
 

 

 

 

  



 

Simplicity and 
service is the key to our 

success! 
 
 
 
 
 
Policy Statement  
 
With over 25 years’ experience in payroll services, we have developed an understanding for payroll 
solutions and services. As compliance plays a major part in what we do we have designed our systems to 
ensure that all parties are aware from the start of their obligations, ensuring health & safety remains key. 
 
Apex recognises and accepts its health and safety duties for providing a safe and healthy working 
environment (as far as is reasonably practicable) for all its workers. Apex is committed to the continuous 
improvement/evolution of health and safety and ensuring that high levels of health and safety are always 
upheld. In order for Apex to achieve this we will ensure: 
 
 We keep a comprehensively trained team of health and safety professionals. 
 Our health and safety team is regularly trained and kept up to date with any changes. 
 We provide risk assessments where necessary or requested. 
 Communication with reference to healthy and safety remains open and transparent. 
 That up to date health and safety information and/or documentation is always accessible. 
 That our health and safety system is supportive and ensures any safety concerns are listened to 

and appropriately dealt with. 
 That our health and safety policy is reviewed annually and updated where necessary.  
 It maintains support service throughout the business to assist with day to day health and safety risk 

management. 
 

It is without doubt that we operate in a market that is dominated by continual change, with forward thinking 
and mutual communication. Apex has built a reputation for service and innovation. Our team of 
professionals are on hand to assist with any questions that may arise, from tax advice to forthcoming 
changes in compliance we offer a flexible approach that we can adapt to any business whilst remaining 
fully compliant. 
 
Simplicity and service is the key to our success! 
 

 

 

 

 

 
Lee Mclachlan 
Director
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Section One: Health & Safety Responsibilities 
 
Apex will comply with its duty to ensure, as far as is reasonably practicable, the health, safety, and 
welfare at work of its workers. However, this is the responsibility of the host client with whom you 
are undertaking a work assignment for.  
 
Regardless, Apex recognises its duty towards the health and safety of all its workers who work 
under its umbrella and is committed to doing everything within its power to ensure that all 
standards of health, safety, and welfare is to a legal standard as a minimum requirement. 
 
Under the Health and Safety at Work Act 1974 all workers have the following legal 
duties/responsibilities: 
 
 To co-operate with supervisors, managers, their recruitment agency, and ourselves on health and 

safety matters. 
 

 To take reasonable care of their own health and safety. 
 
 To report all health and safety concerns to an appropriate person (as detailed above). 

 
Failure to carry out these legal duties/responsibilities can lead to prosecution which includes 
penalties/fines and, in some cases, up to two years imprisonment. 
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Section One: Continued… 

 
Upon arriving at the site of your new assignment for the first time, you should report into your host 
client representative for a safety induction. The host client is responsible for the safety induction 
and you should not commence any work on the assignment until you have completed your 
induction. 
 
The induction will vary based on what type of work you are performing and where the location of 
the site is based, regardless the induction needs to cover the following as a minimum requirement:  
 

 Accident Reporting – who to report to and where to find them. 
 First Aid – who are the first aiders and where they are located. 

 Fire Safety – where the emergency exits are and when fire drills are 
performed. 

 Welfare Facilities – where they are located and the general policy 
regarding its use. 

 Personal Protective Equipment (PPE) – what PPE you are required to wear in line with your 
duties. 

 Details of the Health and Safety 
Representative(s) – 

who they are and where to find them. 

 Tools, Equipment, and Machinery – the safety procedures of using any of the 
aforementioned in line with your duties. 

 Information on Hazards and Risks – the associated hazards and risks while preforming 
your duties and how to manage them. 

 Policies, Procedures, Risk Assessments, 
and Safe Systems of Work – 

if not already disclosed to you the other policies, 
procedures, risk assessments and safe systems of 
work relevant to your work. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

First Day of Your New Assignment 
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Self-Reported Health & Safety Incidents 2019/2020 - Source: HSE 

Section One: Continued… 

 
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) require the 
host client, to report to the relevant enforcing authority and keep records of: 
 
 Work-related deaths. 
 Work-related accidents which cause certain specified serious injuries to workers, or which result in a 

worker being incapacitated for more than seven consecutive days. 
 Cases of those industrial diseases listed in RIDDOR. 
 Certain ‘dangerous occurrences’ (near-miss accidents). 
 Injuries to a person who is not at work, such as a member of the public, which are caused by an 

accident at work and which result in the person being taken to hospital from the site for treatment. 
 

Reports to the enforcing authority of all of the above categories, except over-seven-day injuries, 
must be made immediately by the quickest practicable means and followed up by a written 
notification within 10 days. Reports of over-seven-day injuries must be sent to the enforcing 
authority within 15 days. 
 
In light of this it is imperative that all accidents are reported to the host client as soon as possible 
and are in line with the host client’s reporting procedure. Also, the accidents must be documented 
within the host client’s accident book.  
 
 

 

111
Fatal Injuries

65,427
Non-Fatal Injuries Reported 

by Employers

168,000
Self-Reported Non-Fatal Injuries with Over 

7 Days Absence

693,000
Self-Reported Injuries at the Workplace

Accident Reporting Procedure 
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Section One: Continued… 

 
It is important (for you and your child’s health and safety) to notify your host client in writing as 
early as possible. Until written notification is received from you, they are not required to take further 
action, such as altering working conditions or hours of work. 
 
Welfare 
 
Expectant Mothers are entitled to more frequent rest breaks these need to 
be agreed with the host client on when these should be taken throughout 
the day. The host client is required to provide suitable rest facilities.  
If pregnancy-related medical conditions occur the host client needs to be 
notified and will take the medical advice given by your GP/midwife into 
account and amend your working conditions appropriately. 
 
Risk Assessment 
 
Your workplace risk assessment should already consider any risks to female employee of childbearing age 
and, in particular, risk to new and expectant mother (for example, from working conditions, or the use of 
physical, chemical or biological agents) Any risks identified must be included and managed as part of the 
general workplace risk assessment. It is advisable that should not undertake any work activity where there 
is a foreseeable and significant risk of injury until you have read and understood the risk assessment. While 
regular risk assessments reviews are a legal obligation for employers, there is not a legal requirement to 
conduct a separate risk assessment for new and expectant mothers.   
 
 
Breastfeeding 
 
When returning to work you are able to continue to express milk for breastfeeding, you need to ensure that 
you have given the host client written confirmation before returning to work so the host can ensure you 
return to a healthy, safe and suitable environment. Although it is not a legal requirement for the host client 
to provide a place for you to express and store milk it is a legal requirement to provide somewhere for 
pregnant and breastfeeding mothers to rest. 
 
 
Unsure? 
 
Should you have any questions, or you are unsure, please inform the host client representative or call our 
team on 0151 652 2573 
 
At Apex, we are dedicated to your safety and one of our advisors will endeavour to answer any concerns 
you may have. 
 
 

New & Expectant Mothers 
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Section One: Continued… 

 
Under the Management of Health and Safety at Work Regulations 1999, the host client has a 
responsibility to ensure that young people working by them are not exposed to risk due to: 
 
 Lack of experience. 
 Being unaware of existing or potential risks. 
 Lack of maturity. 

 
The host client must also consider: 
 
 The layout of the workplace. 
 The physical, biological, and chemical agents they will be exposed to. 
 How they will handle work equipment. 
 How the work and processes are organised. 
 The extent of health and safety training needed. 
 Risks from particular agents, processes, and work. 

 
These considerations should be straightforward in a low-risk workplace, for example an office. In 
higher-risk workplaces the risks are likely to be greater and will need more attention to ensure they 
are properly controlled. 
 
Therefore, all young people are instructed to notify the host client representative upon 
commencement of their work assignment that they are under 18.  
 
For further health and safety responsibilities information call: 0151 652 2573 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Young People at Work 
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Section One: Continued… 

 
Risk management is a step-by-step process for controlling health and safety risks caused by 
hazards in the workplace. There should be one readily available from the host client. These are the 
steps any risk assessment should follow: 
 
Step 1 – Identifying the Hazards 
Step 2 – Assessing the Risks 
Step 3 – Controlling the Risks 
Step 4 – Recording Findings 
Step 5 – Reviewing the Controls 
 
Any risk assessment you have been provided should be relevant to your work and be up to date 
and all controls within the risk assessment should be in practice. If they are not in practice seek out 
your health and safety representative.   
 
You should not engage into any work-related activities prior to having read and understood the 
relevant risk assessment. If you have any questions or are seeking further clarity, please contact 
the host client representative or call ourselves on 0151 652 2573. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Risk Assessment & Managing Risks 
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Section Two: Arrangements 

 
The inappropriate use of alcohol or drugs can damage your health and wellbeing. It can have far-
reaching effects on your personal and working lives. Where employees are prescribed medication 
or are taking over-the-counter medicines or herbal remedies that may affect their work performance 
or safety of themselves or others, they must advise their supervisor. 
 
Section 4 of the Road Traffic Act 1988 makes it an offence for any person to drive, or be in charge of, a 
mechanically propelled vehicle (such as a car, van, etc) on any public road or public place whilst under the 
influence of alcohol or drugs.  
 
The Transport and Works Act 1992 makes it an offence if a person works on a transport system when 
they are unfit to carry out work through drink or drugs 
 

 
Managing Alcohol and Drug misuse at work 
 
Alcohol and drug misuse can result in unexplained or frequent absences, a change 
in behaviour, unexplained dips in productivity, more accidents/near-misses or 
performance/conduct issues. 
 
If someone in a safety-critical job seeks help for alcohol or drug misuse they may 
have to be temporarily removed from their current position to other work. 

The host client should be made aware of any possession or dealing in the workplace and will take 
disciplinary or other action when required. Screening and testing for alcohol and drugs may be required for 
certain sites or job roles, you must consent to these before they can be carried out but if you do refuse 
when there is good grounds for testing this may lead to disciplinary action. These tests are carried out to 
ensure the safety of not only you but others on and around the site. 
 

 
 Understanding that your judgment and 

reflexes will be impaired and may put 
yourself and colleagues in danger.  

 Consuming drugs or alcohol before using 
machinery, electrical equipment or working 
at height. 

 Do not try to hide it. Requesting help and 
support if have a problem with drugs or 
alcohol. 

 Consuming drugs or alcohol before or 
during work activities. 

 
 
 
 
 
 
 

 Consuming drugs or alcohol before or 
during driving.  

Alcohol & Drugs 

                                    Good Practice                                  Bad Practice  
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Section Two: Continued… 

 
Large amounts of asbestos were used in new and refurbished buildings. Manufacture and supply of 
all asbestos was banned by the end of 1999 however existing asbestos articles can continue in use 
until they reach the end of their service life. Disturbing asbestos-containing material (ACM) can 
release invisible fibres. Once in the air, fibres can be breathed in and cause lung diseases.  
 
What to do first? 
 
Before starting work you should check what asbestos is present as part of your planning. In non-domestic 
premises, including industrial and commercial buildings, there should be a location plan/register – ask to 
see it. (This will not usually be available in domestic premises.) Check that the plan covers the area of the 
building that you will be working in and, if you are doing refurbishment work, that it includes a survey listing 
the types of asbestos present and their condition. Trades likely to disturb asbestos: 
 
 Electricians, joiners, plumbers, gas fitters, shop fitters, heating, and ventilation engineers. 
 Labourers, roofers, plasterers, demolition workers and other workers in construction. 
 Phone and data engineers, alarm installers. 
 Surveyors, general maintenance engineers, painters, and decorators. 

 

 
 Seeking advice if you have any doubts or 

questions. 
 Working with asbestos without training, a 

proper plan and without the correct 
precautions in place. 

 Presuming materials contain asbestos 
unless there is strong evidence that they do 
not. 

 Not to warning anybody who may be 
affected if there is an uncontrolled release 
of asbestos materials into the workplace. 

 Stopping work and speaking to your 
supervisor if you are suspicious something 
may be asbestos. 

 Removing asbestos lagging, sprayed 
asbestos (limpet) or broken insulation board 
without being a licensed contractor. 
 

 Always follow all legal requirements.  Disposing asbestos as normal waste. 

 Asking the premises owner for their records 
of asbestos; what was checked, what was 
found, and what was not checked. 

 Reusing disposable PPE or take used 
overalls home that may be contaminated. 

 
 
 
 
 

Asbestos 

                                    Good Practice                                  Bad Practice  
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Section Two: Continued… 

 
As stated in The Confined Spaces Regulations 1997; a confined space means any place, including 
any chambers, flues, pipes, pits, sewers, silos, tanks, trenches, vats, wells or other similar spaces 
in which, by virtue of its enclosed nature, there arises a reasonably foreseeable specifies risk.  
 
These risks are but not limited to: 
 
 Serious injury caused by a fire or explosion. 
 A loss of consciousness caused by an increase in body temperature. 
 A loss of consciousness or asphyxiation caused by gas, fume, vapour, or the lack of oxygen. 
 Drowning caused by an increase in the level of a liquid. 
 Asphyxiation caused from a free flowing solid (flour, grain, sugar, sand, or other similar material) or 

the inability to reach a respirable environment due to entrapment by a free flowing solid. 
 

 
 Not entering a confined space to carry out 

work for any purpose unless it is not 
reasonably practicable to achieve that 
purpose without such entry. 

 Entering/letting others into a confined space 
which has not been gas tested and 
confirmed as safe. 

 Making sure there is always adequate 
ventilation in the confined space. 

 Entering/letting others into a confined space 
without the appropriate authorisation to do 
so. 

 Making sure there is an appropriate 
emergency and rescue procedure, and you 
are familiar with it, before entering a 
confined space. 

 Entering/letting others into a confined space 
without being trained and/or unaware of the 
emergency procedure. 

 Making sure you follow all planned 
procedures including any permit-to-work. 

 Entering a confined space alone without the 
appropriate PPE. 

 Being aware of the risks that may occur 
within a confined space. 

 Ignoring the risks – just because a confined 
space is safe one day does not mean it will 
always be. 

 Making sure you always wear the 
appropriate PPE when entering a confined 
space. 

 

 
 
 
 

Confined Spaces 

                                   Good Practice                                  Bad Practice  
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Section Two: Continued… 

 
Most electrical accidents occur because people are working on or near equipment that is: 
 
 Thought to be dead but which is live. 
 Known to be live but those involved do not have adequate training or appropriate equipment to 

prevent injury, or they have not taken adequate precautions. 
 
What are the Hazards? 
 
 Electricity can kill or severely injure people and cause damage to property from the effects of fires 

and explosions. 
 Electrical arcing (sometimes called a ‘flashover’ or ‘arc flash’), perhaps as a result of a short circuit 

caused by unsafe working practices, can generate intense heat leading to deep-seated and slow-
healing burns, even if it persists for a short time. 

 Arcing, overheating and, in some cases, electrical leakage currents can cause. 
 
Plan the work 
 
Many electrical accidents are due to a failure to plan ahead. Planning should consider the management, 
supervision, implementation, and completion of the work, and should lead to a formal system of work based 
on information in the safety rules and a task-specific risk assessment. You should consider the following: 
 
 The work to be done. 
 The hazards of the system or equipment to be worked on and the risks associated with the work. 
 The people doing the work, their competence, and the level of supervision necessary. 
 The precautions to be taken and the system of work to be employed. 
 The possibility that the nature of the work may change, e.g. a testing job may turn into fault finding. 

 

 
 Properly maintaining equipment.  Overloading motors, circuits, or outlets. 
 Checking electrical connections to make 

sure they are tight. 
 Carrying out electrical work without training 

and not being competent to do the task. 
 Following workplace rules concerning use 

of electricity and electrical equipment. 
 Working on energized equipment with the 

proper training. 
 Using extension cords only when 

authorized—and of the right capacity. 
 

 Inspecting electrical equipment before each 
use. 

 

 Checking cords and wires to make sure 
insulation is in good condition. 

 

 Reporting electrical problems immediately.  
 Keeping your work area clean, and 

promptly and properly disposing of waste. 
 

Electricity Safety 

                                    Good Practice                                  Bad Practice  
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Section Two: Continued… 

 
If you are digging or disturbing the earth you should take care to avoid damaging underground 
services. Underground electrical cables can be particularly hazardous because they often look like 
pipes and it is impossible to tell if they are live just by looking at them 
 
Damage to underground electrical cables can cause fatal or severe injury and the law says you 
must take precautions to avoid danger. 
 
 

 
 Plans or other suitable information about all 

buried services in the area should be 
obtained and reviewed before any 
excavation work starts 
 

 Entering excavations which have no 
support and no ladder access 

 Keep plant and materials away from the 
edge 

 Failure to identify underground services 
once uncovered  

 Provide ladder access to get in and out  Using uninsulated tools when hand digging 
near electrical cables  

 Locate buried services using cable 
avoidance tools (CATs) and service plans. 
Mark their route with paint or wooden pegs 

 Entering an excavation that may need to be 
supported 

 Support the exaction as you go along 

 Make sure adjacent structures are not 
undermined – dig well away from them 

 Excavation work should be carried out 
carefully and follow recognised safe digging 
practices  
 

 Check the excavation each day before work 
starts and after any event that may affect its 
stability 

 
 
 
 
 
 
 
 

Excavations & Buried Services 

                                    Good Practice                                  Bad Practice  
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Section Two: Continued… 

 
People responsible for workplaces can avoid fires by ensuring the right procedures are followed 
this will help prevent a fire. For a fire to start it requires three elements ignition, a source of fuel and 
oxygen therefore if these three elements do not have the opportunity to mix the risk of a fire could 
be eliminated. 
 
Risk Assessments 
 
Fire safety risk assessments should be carried out and kept up to 
date, these should be carried out as part of the overall risk 
assessments or can also be done separately. If you find any findings 
during the risk assessment these should be identified, and action 
taken to reduce the risk of a fire.  
 
What to do to protect from a fire? 
 
The workplace needs to ensure that the below are followed: 
 
 Carrying out a fire safety risk assessment – this needs to be reviewed and updated regularly. 
 Consider how to detect fires and how to warn people quickly if they start, e.g. installing smoke 

alarms and fire alarms or bells. 
 Keep sources of ignition and flammable substances apart 
 Avoid accidental fires, e.g. make sure heaters cannot be knocked over 
 Always ensure good housekeeping, e.g. avoid build-up of rubbish that could burn 
 Have the correct fire-fighting equipment for putting a fire out quickly 
 Keep fire exits and escape routes clearly marked and unobstructed at all times 
 Ensure your workers receive appropriate training on procedures they need to follow, including fire 

drills 
 
If a fire does occur and the alarm sounds this will allow everyone to vacate the premisses and meet at the 
fire point where a count can be done to ensure everyone is accounted for. 
 

 
 Checking fire alarms regularly.  Ignoring the fire alarm. 
 Using flammable substances in the correct 

manner. 
 Leaving open flames unattended. 

 Having a first aid kit in easy access for 
when you need to evacuate the premises. 

 Placing a heaters or other sources of heat 
near flammable materials. 

 Minimising the use of flammable 
substances. 

 Overloading electrical equipment. 

 Inspecting all electrical equipment regularly.  Operating damaged/faulty electrical 
equipment. 

Fire Safety 

                                    Good Practice                                  Bad Practice  
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Section Two: Continued… 

 
 Ensuring flammable substances are stored 

in a secure place away from anything that 
could be an ignition. 

 Blocking air vents on equipment 

 Smoking in unauthorised areas 

 Ensuring all controlled fires are fully 
extinguished after use and never left 
unintended. 

 Using lifts in the event of an evacuation 

 Blocking any exits and walkways 

 Ensuring good housekeeping by removing 
and disposing of waste/rubbish 
appropriately. 

 Not checking alarms are working on a 
regular basis 

 Knowing and understanding the evacuation 
plan: 
 Where all fire exits are located. 
 Where the designated assembly 

point is located. 
 Where all the firefighting equipment 

is located. 

 

 Raising the alarm if you witness a fire: 
 Raising the alarm within premises or 

site and letting people around you 
know. 

 Once at designated assembly point 
calling the emergency services. 

 Calling any other emergency 
numbers. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fire Safety 

                                    Good Practice                                  Bad Practice  
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Section Two: Continued… 

 
Anyone can have an accident or become ill at work, it is therefore vitally important that first aid 
arrangements are in place and if required there is always someone on hand to provide the right 
level of first aid for the situation. The principles of first aid are to: 
 
 Preserve life 
 Prevent the condition from getting worse/minimise its consequences until medical help arrives (if 

needed) 
 Promote recovery of the person requiring first aid 
 Provide treatment where medical attention is required 

 
It is therefore important to ensure you are aware of where first aid facilities, equipment can be 
found and personnel who are able to provide first aid  
 

 
 Practicing good personal hygiene.  Administering first aid without being trained 

to do so. 
 Seeing a first aider, even for minor cuts and 

grazes. 
 Administering any medication to any person 

whilst at work. 

 Making sure you know how to find a first aid 
point. 

 Moving the injured when the injury is 
serious. 

 Calling 999 right away if the injury is 
serious. 

 Forgetting to remove external hazards. 

 Reassuring the injured that you are a 
qualified first aider, and that they are in safe 
hands. 

 

 Trying to take the pain off the person’s mind 
by talking to them. 

 

 Visually and verbally assessing the injured 
person before treating any injuries. 

 

 
 
 
 
 
 
 

First Aid 

                                    Good Practice                                  Bad Practice  
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Section Two: Continued… 

 
Many people are exposed to a variety of substances at work (e.g. chemicals, fumes, dusts, 
fibres) which can, under some circumstances, have a harmful effect on their health. These are 
called ‘hazardous substances’. If exposure to a hazardous substance is not properly controlled, it 
may cause ill health in a number of ways. The substance may cause harm by: 
 
 Too much being taken into the body through breathing. 
 Being absorbed through the skin. 
 Being swallowed. 
 Acting directly on the body at the point of contact, e.g. the skin.  

 
Some illnesses caused by exposure to hazardous substances in the workplace (occupational 
diseases) may not appear until a long time after the first exposure.  
 

 
 Following safe procedures when you 

handle hazardous materials. Do not take 
shortcuts. 

 Storing incompatible chemicals together. 

 Always washing your hands after using any 
unsafe material. 

 Working with hazardous substances without 
the correct PPE and training. 

 Working with hazardous substances within 
the agreed exposure limits. 

 Siphoning chemicals through your mouth. 

 Wearing personal protective equipment and 
having the train to use it. 

 

 Always carrying chemicals in approved 
containers. 

 

 Storing materials properly, as directed on 
their labels. 

 

 
 
 
 
 
 
 
 
 
 

Hazardous Substances 

                                    Good Practice                                  Bad Practice  
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Section Two: Continued… 

 
Hot work is any process that generates flames, sparks, or heat. It includes welding, cutting, 
grinding, and sawing. Flammable liquids and vapours such as petrol, diesel, fuel oil, paints, 
solvents, glue, lacquer, and cleaning agents are found in many places of work. If a welding torch or 
powered cutter is used on a tank or drum containing flammable material (solid, liquid or vapour), 
the tank or drum can explode violently. People have been killed or seriously injured by such 
explosions. Tanks and drums that seem to be ‘empty’ usually still have residues in the bottom, in 
seams and other crevices. Just a teaspoon of petrol in a drum can be enough to cause an 
explosion, when heated and turned into vapour. 
 
Most host clients operate a written permit system for hot work. The permit details the work to be 
carried out, how and when it is to be done and the precautions to be taken. A written permit system 
is likely to result in a higher standard of care and supervision. Hot work should not be carried out 
unless it is authorised and properly supervised by an experienced manager or supervisor who has 
knowledge of the work to be carried out, the risks involved and the precautions to be taken. 
 

 
 Only letting qualified welders, gas cutters 

and fitters for hot work in restricted area. 
 Using normal glasses for welding work. 

 Removing all combustible or flammable 
materials from the area and ensuring that 
the LEL is zero throughout the work. 

 Leaving smoldering after finished of hot 
work. 

 Before starting hot work, positively isolate 
the piping, equipment, and vent pressure 
vessels. 

 Using a hydrocarbon pipeline as grounding 
for welding work. 

 Ensuring a good cleaning of the area before 
the work. 

 Connecting return cables from welding 
machines to the platform/scaffolding. 

 Being sure to purge piping and equipment 
carrying any flammable materials. 

 Keeping gas cylinders in a confined space. 

 Carrying out welding, grinding, cutting work 
inside the welding booth only to contain the 
sparks. 

 Doing the hot work with flammable 
materials such as oils rags, paints etc. in 
the vicinity. 

 Making sure the availability of fire 
extinguishers and charged fire hose near 
hot work booth. 

 Using damaged cables and hoses. 

 Wearing appropriate PPE, such as welding 
shield/google, face shield, leather gloves, 
aprons etc. 

 Letting the hose come into contact with oil 
or grease. 

 Keeping a fire watcher nearby to aide in a 
fire emergency. 

 Joining the welding cables, use single 
length cables instead. 

Hot Works 

                                    Good Practice                                  Bad Practice  
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Section Two: Continued… 

 
 Properly earthing and grounding the 

welding equipment. 
 Allowing the welding slag to scatter 

haphazardly everywhere. 

 Keeping welding machines away from 
process equipment or hazardous areas. 

 Cutting or welding on empty paint or 
chemical drums. 

 Taking all precautions in accordance with 
the approved work permit and risk 
assessment. 

 Cooling the electrode holders by immersing 
them in water. 

 The welder and helper having adequate 
ventilation and respirators. 

 Standing on a wet surface during electric 
welding. 

 While performing gas cutting work, ensuring 
flash-back arrestor present at both ends i.e. 
torch and cylinder side. 

 Shutting off the gas supply by folding or 
crimping the hose. 

 Limiting the entry of people into the hot 
work area by providing safety barriers and 
signs. 

 Welding or cutting in pipes or areas of 
unknown equipment. 

 Protecting nearby gas lines and equipment 
from falling sparks, hot materials, and 
objects. 

 

 Covering neighboring flanges of the oil 
pipeline with fire blankets. 

 

 Keeping combustible floors moist with water 
or covered with fireproof blankets or damp 
sand. 

 

 Carrying out housekeeping after the 
finishing of work and close the work permit. 

 

 Inspecting the area post hot work for any 
smoldering. 

 

 Covering the floor opening or gratings with 
fire blankets to prevent the spread of sparks 
from one level to a lower level. 

 

 
 

Hot Works 
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Section Two: Continued… 

 
Working with lead can put your health at risk, causing symptoms including headaches, stomach 
pains and anaemia. Other serious health effects include kidney damage, nerve and brain damage 
and infertility. 
 
The Control of Lead at Work Regulations 2002 (CLAW) place a duty on employers to prevent, or 
where this is not reasonably practicable, to control employee exposure to lead. 
 

 
 Making sure you have all the information 

and training you need to work safely with 
lead, including what to do in an emergency, 
such as a sudden uncontrolled release of 
lead dust or fume. 

 Undertaking work activities involving lead 
without receiving the appropriate training, 
information, and instruction. 

 Reporting any damaged or defective 
equipment to your employer. 

 Taking clothes or PPE home which could 
be contaminated with lead. 

 Keeping your medical appointments with 
the doctor where you work. 

 Eating, drinking, or smoking in the presence 
of lead. 

 Using all the equipment provided by your 
employer and following instructions for use. 

 Working in untidy and dirty work area. 

 Keeping your immediate work area as clean 
and tidy as possible. 

 Not wearing the appropriate PPE when in 
the presence of lead. 

 Washing your hands and face and 
scrubbing your nails before eating, drinking, 
or smoking. 

 

 Making sure that equipment provided for 
your health and safety fits correctly and is in 
good condition. 

 

 Only eating and drinking in designated 
areas that are free from lead contamination. 

 

 Wearing any necessary protective clothing 
and respiratory protective equipment and 
returning it at the end of the shift/day to the 
proper place provided by your employer. 

 

 Clearing up and get rid of any lead waste at 
the end of each day or shift, as directed by 
your employer. 

 

 Not taking home any protective clothing or 
protective footwear for washing or cleaning. 

 

 Washing and/or showering and changing if 
necessary before you go home. 

 

Lead 
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Section Two: Continued… 

 
The law says that all lifting operations involving lifting equipment must be properly planned by a 
competent person; appropriately supervised; and carried out in a safe manner. Cranes and lifting 
accessories such as slings must be of adequate strength, tested and subject to the required 
examinations and inspections. All crane operators, and people involved in slinging loads and 
directing lifting operations, must be trained and competent. Lifting operations include the use of: 
 
 Cranes 
 Gin wheels 
 Hoists 

 

 
 Using only certified lifting equipment, 

marked with its safe working load, which is 
not overdue for examination. 

 

 Using unsuitable equipment, e.g. makeshift, 
damaged, badly worn chains shortened 
with knots, kinked, or twisted wire ropes, 
frayed or rotted fibre ropes. 

 Having a responsible slinger or banksman 
and using a recognized signalling system. 

 Lifting a load if you doubt its weight or the 
adequacy of the equipment. 

 Using packaging to prevent sharp edges of 
the load from damaging slings and not 
allowing tackle to be damaged by being 
dropped, dragged from under loads or 
subjected to sudden loads. 

 Exceeding the safe working load of 
machinery or accessories like chains, 
slings, and grabs. Remember that the load 
in the legs of a sling increases as the angle 
between the legs increases. 

 When using multi-slings, making sure the 
sling angle is considered. 

 

 Using outriggers where necessary.  

 Keeping the reports of thorough 
examinations as well as any declarations of 
conformity or test certificates. 

 

 Making sure the load is properly attached to 
the lifting equipment. If necessary, securely 
bind the load to prevent it slipping or falling 
off. 

 

 When using jib cranes, making sure any 
indicators for safe loads are working 
properly and set correctly for the job and 
the machine is configured correctly. 

 

 Before lifting an unbalanced load, find out 
its centre of gravity. Raising it a few inches 
off the ground and pausing (there should be 
little harm if it drops). 

 

Lifting Operations 
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Section Two: Continued… 

 
Moving machinery can cause injuries in many ways: 
 
 People can be struck and injured by moving parts of machinery or ejected 

material. Parts of the body can also be drawn in or trapped between 
rollers, belts, and pulley drives. 
 

 Sharp edges can cause cuts and severing injuries, sharp-pointed parts 
can cause stabbing or puncture the skin, and rough surface parts can cause friction or abrasion. 

 
 People can be crushed, both between parts moving together or towards a fixed part of the machine, 

wall, or other object, and two parts moving past one another can cause shearing. 
 
 Parts of the machine, materials, and emissions (such as steam or water) can be hot or cold enough 

to cause burns or scalds and electricity can cause electrical shock and burns. 
 
 Injuries can also occur due to machinery becoming unreliable and developing faults or when 

machines are used improperly through inexperience or lack of training. 
 
Before you start using any machine you need to think about what risks may occur and how these 
can be managed. You should therefore do the following: 
 
 Check that the machine is complete, with all safeguards fitted, and free from defects. The term 

‘safeguarding’ includes guards, interlocks, two-hand controls, light guards, pressure-sensitive mats 
etc. By law, the supplier must provide the right safeguards and inform buyers of any risks ('residual 
risks') that users need to be aware of and manage because they could not be designed out. 
 

 Produce a safe system of work for using and maintaining the machine. Maintenance may require 
the inspection of critical features where deterioration would cause a risk. Also look at the residual 
risks identified by the manufacturer in the information/ instructions provided with the machine and 
make sure they are included in the safe system of work. 

 
 Ensure every static machine has been installed properly and is stable (usually fixed down). 

 
 Choose the right machine for the job and do not put machines where customers or visitors may be 

exposed to risk. 
 
 Note that new machines should be CE marked and supplied with a Declaration of Conformity and 

instructions in English. 
 
Make sure the machine is: 
 
 Safe for any work that has to be done when setting up, during normal use, when clearing blockages, 

when carrying out repairs for breakdowns, and during planned maintenance. 
 

 Properly switched off, isolated or locked-off before taking any action to remove blockages, clean or 
adjust the machine. 

Machinery 
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Section Two: Continued… 

 
Also, make sure you identify and deal with the risks from: 
 
 Electrical, hydraulic, or pneumatic power supplies. 
 
 Badly designed safeguards. These may be inconvenient to use or easily overridden, which could 

encourage your workers to risk injury and break the law. If they are, find out why they are doing it 
and take appropriate action to deal with the reasons/causes. 

 
The measures you use to prevent access to dangerous parts should be in the following order. In 
some cases, it may be necessary to use a combination of these measures: 
 
 Use fixed guards (e.g. secured with screws or nuts and bolts) to enclose the dangerous parts, 

whenever practical. Use the best material for these guards – plastic may be easy to see through but 
may easily be damaged. Where you use wire mesh or similar materials, make sure the holes are not 
large enough to allow access to moving parts. 
 

 If fixed guards are not practical, use other methods, e.g. interlock the guard so that the machine 
cannot start before the guard is closed and cannot be opened while the machine is still moving. In 
some cases, trip systems such as photoelectric devices, pressure-sensitive mats or automatic 
guards may be used if other guards are not practical. 
 

 Where guards cannot give full protection, use jigs, holders, push sticks etc if it is practical to do so. 
 

 Control any remaining risk by providing the operator with the necessary information, instruction, 
training, supervision, and appropriate safety equipment. 

 

 
 Checking the machine is well maintained 

and fit to be used, i.e. appropriate for the 
job and working properly and that all the 
safety measures are in place – guards, 
isolators, locking mechanisms, emergency 
off switches, and etc. 

 Using a machine or appliance that has a 
danger sign or tag attached to it. Danger 
signs should only be removed by an 
authorised person who is satisfied that the 
machine or process is now safe 

 Using the machine properly and in 
accordance with the manufacturer’s 
instructions. 

 Wearing dangling chains, loose clothing, 
rings or have loose, long hair that could get 
caught up in moving parts. 

 Ensuring you are wearing the appropriate 
protective clothing and equipment required 
for that machine, such as safety glasses, 
hearing protection and safety shoes. 

 Removing any safeguards, even if their 
presence seems to make the job more 
difficult. 

  Distracting people who are using machines. 

 

Machinery 
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Section Two: Continued… 

 
Manual handling means transporting or supporting a load by hand or bodily force. It includes lifting, 
putting down, pushing, pulling, carrying, or moving loads. A load can be an object, person, or 
animal. 
 
The law sets out how we must deal with risks from manual handling: 
 
 Avoid hazardous manual handling, so far as is reasonably practicable. 
 Assess the risk of injury from any hazardous manual handling operations that cannot be avoided. 
 Reduce the risk of injury from hazardous manual handling to as low as reasonably practicable. 

 
You can avoid hazardous manual handling operations by: 
 
 Redesigning the task to avoid moving the load. 
 Automating or mechanising the process. 

 
The best time to decide about mechanisation or automation is when you design plant or work 
systems. Design the layout of a process so there is very little movement of materials. 
 
Assess the risk of injury from any hazardous manual handling operations that cannot be avoided. 
You should consider the task, the load, the working environment, and individual capability, for 
example: 
 
 The postures adopted. 
 How far the load is lifted, lowered, or carried. 
 The frequency of the task. 
 The weight of the load. 
 The nature of the load (for example hot, sharp, or slippery). 
 Cramped work areas. 
 Poor floor surfaces. 
 Poor lighting, extremes of temperature. 
 Your strength, fitness and underlying medical conditions (for example a history of back problems). 

Also, look out for: 
 If you are breathing heavily and sweating. 
 If you experience excessive fatigue. 
 The availability of equipment to help with the lift. 

 
 
 
 
 
 
 
 

Manual Handling 
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Section Two: Continued… 

 
If manual lifting is the only option then there are things you can do to reduce the risk, including: 
 
 Make the load smaller or lighter and easier to grasp. 
 Break up large consignments into smaller load. 
 Modify the workplace to reduce carrying distances, twisting movements, or the need to lift things 

from floor level or above shoulder height. 
 Change the work routine to avoid excessive work rates and tight deadlines. 
 Improve the environment – more space, better flooring, extra lighting or changing the air 

temperature can make manual handling easier and safer. 
 Make sure the if you are doing the lifting you have been trained to lift as safely as possible. 

 

 
 Having reasonable rest periods between 

manual handling tasks. 
 Lifting loads that you struggle to manage. 

 Sharing lifting equally between other 
workers. 

 Moving loads up or down stairs.  

 Avoiding such activities wherever possible.  Moving loads long distances. 

 Reducing moving distances wherever 
possible. 

 Handling objects in a small working space, 
which may cause you to twist or stoop. 

 Thinking about an activity before 
completing it – considering whether any 
handling aids can be used and where the 
load is to be placed. 

 

 Undergoing training to ensure your 
knowledge of safe manual handling. 
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Noise at work can cause hearing damage that is permanent and disabling. This can be hearing loss 
that is gradual because of exposure to noise over time, but also damage caused by sudden, 
extremely loud noises. The damage is disabling as it can stop people being able to understand 
speech, keep up with conversations or use the telephone. 
 
Hearing loss is not the only problem. People may develop tinnitus (ringing, whistling, buzzing, or 
humming in the ears), a distressing condition which can lead to disturbed sleep. 
 
Noise at work can interfere with communications and make warnings harder to hear. It can also 
reduce people’s awareness of their surroundings. These issues can lead to safety risks – putting 
people at risk of injury or death. 
 

 
 Wearing ear protectors in the right way, 

making sure that: 
 The seals on earmuffs fit tightly 

round the ear. 
 Any long hair or clothing is kept out 

from under the seal. If possible, use 
earplugs if you wear glasses as the 
frames make the seals leak. 

 Your earplugs are clean and put into 
the ear properly. 

 Taking your ear protectors off where it is 
noisy, even for a short time, or even if they 
feel hot or uncomfortable. It does not take 
much noise to damage your hearing. 

 Wearing ear protectors whenever you go 
into specially marked Ear Protection Zones. 

 Overstretching the headband on earmuffs. 
They will go out of shape and not work 
properly. 

 Keeping ear protectors clean. Damaged, 
dirty protectors will not work properly and 
could cause an ear infection. 

 Sharing/Reusing disposable earplugs. They 
will not work well and may be dirty. 

 Looking after your ear protectors.  
 Storing them in the proper place 

when you are not wearing them. 
 Looking out for splits or cracks in the 

seal. 
 Handing in any damaged ear 

protectors so that they can be 
replaced. 

 Thinking you can get used to noise. 

 Neglecting your hearing. If you think there 
is something wrong with your hearing, see 
your doctor or occupational health 
department. 

Noise at Work 
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While working in an office workplace you will be less at risk than other workplaces such as a 
construction site, but care must still be taken to avoid any injuries or bouts of ill-health. When 
working in an office there is a high probability that you will be working with DSE, you may also work 
with DSE and not be in an office workplace. 
 
What is DSE? 
 
DSE stands for Display Screen Equipment. DSE are devices or equipment that have an alphanumeric or 
graphic display screen and includes display screens, laptops, touch screens and other similar devices. 
 
What are the health risks with DSE? 
 
Some workers may experience fatigue, eye strain, upper limb problems and backache from overuse or 
improper use of DSE. These problems can also be experienced from poorly designed workstations or work 
environments. The causes may not always be obvious and can be due to a combination of factors. 
 

 
 Maintaining proper body postures to 

prevent ergonomic disorders. 
 Adapting your posture to suit your 

workstation. 

 Always keeping aisles and pathways clear 
from clutter. 

 Remaining seated and in the same position 
for excessively long periods. 

 Ensuring you have appropriate light and 
ventilation. 

 Allowing waste to build up or storing items 
under your workstation. 

 Maintaining proper housekeeping, it greatly 
reduces workplace hazards. 

 Allowing materials to block pathways or 
escape routes. 

 Taking frequent breaks away from the 
screen e.g. Filing, photocopying, telephone 
work & etc. 

 Using desk chairs or swivel chairs for 
standing to reach elevated area – this 
would be a fall risk. 

 Avoiding screen reflections by adjusting the 
position of your screen.  

 Running electrical cables across paths – 
this may cause a trip and/or fall. 

 Using stepladder to reach elevated area.  Plugging multiple plugs into a socket. 

 Ensuring you follow ergonomic instructions 
and measures such as adjusting your office 
furniture, keeping your feet always on floor 
while sitting on desk chair, following 20-20-
20 rule for eyes to relax from strain, 
ensuring you have the correct angle for 
computer keyboards and distance of mouse 
to prevent ergonomic disorder of neck, 
shoulder, and hand or wrist. 

 Letting spills go without cleaning them 
immediately. 

 Using your mobile phone while moving. 

 Trying fixing struck printers or other 
machines by yourself. 

 Keeping your laptop bags or backpack 
down – this may lead to tripping hazards. 

  

Office Safety & Working with DSE 
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Section Two: Continued… 

 
 Separating materials into relevant areas for 

easy access, use tagging system and 
ensure proper stacking at elevated area to 
prevent any loose material falling such as 
paper files. 

 Folding rugs – this can create a tripping 
risk. 

 Using extension cords – they create a fall 
risk. 

 Running around offices. 

 Maintaining your desk/swivel chair in good 
condition. 

 Standing near any doors for an extended 
period of time – you may be knocked over 
by someone using the doorway. 

 Cleaning any spills immediately.  Leaving table/desk draws open - you may 
hit your knees. 

 Posting signs for notification of a slippery 
surface. 

 Leaving sharp objects such as scissors, 
stapler, pins, etc. lying around on tabletop. 

 Using handrails while moving on staircases.  
 Always filling cupboard draws from bottom 

to avoid it toppling over. 
 

 Keeping fire exit and escape routes clear 
for access/exit. 

 

 Knowing the operation and location of fire 
extinguishers. 

 

 Stacking materials such as papers, files, 
spares, etc. only in designated areas. 
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PPE should be used when all other measures are inadequate to control exposure. It protects only 
the wearer, while being worn. If it fails, PPE offers no protection at all.  Here are some types of PPE: 
 
 Respirators 
 Protective gloves 
 Protective clothing 
 Protective footwear 
 Eye protection 

 
When deciding about PPE ask the supplier, your trade association, or the manufacturer. 
 
 Is it suitable for the conditions of the job? 
 Does it offer the right level of protection? 
 What sort of training or maintenance is required? 
 How do I know when it needs replacing? 
 

It is important to know why you need PPE and are trained to use it correctly. Otherwise it is unlikely 
to protect as required. 
 
 Does it fit correctly? 
 Is it comfortable? 
 Are all items of PPE compatible? 
 Does PPE interfere with the job being done? 
 Does PPE introduce another health risk, e.g. overheating, entanglement with machinery? 
 If PPE needs maintenance or cleaning, how is it done? 

 
When PPE is comfortable you are more likely to wear it. 
 

 
 Storing PPE in a suitable container when it 

is being transported. 
 Entering a roof/excavation/confined space 

without wearing the correct PPE. 
 Keeping any PPE clean, this can increase 

the equipment’s lifespan if done correctly. 
 Using a twisted/loose/poorly fitted harness. 

 Using the appropriate PPE for the risk 
identified, which has been inspected 
recently. 

 Using PPE which has not been tested by an 
inspector or has expired since its last test. 

 Storing PPE in a cool and dry place to 
prevent any weather damage. 

 Storing PPE outside, directly in sunlight, or 
with strain or pressure placed on it. 

 Ensuring that you only wear the PPE you 
are trained to wear.  

 Allowing untrained individuals to use PPE. 

 Routinely checking PPE for valid labels and 
excessive wear. 

 

Personal Protective Equipment (PPE) 
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Maintenance on plant and equipment is carried out to prevent problems arising, to put faults right, 
and to ensure equipment is working effectively. Maintenance may be part of a planned programme 
or may have to be carried out at short notice after a breakdown. It always involves non-routine 
activities and can expose those involved (and others) to a range of risks. 
 
An effective maintenance programme will make plant and equipment more reliable. Fewer 
breakdowns will mean less dangerous contact with machinery is required, as well as having the 
cost benefits of better productivity and efficiency. Additional hazards can occur when machinery 
becomes unreliable and develops faults.  
 
Maintenance allows these faults to be diagnosed early to manage any risks. However, maintenance 
needs to be correctly planned and carried out. Unsafe maintenance has caused many fatalities and 
serious injuries either during the maintenance or to those using the badly maintained or wrongly 
maintained/repaired equipment. 
 
The Provision and Use of Work Equipment Regulations 1998 (PUWER) require work equipment and 
plant to be maintained so it remains safe and the maintenance operation is carried out safely. 
 
Think about what hazards can occur: 
 
 If tools break during use. 

 
 Machinery starts up unexpectedly. 

 
 There is contact with materials that are normally enclosed within the machine, i.e. caused by 

leaks/breakage/ejection and etc. 
 
Failing to correctly plan and communicate clear instructions and information before starting 
maintenance can lead to confusion and can cause accidents. This can be a particular problem if 
maintenance is during normal production work or where there are contractors who are unfamiliar 
with the site. 
 
Extra care is also required if maintenance involves: 
 
 Working at height or when doing work that requires access to unusual parts of the building. 

 
 When entering vessels or confined spaces where there may be toxic materials or a lack of air. 

 
Establishing a planned maintenance programme may be a useful step towards reducing risk, as 
well as having a reporting procedure for workers who may notice problems while working on 
machinery. 
 

Plant & Equipment Maintenance 
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But there are other steps to consider, before you start maintenance: 
 
 Decide if the work should be done by specialist contractors. Never take on work for which you are 

not prepared or competent. 
 
 Plan the work carefully before you start, ideally using the manufacturer’s maintenance instructions, 

and produce a safe system of work. This will avoid unforeseen delays and reduce the risks. 
 
 Make sure maintenance staff are competent and have appropriate clothing and equipment. 

 
 Try and use downtime for maintenance. You can avoid the difficulties in co-ordinating maintenance 

and production work if maintenance work is performed before start-up or during shutdown periods. 
 

 You must be provided safe access and a safe place of work. 
 
Plant and equipment must be made safe before maintenance starts. 
 
 Ensure moving plant has stopped and isolate electrical and other power supplies. Most 

maintenance should be carried out with the power off. If the work is near uninsulated, overhead 
electrical conductors, e.g. close to overhead travelling cranes, cut the power off first. 
 

 Lock off machines if there is a chance the power could be accidentally switched back on. 
 

 Isolate plant and pipelines containing pressured fluid, gas, steam, or hazardous material. Lock off 
isolating valves. 

 

 
 Ensuring maintenance is carried out by a 

competent person. 
 Ignoring maintenance. 
 

 Maintaining plant and equipment regularly 
(using the manufacturer’s maintenance 
instructions as a guide, particularly if there 
are safety-critical features). 

 Ignoring reports of damaged or unsafe 
equipment. 

 Reporting damaged or faulty equipment.  Using faulty or damaged equipment. 
 

 Using the proper tools for the maintenance.  

 Ensuring maintenance is done safely, that 
machines and moving parts are isolated or 
locked and that flammable/explosive/toxic 
materials are dealt with properly. 

 

 

Plant & Equipment Maintenance 
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The rail industry does not expect any employee to work in an unsafe manner to achieve results. 
Railways are dangerous places to work and If you think something is unsafe, then stop work and 
make your concerns known. You should never feel that you have to do something if you believe it’s 
unsafe. If you have concerns about safety, the worksafe procedure has existed since 2009 giving 
you the right to stop work and have the situation assessed in a fair way. 
 
The Office of Rail and Road annual statistical release showed: 
 
There were four workforce fatalities in 2019-20, compared to two in 2018-19. Three of these occurred on 
the mainline, and one fatality involved a London Underground infrastructure worker. 
 
On the mainline, the numbers of workforce major injuries and minor injuries have fallen to the lowest levels 
since the time series began in 2007-08. 
 

 
 Always reporting a Close Call (A Close Call 

is defined as anything that has the potential 
to cause harm or damage). 

 Never working or driving while under the 
influence of drugs or alcohol. 

 Always using a safety harness when 
working at height unless other protection is 
in place.  

 Assuming equipment is isolated – Always 
test before touch. 

 Ensuring you always have your sentinel 
card (passport) with you. 

 Undertaking any job unless you have been 
trained and assessed as competent. 

 Always using equipment that is fit for its 
intended purpose. 

 Entering an agreed exclusion zone, unless 
directed by the person in charge. 

 Being alert for the presence of trains and 
ensuring you know the speed and direction 
of travel on open lines. 

 Ignoring or abusing safety signs. 

 Always ensuring the required plans and 
permits are in place before you go on or 
near the line. 

 

 Always test before applying earths or 
straps. 

 

 
 
 
 
 

Rail 
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Safety induction training is essential to ensure the safe running of a workplace. All contractors/staff 
need to have the adequate training and be aware of any hazards and risks within the workplace. 
Nobody should undertake any work activities until they have attended a safety induction this 
includes all contractors and self-employed people. 
 
How much training is required? 
Training will vary depending on the job role being 
undertaken and the workplace. The right level of 
training needs to be given on any hazards and risks 
they may face, measures in place to deal with these 
hazards and risks and how to follow any emergency 
procedures.  
Depending on the person they might need extra 
training for the job roles they will be executing. 
When a risk assessment is being done this will 
identify whether additional training is needed, if this 
identifies anything dangerous training needs to take 
place before work can continue. 
 
Legal Requirements 
Certain job roles will need to meet legal requirements, such as operating forklift truck these needs to be 
considered when training is being given. If new equipment, technology, or changes in the workplace take 
place the correct training needs to be given to ensure the safety of everyone using the equipment. 
 

 
 Ensuring you report to the relevant person 

when arriving to the workplace. 
 Signing to confirm safety introduction was 

completed when not being fully competent. 

 Ensuring you have read all documentation 
regarding Health and Safety such as fire 
safety. 

 Not receiving the correct and relevant 
training to the job role. 

 Acting in accordance with all health and 
safety information, instruction, and training 
provided. 

 Not undertaking the safety introduction 
when first arriving at the workplace. 

 Ensuring you understand all information 
given in the safety introduction, ask for 
copies of any documentation to support 
your training and asking questions if 
needed. 

 Undertaking work activities before safety 
introduction has been completed. 

 Making yourself familiar with the workplace 
layout and ensuring you know the persons 
responsible for health and safety 
arrangements. 

 Not providing the correct training to 
everyone on site. 

Safety Induction 
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Safety signs provide information or instruction about the safety or health at work. There are 
numerous ways to present the information via a signboard, a colour, a illuminated sign or acoustic 
signal, a verbal communication or hand signals.  
 
 Signboard - provides information or instructions by a combination of shape, colour and a symbol or 

pictogram, they also may be accompanied by supplementary text. 
 
 Prohibition Sign – white with red diagonal line 

and black symbol – prohibiting behaviour 
likely to increase or cause danger. 

 Warning Sign – yellow with a black symbol – 
warning of a hazard or danger. 

 Mandatory Sign – blue with white symbol – 
prescribing specific behaviour. 

 Safety Condition Sign – green with a white 
symbol – gives information on emergency 
exits, first aid or rescue facilities. 

 
 Fire Safety Sign - There are three types of fire safety signs one that provides information on escape 

routes and exits, one that provided information on identification or location of the firefighting 
equipment and one that give the warning in case of a fire. There are two colours to identify the fire 
safety signs and their meanings. 
 Red with white symbol – Firefighting equipment – identification and location 
 Green with white symbol – Emergency escape – Doors, exits, escape routes 

 Safety Colour - where a colour has a specific meaning is assigned 
 Symbol or Pictogram – used on signboard or illuminated signs 
 Illuminated Sign – a sign made from transparent or translucent materials which is illuminated from 

the inside or the rear to give the appearance of a luminous surface 
 Acoustic Signal – a sound signal which is transmitted without the use of a human or artificial voice 

(fire alarm). 
 Verbal Communication – a predetermined spoken message communicated by a human or artificial 

voice. 
 Hand Signals – a movement or position of the arms or hands giving a recognised signal and guiding 

people who are carrying out manoeuvres which are a hazard or danger to people. 
 

 
 Complying with safety signs.  Ignoring safety signs. 

 Adhering to safety signs and using the 
appropriate PPE where specified. 

 Defacing health and safety signs. 

 Reporting damaged signs.  Removing any safety sign. 
 

Safety Signs 
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Section Two: Continued… 

 
Workers have general duties under the Health and Safety at Work Act 1974 and the Management of 
Health and Safety at Work Regulations 1999. You must take reasonable care of yourself and others 
who may be affected by your actions and comply with the host client’s employer’s arrangements for 
managing health and safety. 
 
If you are working under someone else’s control, the law says you must: 
 
 Inform your supervisor of any work situation you consider dangerous, or of any shortcoming in their 

protection arrangements for health and safety. 
 Use all work items provided by the host client correctly, in accordance with your training and the 

instructions you received to use them safely. 
 

 
 Reporting any near misses and accidents 

promptly to your host client representative. 
 Unmarked slopes and changes of levels. 

 If you see slip and trip risks, trying to sort 
them out or informing your host client 
representative. 

 Blocking emergency exits and walkways 
with obstructions. 

 Helping to keep floors clean and dry where 
possible. 

 When walking up/down stairways not using 
the handrails. 

 Clearing up spillages straight away.  Not reporting inadequate lighting. 

 Following all safety advice.  Causing trailing cables. 

 Keeping your place of work clear of 
obstacles. 

 Carrying load with restricted vision. 

 Regularly emptying your waste bin and/or 
your workstation.  

 

 Wearing the appropriate footwear where 
necessary. 

 

 
 
 
 
 
 
 
 
 

Slips & Trips 

                                    Good Practice                                  Bad Practice  

http://www.apex-contracting.co.uk/


www.apex-contracting.co.uk | 2020® 

 

Page | 34 
 

Section Two: Continued… 

 
On average, each year, about 7 workers die as a result of accidents involving vehicles or mobile 
plant on construction sites. A further 93 are seriously injured. The law says that you must organise 
a construction site so that vehicles and pedestrians using site routes can move around safely. 
The routes need to be suitable for the persons or vehicles using them, in suitable positions and 
sufficient in number and size. 
 
The term ‘vehicles’ includes cars, vans, lorries, low-loaders and mobile plant such as excavators, 
lift trucks and site dumpers etc. The key message is construction site vehicle incidents can and 
should be prevented by the effective management of transport operations throughout the 
construction process. 
 
Key issues in dealing with traffic management on site are: 
 
 Keeping pedestrians and vehicles apart 
 Minimising vehicle movements 
 People on site 
 Turning vehicles 
 Visibility 
 Signs and instructions 

 

 
 Ensuring that if you drive work vehicles that 

you are trained and competent to do so. 
 Operating work vehicles without 

authorisation to do so. 
 Keeping to the site rules regarding traffic 

management. 
 Operating machinery without being 

competent to do so. 
 Adhering to a traffic management plan.  Not inspecting vehicles prior to use and 

operating defective vehicles. 
 Keeping people and vehicles apart. 
 Planning for the entry and exit of 

emergency vehicles. 
 Draining or filling fuel tanks when the 

engine is running. 
 Assessing the risks from vehicle 

movements onsite. 
 Ignorance when operating vehicles near 

pedestrian zones. 
 Minimising the need for work vehicles to be 

reversing. 
 Operating vehicles without the correct 

information and training to do so. 
 Having a traffic management system in 

place incorporating one-way systems where 
possible. 

 Not separating vehicles and pedestrians by 
a physical barrier when you are able to do 
so. 

 Ensuring temporary structures such as 
scaffolds are protected from vehicles. 

 Crossing a carriageway when it is not safe 
to do so. 

 Ensuring you have good 360° visibility 
whilst operating mobile plant. 

 Allowing people to ride on vehicles or 
mobile plant when there is no seating. 

 Only operating vehicles if you are 
competent to do so. 

 

Traffic Management & Roadworks 
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Section Two: Continued… 

 
Vibration is separated into two categories, hand-arm vibration, and whole-body vibration 
 
Hand-arm vibration comes from the use of hand-held power tools and is the cause of significant ill 
health (painful and disabling disorders of the blood vessels, nerves, and joints). 
 
Whole-body vibration (WBV) is transmitted through the seat or feet of workers who drive mobile 
machines, or other work vehicles, over rough and uneven surfaces as a main part of their job. Large 
shocks and jolts may cause health risks including back-pain. 
 

 
 Avoiding long, continuous periods of 

exposure with high-risk equipment by taking 
regular breaks 

 Using high-risk equipment for long, 
continuous periods. 

 Using automated solution instead.  Not regularly maintaining equipment, 
ensuring it is in good working order and not 
replacing older tools that are worn out. 

 Checking that the equipment being used is 
suitable for the job and offers the lowest 
levels of vibration. 

 Not checking that the equipment being 
used if suitable for the job. 

 Regularly maintaining equipment, ensuring 
it is in good working order and replacing 
older tools that are worn out. 

 Not wearing the appropriate PPE and 
protective clothing where necessary. 

 Improving your workstation to minimise the 
impact on hands, wrists, and arms. 

 

 Wearing the appropriate PPE and 
protective clothing where necessary. 

 

 Checking your controls when a new tool is 
introduced. 

 

 
 
 
 
 
 
 
 
 

Vibration at Work 
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Section Two: Continued… 

 
The purpose of The Work at Height Regulations 2005 is to prevent death and injury caused by a fall 
from height. If you control work at height (for example facilities managers) the Regulations apply to 
you. 
 
Those in control of any work at height activity must make sure work is properly planned, 
supervised, and carried out by competent people. This includes using the right type of equipment 
for working at height. Low-risk, relatively straightforward tasks will require less effort when it 
comes to planning. 
 

 
 Doing as much work as possible from the 

ground. 
 Working at height where it is not reasonably 

practicable to do so. 

 Ensuring you can get safely to and from 
any work at height. 

 Being unaware of the emergency 
evacuation and rescue procedures. 

 Being aware of the emergency evacuation 
and rescue procedures. 

 Not wearing the appropriate PPE when 
working at height.  

 Wearing the appropriate PPE when working 
at height. 

 Overloading or overreaching when working 
at height. 

 Being precautious when working on or near 
fragile surfaces. 

 Using the inappropriate equipment for a 
particular job. 

 Not overloading or overreaching when 
working at height. 

 

 Ensuring equipment is suitable, stable, and 
strong enough for the job, maintained and 
checked regularly. 

 

  
 
 
 
 
 
 
 
 
 

Work at Height 
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Section Two: Continued… 

 
The Health and Safety Executive (HSE) defines work-related violence as; any incident in which a 
person is abused, threatened, or assaulted in circumstances relating to their work. Verbal abuse 
and threats are the most common types of incident. Physical attacks are comparatively rare. 
 
Who is at risk? 
 
Anyone whose job requires them to deal with the public can be at risk from violence. Most at risk are those 
who are engaged in: 
 
 Providing a Service 
 Caring 
 Education 
 Cash Transactions 
 Delivery/Collection 
 Controlling 
 Representing Authority 

 

 
 Reporting any incidents of work-related 

violence directly to the host client 
representative immediately. 

 Meeting violence with violence. 

 Projecting calmness by speaking and 
moving slowly, quietly, and confidently. 

 Trying to make the situation seem less 
serious than it is. 

 Focusing your attention on the other person 
to let them know you are interested in what 
they have to say 

 Using styles of communication which 
generate hostility such as apathy, brush off, 
coldness, or going strictly by the rules. 

 Maintaining a relaxed yet attentive posture 
and position yourself at a right angle rather 
than directly in front of the other person. 

 Making sudden movements which can be 
seen as threatening. 

 Accepting criticism in a positive way.  Rejecting all of the person's demands from 
the start. 

 Acknowledging the feelings of the other 
person. Indicating that you can see they are 
upset. 

 Challenging, threatening, or daring the 
person. 

  Invade the other person's personal space. 

 
 
 

Work-related Violence 
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Section Two: Continued  

 
All workplaces must provide welfare facilities and a working environment that is healthy and safe 
for everyone in the workplace, including those with disabilities. 
 
Workplaces should have: 
 
 Welfare facilities – the right number of toilets and washbasins, drinking water and having 

somewhere to rest and eat meals. 
 A healthy working environment – a clean workplace with a reasonable working temperature, good 

ventilation, suitable lighting and the right amount of space and seating. 
 A safe workplace – well-maintained equipment, with no obstructions in floors and traffic routes, and 

windows that can be easily opened and cleaned. 
 
Temporary worksites must provide flushing toilets and running water, for example with a portable 
toilet. If this is not possible, use alternatives such as chemical toilets and water containers. Using 
public toilets and washing facilities should be a last resort. This would not be acceptable if it is 
possible to provide facilities on-site. 
 

 
 Washing your hands before eating.  Smoking in welfare facilities. 
 Reporting unclean and unhygienic welfare 

facilities to the host client representative 
and/or the agency. 

 Flushing paper towels down the toilet. 

 Eating at your workstation. 

 Smoking in a designated eating area. 
 Only eating in a designated area.  

 Keeping your workstation clean and tidy.  

 Keeping your workstation clear of any 
obstructions. 

 

 If you dirty any welfare facilities ensuring 
you clean up after yourself. 

 

 
 
 
 
 
 
 
 
 

Welfare at Work 
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Section Three: Notes 
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