall and  cause accident.

b. All employees must ensure that they do not obstruct any gangways, or store items that may obstruct any walkways, thereby reducing the access to less than one metre.

c. Horseplay will not be tolerated!!!

d. All electrical equipment will be maintained and regularly inspected (only a competent qualified electrician can repair electrical equipment).

e. Practice fire evacuation will take place at least twice a year and all fire equipment will be serviced annually.

f. No vehicle while in use for Company business or parked at the place of employment to obstruct any escape route.

g. No flammable or explosive materials to be taken to the place of employment without ensuring that the manufacturers’ instructions are followed and authority and training is received from a supervisor as to its use.

h. All permanently installed electrical equipment must be turned off when not in use after working hours unless advised otherwise.

i. When portable electric equipment is in use warning must be given to others of the tripping hazard of trailing leads.

j. Any person using display screen equipment (VDU) is to be aware of the risks of incorrect use and regular breaks must be taken away from the screen of at least five minutes each hour.  (For more details see page 9 and 10).

k. All maintenance personnel, cleaners and contractors should ensure that any hazards, which may cause danger to others associated with their work, such as wet floors or falling objects are clearly posted on warning signs.  Where a serious danger exists that area must be closed by a physical barrier for general access until the task is complete or until the risk of danger has passed.

l. All cleaning materials must be authorised for use by managers or supervisors to ensure they present no risk of cross contamination with foodstuffs.

10 Smoking

Managers and supervisor are to enforce the Company’s “No Smoking Policy” on and in any company premises.

PART III

1
General Office Safety Precautions
General:  Members of staff are to conduct themselves in such a manner as not to cause injury or risk of injury to themselves or others.  Damage to any item of furniture or office equipment is to be reported to Maintenance fore remedial action.  If you notice anything likely to constitute a danger to yourself or others report it to your Supervisor or Manager.

Radiant fires are not to be used as supplementary office heating.

Do not run in any office area.

Printers, which are noisy, are to be fitted with acoustic hoods and these are to be used correctly.

Staff are to be aware of the dangers in using office furniture for reaching stores etc at upper levels.  Always use a ladder, stepladder or stool.  See Ladders page.

Lifting:  Office Supervisors are to be aware of the heavy nature of office stationery and are to ensure that necessary handling aids are available.  However, if manual handling is necessary, the Supervisor or Manager must assess the capabilities of the person, weight of load, distance involved and the type of handling, eg up stairs, shelves, etc.  Heavy objects are to be lifted using mechanical means if possible.  Where manual handling must be used, sufficient personnel are to carry out the task so as not to cause injury and where handles are provided these are to be used.

Filing Cabinets:  Filing cabinets are to be loaded so as to ensure that the heaviest items are in the lower drawers.  No more than one drawer is to be opened at any one time and all drawers should be closed on completion of any task.  Site cabinets so that you have sufficient room to open drawers fully and ensure they do not open onto corridors or walkways.  Keys should not be left in cabinets as these can cause injury or snag clothing.

Cupboards/Cabinets/Lockers:  Locks and hinges should be maintained in good working order.  As with filing cabinets, cupboards and lockers should be so loaded that the heaviest items are stored on the lowest shelves.  All shelves should be correctly and firmly placed and not overloaded.  Those above 1.80 metres are to be securely anchored to floors or walls.

Office Equipment:  Office equipment is usually well enclosed and is safe providing it is treated with respect and in accordance with manufacturer’s instructions.  Take care with the smaller items of office equipment such as scissors, stapling machines and guillotines.  Do not use razor blades and pins for office work.

Where machines are electrically operated, do not tinker with the electronics in the event of breakdown unless you are authorised and competent to do so.

Leads/Flexes:  All leads/flexes are to be as short as possible to meet the needs of the task and in the event of damage they are to be replaced not repaired.  Where leads necessarily cross floors they are to be protected by conduit to prevent damage or tripping.  All appliances are to be switched off at the close of work unless other instructions are issued to the contrary.

Cleanliness:  Contractors are employed to maintain cleanliness within the offices to standards set down in the Contract.  Staff are to ensure that they use the refuse bins provided and do not allow refuse to accumulate.  Waste bins/sacks are to be emptied daily.  In the event of the Contractor or his agents failing to meet the set standards the matter is to be brought to the attention of a Senior Manager who will report to the Contractor and if necessary arrange for remedial action.  Do not put broken glass or other dangerous waste in the wastepaper bins.

Lighting:  Lighting fitments are to be cleaned in accordance with the Contractors schedule and properly maintained.  There is to be an adequate amount of light for staff to perform their work, which should be a combination of natural light, general artificial light and task lighting.  Any faults with lighting equipment are to be reported to Maintenance who will arrange for a qualified person to rectify the fault.  Broken bulbs or tubes may be replaced by trained members of staff provided adequate precautions are taken eg switch off the power supply, use proper steps to reach the light fitting and get help where necessary.

Seating:  Staff are advised to adopt a correct seating posture to prevent the risk of back strain and where footstools are provided they should be used.  See display screen equipment.

2
Display Screen Equipment (DSE)
Display screen workstations (DSE) are used extensively within the company.  Any DSE user is covered by the Display Screen Equipment Regulations if they use the equipment for a significant part of their working day (4 hours or more daily).

The functional components of a DSE are a display screen and a keyboard.  The two components should be adjustable to suit different users

The DSE screen can be subject to irritating glare.  This can be avoided by placing the screen perpendicular to the lighting and windows.  DSE’s should also be placed between, rather than under, rows of lighting.  Reflection can be caused by other objects and this can be reduced by using matt finishes or diffusers.  All exterior windows should have easily operable blinds.

The user’s hands, when on the bottom row of the keyboard, should be horizontal to the elbow held 70-90 degrees to the upper arm.  The DSE screen centre should be at a point where the eyes are cast at an angle of 15 –20 degrees downwards.

Chairs should be adjustable and ideally, so should the desk.  Source holders should be at the same height and distance as the screen.  The best viewing range is between 350 –600mm.

Suggested lighting should be between 300-500 Lux.  Noise should be kept to the minimum and short frequent rests will help to reduce fatigue.  Breaks should be taken away from the screen on other duties such as filing, etc.

Research has discounted any hazard because of radiation and operation in itself will not impair sight.  However eyestrain may result after long periods of operation and staff should reassure themselves with regular eye tests.  Further advice can be gained from the Safety Officer.

To secure the health and safety of workers insofar as is reasonably practicable regarding Display Screen Equipment the Company will:-

a. Carry out an assessment of each workstation taking into account the display screen equipment, furniture, working environment and the employee.

b. Take all necessary measures to remedy any risks found as a result of the assessment.

c. Take steps to incorporate changes of task within the working day to prevent intensive periods of on-screen activity.

d. Review software to ensure that it is suitable for that task and not unnecessarily complicated.

e. Arrange for free provision of eye tests prior to employment, at regular intervals thereafter and where a visual problem is experienced.

f. Arrange for the free supply of any corrective appliance (glasses or contact lenses) where those are specifically required for working with display screen equipment.

g. Advise existing employees and all persons applying for work with display screen equipment of the risks to health and how these can be avoided.

3
Eye and Eyesight Tests
Display screen users are entitled to undertake an eye or eyesight test at regular intervals (Bi-annually).

All such tests must be arranged through the Company and are specifically for users of display screen equipment.  Employees should note that these tests are limited to an assessment of the visual capability needed to see the screen and are not a substitute for regular and more comprehensive tests that may be carried out by an Optician.

Where such tests show it is necessary for the user to wear spectacles for work on DSE’s the company will pay for the provision of the corrective lenses.

Where the employee requires, as a result of an eye test VDU spectacles, International Digital Solutions  will only reimburse the cost of the basic specification.  The cost of any extras will be the responsibility of the employee concerned.

Where an employee already wears spectacles or contact lenses, International Digital Solutions  will cover the cost of basic frames, lenses and eyesight test (maximum of one every six months) where it is shown that there is a need to upgrade due to and for VDU use only.

4
Photocopiers and Laser Printers
Where photocopiers and laser printers are supplied they are to be used in accordance with the manufacturer’s instructions.  At the end of each working day they are to be switched off excluding network printers which must remain on at all times.  All personnel who use the machine are to ensure that the top cover is down before operating.  Do not look at the light when the machine is in operation.  Any malfunction or additions of toners, etc must only be dealt with by a trained competent person.

Photocopiers and laser printers should always be sited in well-ventilated areas as there is a possibility, if they are not well maintained, of the producing ozone, which is a health-damaging agent.  Supervisors should ensure that regular maintenance is carried out as recommended by the manufacturers and that this is documented on the equipment’s plant record card.

5
Electrical Appliances in Offices
Company Equipment:  All items of company equipment are to be correctly wired and fused before being connected to the mains.  A six monthly check by a competent person is to take place and be recorded in the register maintained by the Maintenance Department.Private Equipment:  The use of privately owned equipment is limited to kettles and computer equipment, toasters, percolators, calculators and task lights.  Each appliance is to be registered with the Maintenance Department and will be subject to the same checks of wiring, fuse and rating and serviceability as company equipment.

Display Screen Equipment (DSE):  This equipment is only to be operated by those personnel trained and employed to use it.  Users are to ensure that correct operating procedures are carried out at all times and that the machines (not network machines) are switch off at the end of each working day or when not in use unless instructed otherwise.  Should any equipment malfunction it is to be disconnected from the mains and a qualified engineer summoned.

6
Space
Use office space to the best advantage and ensure that you can move about without colliding with sharp corners of desks, open drawers and office equipment, etc.

Regulations state that no workplace may be so overcrowded as to cause a risk to the health of anyone in that room.  The floor in square meters, when divided by the number of people in the room, must be at least 3.7 to 1.  The volume in cubic metres divided by the number of people must be at least 11 to 1.  When carrying out this calculation, the volume and floor are measured without considering the space taken up by furniture etc.

7
Substances Hazardous in Offices
Definitions – Within the office the most common substances hazardous to health are:-

a. Correcting fluid:  Any spirit based correcting fluid, and its dilutent could be hazardous to health if ingested.  All containers are to be stored in an upright position and only amounts necessary for the task are to be issued.  Some of these fluids are flammable and are not to be stored or used near naked flame.

b. Cleaning substances:  These may contain poisons, corrosives or other harmful agents.  Only the amount required is to be used and the instructions printed on the container with respect to protective clothing or equipment and safety precautions for use are to be complied with.

c. Adhesives:  Natural and synthetic adhesives are marketed under trade names and many are a potential risk.  It is important that the nature of any adhesive is identified prior to its use to enable safety precautions to be initiated.  Safety Data Sheets are the prime source of this information and should be readily available where the adhesive is being used or stored.

Risks to health may arise by allowing certain products to come into contact with the eyes and skin.  Prolonged inhalation presents a definite health hazard and advice concerning adequate ventilation should be followed.

Each substance used should be accompanied by a Manufacturer’s Safety Data Sheet, which contains information on hazards, first aid and precautions to follow in the event of an accident/spillage etc.  All users of substances should make themselves aware of the risks involved before any substance is used.  Where required COSHH Assessments should be carried out by an Office Supervisor and the results made available to those at potential risk.

8
COSHH (Control of Substances Hazardous to Health)
All persons using or producing substances, which relate to COSHH regulations should make themselves aware of the following:-

a. The information provided in the assessment will say how to use the substance safely and what, if any, controls are required.

b. First aid procedure in case of exposure by inhalation, skin absorption or ingestion.

c. Safe handling and incompatibility of substances mixed together, safe storage and disposal arrangements.

d. How to deal with spillages.

e. If you have any doubts as to whether a substance is covered under COSHH Regulations seek immediate advice from the Health and Safety Consultant.

f. By law no activity should be carried out unless a COSHH assessment has been completed.

Be safe not sorry – Read your COSHH Data Sheet

9
Soldering
Soldering flux fumes contain Formaldehyde and other decomposition products, to which some people may be sensitised after repeated prolonged exposure, developing occupation asthma.

Soldering is only to be carried out by trained competent persons.

When soldering for more than a short time Farnell purifier units or similar units must be used unless an alternative local exhaust ventilation system is provided.  Where the use of these units is not possible suitable respiratory protective equipment is to be worn.

Only approved solders are to be used.

Operators are always to wear suitable eye protection and should be aware that hands should be washed after handling solder as a low risk of skin sensitisation does exist.

Some solders contain lead, it is important that users have in their possession manufacturer’s Safety Data Sheets and the results of any COSHH assessment.

10
Manual Handling
The Company will wherever it is reasonably practicable avoid manual handling altogether.  Where this is not reasonably practicable a suitable and sufficient assessment of all such manual operations will be undertaken.

If manual handling tasks cannot be avoided the Company will so far as is reasonably practicable seek to automate or mechanise the handling operation.  Employees are reminded that if automated or mechanical aids are provided for manual handling operations then there is a legal duty on employees to use them.

All persons undertaking manual handling operations which involves a risk of being injured from such operations must observe the following rules:-

a. Never attempt to lift a load beyond your physical capabilities, always get help if you have any doubts, do not take short cuts or get inpatient, wait for help.

b. Stand with the feet apart (but no wider than shoulder width) and positioned with one foot slightly forward alongside the object pointing in the direction of movement.  Never lift and twist at the same time.

c. Bend the knees and not the back.

d. Get a firm grip with the whole hand and not just the fingertips.

e. Keep back straight, chin tucked in, head up and lift by straightening the legs.

f. Keep the load close to the body with the heaviest side nearest as this will reduce the lever effect.

g. You should always be able to see over the load.

h. Get help to open doors.

i. Avoid trapping fingers when replacing the load down.

Those handling in high winds, wet conditions or wearing personal protective equipment which may effect manual handling, such as gloves, must be aware of the extra risks this may involve.

11 Ladders, Step Ladders and Stools

Ladders, step ladders and stools in this context means any portable device specifically designed to bear the load of persons while working or reaching above their normal height.

Falling off ladders is a common cause of accidents in the office environment and personnel using ladders are to ensure the following.

a.The ladder is securely fixed near its upper resting place or upper end.  Where this is impracticable, a person must be stationed at the base of the ladder to prevent it slipping.

b.
The ladder has a level and firm footing and is not standing on any loose material or substance.  Never try to raise the height with the use of books etc.

c.
The ladder is equally and properly supported in each stile or side.

d.
Individuals should check ladders before and after use to ensure they are safe and any defects should be reported immediately to a Supervisor or Manager.

12 First Aid

The company will under all circumstances provide suitable and sufficient provisions for first aid in the form of trained first aider, first aid equipment and facilities so as to render first aid to any employee should they be injured or become ill.

The level of cover for each site will depend on the number of employees, but will never be less than one trained first aider for 50 employees.

Where employees are working on their own and in all Company Vehicles a first aid kit will be carried.  The kit will contain appropriate equipment to cover the potential risks.

First aid equipment should only contain those items which first aiders have been trained to use and must never contain other items such as medication.  The box will be purpose-built to protect the contents from damp and dust, it will be green in colour and marked with a white cross.  Where first aid rooms are provided on any site they will meet the conditions in the appropriate approved code of practice.

A trained first aider will be a suitable person that has attended an approved and recognised course of at least four days duration and they will re-train at least every three years on a course of not less than two days.  All re-training will commence before three years have expired otherwise a full four-day course must be attended.

To cover first aiders during periods of absence, holidays, working off-site, time off duty or  during periods outside normal working hours when it is not practicable to ensure a first aider is on site, the Company will have appointed persons.

An appointed person is a person provided by the employer to take charge of the situation (eg to call an ambulance) if serious injury/illness occurs in the absence of a first aider.  The appointed person can render emergency first aid if trained to do so.  Ideally all appointed persons should receive training in emergency first aid by attending a short course.  An appointed person is also responsible for first aid equipment in the absence of a first aider.

Managers should ensure that all employees are told of the location of first aid equipment, personnel and facilities when they first join the site.  This will always be part of any induction training given to new employees at the time of their joining the company.

Each site will ensure that the names and locations of each first aider is clearly displayed in the workplace.

First aiders must ensure that all treatment is recorded in the accident book, which should be co-located with the first aid box.  They should also make themselves aware of the potential risks to persons for whom they are responsible by studying the results of COSHH Assessments etc.

First aiders are responsible for ensuring that any items used from the first aid box are replenished at the earliest opportunity.

When selecting potential first aider’s consideration must be given to the amount of time likely to be spent away from the site.

13 Fire Safety

Means of Escape

In the event of fire occurring, it is vital that staff and other persons are able to evacuate the premises.

All existing doors through which a person may have to pass to get out of the premises must be capable of being easily and immediately opened from the inside, without the use of a key.  Final exit doors, except those in normal use, are indicated by optical signs of suitable size, white on a green background.

Access routes will always be maintained unobstructed to exit doors (internal and final exits) sufficient to allow easy access by the number of persons likely to use those routes, (800mm minimum) and observe the line markers on floors.

Stairways in buildings will be free from any risk or spread of fire eg portable heater, combustible material store.

Doors fitted with self-closing devices are probably fire resisting.  Ensure that the doors close fully onto the doorsteps, are close fitting and that the self-closing devises work effectively if not report it.  Under no circumstances should fire doors be wedged open.

Many internal walls and partitions are designed to be fire resisting, particularly those enclosing stairways.  Floors also have a fire resisting function.  All floors, internal walls and partitions should be maintained in a good state of repair.

Staff Training

All staff will be trained in what to do in the case of fire.  Staff including contract or part time workers, cleaners and any other employed or self employed persons or outside contractors who may work in the premises at any time.

Evacuation drills will be carried out at least twice per year and the fact recorded in the Fire Log Book, maintenance by an appointed person.

A personal issue of written instructions on the action to be taken in the case of fire is issued to each member of staff.  In addition, copies will be displayed in staff areas and by alarm call points.

Fire Alarm System

Existing fire alarm systems will be tested weekly by the maintenance department, using a different break glass call point, and the results of tests recorded in a fire log book, kept for that purpose.  The audibility will be checked throughout the entire premises.  No person should have to travel more than 30m to their nearest call point.  “If you do, report it!”

Fire Fighting Equipment

Fire fighting equipment includes portable extinguishers and fixed equipment such as hose reels.

The equipment is advantageously placed where it can be easily seen, removed and operated, this is usually by exits.

Fire fighting equipment will be maintained and tested in accordance with the manufacturers’ instructions and thoroughly inspected by a competent person at least once per year under directions issued by the Company.

High Risk Substances

Where highly flammable materials are handled or used, staff must be made familiar with the properties of the materials, the risks involved and the action to take in case of fire.

Managers and Supervisors are to ensure quantities are kept to workable minimums, satisfactory storage arrangements are made and that correct and sufficient fire fighting equipment is to hand.

Outside Contractors

Particular attention must be paid to any hazardous work being carried out by contactors.  All such work should be supervised where a risk of fire exists such as with welding a hot work permit must be issued.  Contractors should not start work until they are aware of the escape route, assembly point and alarm system.

Electrical Equipment and Installations

Electrical equipment is checked and tested by a competent person to ensure that the installation and equipment is in good order.  Any faults are rectified at once.  Power points must not be overloaded.  Power plugs will be properly fused.  Trailing electrical flex must be kept to a minimum and renewed promptly if frayed.  Lamps should only be fitted with bulbs of the manufacturer’s recommended wattage.  Flex should never be knotted or tied back and never use extension leads unless they are fully extended.

Gas supplies and equipment

All gas appliances (town gas and bottled gas) must be well maintained and faults promptly rectified.  Where bottled gas is in use, care should be taken in changing over cylinders and that all joints and pipes are properly secured.  Spare cylinders and empty cylinders will be stored outside in a designated vented store.

Housekeeping

Good housekeeping is most important.  Waste or packing materials should not be allowed to accumulate in any building.  No combustible materials other than fuel should be kept in boiler rooms.

Log Books

A logbook will be kept in which should be recorded details of tests, training, examinations and fire drill instruction.  This is held by the maintenance department.

Fire prevention is the responsibility of both management and staff and regular fire prevention routines are one of the simplest and most efficient methods of preventing fires.  The value of the nightly routine of switching off all electrical equipment and removing power plugs, checking that gas taps are turned off and closing all doors to all rooms and staircase enclosures cannot be over stressed.

Fire Safety Management

The following matters are considered vital to all persons who work on sites including outside contractors.

All staff must be trained in what to do on discovering a fire, how to tackle a small fire, what to do on hearing the fire alarm or call of fire, and have knowledge of all escape routes.

All existing escape routes and doors must be maintained unobstructed and available for use at all times.

Other matters, all of which are important for life safety in the event of a fire, are as follows:

a. Maintenance of fire warning system and fire fighting equipment as required by law.

b. A fire conscious attitude towards housekeeping, particularly highly flammable materials.

14
Fire Information Handout

Fire

Company Emergency Procedures contain full instructions for action in the event of fire and for fire prevention.  All staff are to be conversant with these.

Evacuation

Fire exits are clearly marked and are to be kept clear at all times.  In the event of fire, staff are to vacate the building through the nearest safe exit in an orderly manner and assemble at the designated assembly areas.

Equipment

Fire fighting equipment is provided to the Synopsis Scale and is examined under arrangements made by the Company.  It is essential that appliances are used for fire fighting purposes only.  The misuse of appliances is a disciplinary offence.  The discharge of fire extinguishers is to be reported as soon as possible after the event and the appliance replaced.  Fire appliances should remain in their designated positions and they are not to be used to wedge open doors.
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