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Workplace Health and Safetya Glance

As an employer, it igour responsibility to Bforce proper workplace health and safety standards
within your organisation. Indeed, keeping your employees healthy and sadéenarries a wide
range of benefits including decreased wostelated injury and iliness concerns, lexed
absenteeism and turnover rates, increased productivity badsted workplace morale. Put simply,
prioritising workplace health and safety can cut costs, reduce the risk-sit®isasters and help
retain skilled employees.

Apart from the benefits® ¢ 2 NJ LJ | OS KSIfGK FyR alfSies AdGQa A
conseqguences that accompany a hazardous working environment. Recent research from the HSE

revealed that30.7 million working days were losh the past year due to workelated illnes and

injury. Further, organisations across the country paidtal of £72.6 million in finegesulting from

prosecutions where a conviction took place last yeatith the average fine per conviction costing a

startling £147,292This is almost double thennual total of aboug40 million in fines from just two

years agoClearly, workplace health and safety igrawingconcern and onethat your organisation

OFyQi FTTF2NR (2 A3dy2NBO

The Importance dPreparing foHSE Inspectian

While your organisatioshould already be taking steps to promote workplace health and safety, the

HSE also plays a role in ensuring workers across Britain benefit from a safe working envitpnment
conducting robust health and safety inspections. HSE inspettiwh&ch can occuin a variety of

different formatst allow licensed HSEealth and safetynspectorsti 2 @A aA (G &2 dzNJ 2 NBI Yy A :
workplace and systematically review whether the working environment and procedures are meeting
regulatory standards. More than anything, inspastanalyse your workplace for evidence that your
organisation has taken suitable measures to iderdifg mitigateyour uniqueon-site risks.

HSE inspectors vishousands of workplacesvery year, often arriving esite without warning. And
whether it be a planned inspection or surprise visit, your organisation can face serious ramifications
for failing an inspection. In fact, as soon as an inspector identifiesterialhealth and sadty

breach,your organisation will be fined by the houior the time spent on the inspection and how

long it takes for you to correct the breachhis cost, also known as a fee for intervention (FFI),
currently costs a whoppinf154 an hour2 K I { Q & yoardiyadniSakon could also face additional
fines, prosecution costs and reputational downfall as a resultfailed inspection

52y Qi fSG LIR2NIKSIfOdK FyR &alF¥sSde LINIOGAOSa fSIR
yeas to come. Use this guidewhich explains how the inspection process works, offers robust

inspection preparation guidance and provides a variety of health and safety resources for both you

and your employees to ensure a successful inspection and reapribenerous benefits of

prioritising workplace health and safety.
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welfare in the workplace and toffer professional guidancen how to prevent workelated injury

and ill health. While inspectors understand that elimingtall workplace risks is unrealistic, they are

looking to see that organisations have taken sensible actions to reduce health and safety risks.
Investigators decide the frequency of inspections for individual establishments baskd on

2NHBI YA &l GA 2y Qart oiteyi dejednBredib\Simddstryel@ted haddkod and the nature of

workplace operationgeg desk workather thanmanual work) Typically, HSE investigators dant

more frequent inspectionen organisations where risks temal be the highest and where the

inspection will have the greatest impact. This may include organisations that:

Have poor health and safety performanteThis can mean poor health and safety
performance in the individuarganisationor in the sector as alwle. Inspections
may take place if yowrganisationconductswork thatdisplaysa high rate of
accidents or ill health. In this situation, inspectors will typically focus onttigksre
identified as prioritiedy the HSE such as falls from heightto help make
improvements irthat specific area of concern.

Operate in a hazardous industryDue to the nature of the working environment and
organisational operations, some industries are labelled as more hazardous er high
risk than othersAs a result, HSBspectors tend to make more frequent visits to
organisations in highisk industriesSome examplesf hazardous industrieisiclude

the nuclear, offshore, rail, chemicaonstruction, manufacturingnd explosives
sectors. The majority of these industriegerate undera safety case or licensing
regime. Therefore, inspectors will assess a prepared safety case on how risks and
hazardsare identified and controlled.rn these instancesnspectors aredoking for
assurance that both organisational and engineering controls are in place and being
properlymaintained.

Have had a specific incident or complaintnspectorsare more likely to focus their
> efforts on organisations that have experienced or repdrigevere incidents such as
thosethat resuliedin death or serious injury. They may atshedulean inspection if
the incidentisrelated toan HSEpriority. During the inspection e main focus will be
to examine what went wron@eg what poor health athsafety practices were the

culprit of the incidentand to learn how to avoid future incidents for both the
individualorganisationand others like it.

A limited number of inspections are also carried out to do the following:
9 Assess the risks in neavgarisatiors or premises.
9 Target certain geographical areas or sectors for specific priorities.
T t SNF2N)X NI}yR2Y Wall2i OKSO01aQ 2y O2YLX Al yOSo
1

Stay on top of new developments or processes for training purposes.
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The HSE inspection process applies to dutyholders where the HSE is the enforcing authority,

including employers and sedimployed people who put others at ridkspectors from the HSE and

local authorities have the right to enter any workplace withouirgivthe organisation any noticén

addition, inspectors are required to follow ti2 S NY YSy (1 Q& ob enkefing omes bdNJ O A O &
businesses. Regardlessy@oyers need to be prepared and ihafor an inspection at all times.

A typical workplace health and safety inspection consistewéralsteps, all of which focus on
examining the workplace, work activities, management of health and safety, and compliance with
health and safety law. Dumgnthe inspection, the HSE representatwil also provide relevant advice
on ensuring proper health and safety procedures within your workplace.

Methods of Inspection
1. Safety tourg This type of inspection allows inspectors to tour the entirety of the wiage,
analysing general workplace health and safety procedures throughout.

2. Safety sampling This inspection format consists of a systematic sampling of particular
dangerous activities, processes or areassget such as an area where heavy machinery is
operated or work from height takes place.

3. Safety surveys During this type of inspection, the inspector will conduct a more general review
of particular dangerous activities, processes or areas.

4. Incident inspections These inspections only occur aftewarkplace accident has resulted in a
fatality, injury, case of ill health or neariss incidentand has been reported to the HSE.

Duringthe Inspection
Throughout the inspection, the inspector will analyse how you keep your employaes anyone
who may I affected by workplace procedurehealthy and safe. The inspector will also ensure

GKIG &2dz F NB F RSljdz (8t & LIScHigalyAthe hspeciodaightS Y LI 2 & S S 3
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1 Interviewyour employees about their work tasks and procedures, as well as their perception of
the working environment and effectiveness of current workplace health and safety measures

1 Inspect any workplace machinery, tools or personal protective equipment (PBESUce it is
effective, safely used and well maintained

i Take photographs or videos of the workplace

1 Request to view relevant health and safety records or documents (eg your last workplace risk
assessment, recent accident or neaiss reports, workplackealth and safety policies,
machineryor PPEnaintenancerecords andemployeetraining resources)

1 Ask you to identify the main health and safety issues both in your industry and your specific
organisation, as well as how you have made an eftorhitigate those concerns

9 Ask you to describe your own knowledge or experience of workplace health and. safety


https://www.gov.uk/guidance/powers-of-entry

After the Inspection

When the inspection is complete, the inspector will share the results and offer any relevant health

and safety advice. If the inspector did not find evidence of a health and safety breach, no further

follow-up action is necessary from your organisationwideer, if an inspector identifies a breach,

your organisation will be held responsible for making necessary workplace health and safety

adjustments toremedy the problem angossiblyface further consequences from the HSE.

Depending on the severity and nak of the breach, inspectors will have discretion to decide what
FOlAzya (2 dGF1Se® ¢KS OGAz2y (GI11Sy eéAratt 0S ol asSR
Policy Statement, founbdere. In most cases, the following actions can be taken:

Advice The inspector may give you advice, verbally or in writing, about some of the
improvements you could make to health and safety in your workplace. This advice is
free. Employers should ask the pector to confirm the advice in writing and to
distinguish legal requirements from best practices.

Notifications ofcontravention (NoC¥ An NoC is a document thatforms your
g= 2NBAFYyAalrdGA2y Fo2dz2i GKS KSFHfGK FyR al ¥FSae f
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— In addition, an NoC will outline the steps your organisation must take to stop
breaking the law. An inspector will only provide an NoC if they believe yan are
WYl §SNR L 0 NBeadiigQou pake biokeb the lawgeriously enough for
them to write to you about it. If the inspector gives you an NydLywill be required

to payan FFl.

Improvementnoticest In cases of more severe breaches, the inspeetay issue an
improvement notice to tell the employer to take certain actions to comply with

health and safety law. The inspector should discuss the notice with the employer and
resolve points of difference before issuing it. An improvement notice conveliag
actions need to be performed, why they should be performed andattmvedtime
framefor performing them The minimum time frame for compliance is 21 days to
ensureorganisationdave the time to appealt is considered a criminal offence if

your arganisation fails to the make the changes in the time provideother legal

actions may be taken if the improvement notice is not complied with.

Prohibition noticest Your organisation may receive a prohibition notice if a
workplace activity identified ding the inspection process possesses a risk of serious
personal injury now or in the futurdhenotice will inform your organisation that the
dangerousactivity cannot be resumedntil your organisation takes steps to make it
safe to do soThenotice will explain why remedial action is necessé#rig also
considered a criminal offence if you fail to comply with the prohibition notice.

Prosecutiong In serious breaches or in cases with blatant disregard for the law, the
inspector may deem it reessary to initiate a prosecution. Prosecution gives courts
wide authority to punish offenders with fines and even imprisonment.



http://www.hse.gov.uk/enforce/enforcepolicy.htm

CS®:NJ LYiSNBWSyiAz2y o6CCLU
Under theHealth and Safetynd NucleanFees) Regulations 261lemployers who break health and
safety laws can be held liable for H@®Eated costs including inspections, investigations and
enforcement actions. When an inspector visits an establishment and finds a material breach of
health andsafety law, the organisation will be required to pay a fee (the FR®.FFI is calculated on
an hourly rate, based on the amount of time the inspector spends identifying, correcting,
investigating and taking enforcement action upon the material breti¢he business is compliant
with health and safety law or does not commit a material breacdt; Rl will not be charged for any
work that the HSE doe$he FFI schemeurrently charges an hourly rate of £154.

Identifying a Material Breach

A material breah of health and safety law occurs whamHSE inspectatetermines that your

2 NB I y A & |-dohiafc® idso se2ese that they feel the need to formally write to you and
require specific actions to be taken to fix the breadhitten notificationregarding a material
breachcan come in several formsincluding an NoGn improvement or prohibition notice, or a
prosecution All forms of written notification must include

T ¢KS fl¢g GKIG GKS AyalLlSOi2NRa 2LAYA2Y NBfl (Sa
1 The reasons for the opinion; and
91 Notification that a fee is payable to the HSE

HSE inspectors use existing principles and enforcement deaisking frameworks, such as the
Enforcement Management ModeEMM) and the Enforcement Policy StatemeBE$ when
deciding whether a material breach occurred.

Recoverable Costs for Associated Work

FFl is paydb for all costs the HSE reasonably incurs during regulatory work assowittemt

related to a material breach. This includes all necessary work to identify the material breach and
ensure it is remedied. When a material breach is identified, costhéovisit are recoverable, from
entry to point of leaving. Some examples of associated work include:

Writing notifications of contravention and reports

Preparing and serving improvement or prohibition notices
Followup work and reviewing investigations to ensure compliance
Taking statements and gathering information

Specialist assistance

Assessing the findings and documenting procedures

Recording conchions and inspection, investigation and enforcement information

=A =4 =4 =4 =4 -4 -4

Necessary research related to the material breach


http://www.hse.gov.uk/enforce/emm.pdf
http://www.hse.gov.uk/pubns/hse41.pdf

Queries and Disputes

If you believe there is something wrong with your FFI invoice when you receive it, your organisation
can send the HSE aeyy (within 21 days of receiving your invoic&hese queries can include

concerns with the following:

1 Method of payment

Total amount of invoice

Requests for further information

Confirmation that work was necessary

Other issues, such as whether there veamaterial breach or time taken to regulate a breach

.2dz gAff 0SS AYTF2NN¥SR 2F GKS | {9 QafthRBSEA&aA 2y NBII N
determines that there is nothing wrong with your invoice, you will have to pay it within 30 days of

the originalinvoice date or no later than 10 days after hearing the result of your qufergur

organisatioris unsatisfied with the response from a queygu can dispute the invoice by writirtg

the HSHEwithin 21 days of hearing the result of your queay)d explaining why the invoice is not

valid.Keep in mind that if you are only disputing part of an invoice, your organisation still needs to

pay the undisputed amount within 30 days of thieginalinvoice date.

Disputes are considered by a disputes panel, independent of the HSE. Your organisation will be
AYF2NYSR Ay oNARGAY3T 2F GKS NBadzZ G 2IFyoul dsputeR A & LIdzil S
is upheld, the HSE will return any moneytthiaur organisation has already paid. If your dispute is

not upheld, you will have to payour invoice withinlO days of hearing a response to your dispute.

Your organisation will also have to pay an additional fee for the cost gfahelconsidering you

dispute (at the FFI hourly rate).

For more information on how to send a query or file a dispute, tlglk.

Exemptions and Disqualifications

While FFapplies to the majority of employers and businesses, there are exemptions in place for
certainworkersand circumstances, such as satfiployed people who do not put others at risk,
those who are already paying fees to the HSE for the work through atremgements and those
who deliberately work with certain biological agerfar additional information and HSE resources
regarding FFI, clidiere.


http://www.hse.gov.uk/fee-for-intervention/assets/docs/ffi-queries-dispute-process.pdf
http://www.hse.gov.uk/fee-for-intervention/resources.htm
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Whetheryouknow an inspector is visiting in the near future or your inspection ends up being a
surprise the key to a successful HSE inspection is to make health and safety a constant priority
within your organisationRegadless of size or industry, your organisation needs to make an effort to
implement a proper health and safety strategy-site. Communicating this strategy to your

employees and enforcing it with effective policies and procedures will help your organibatio
prepared for an HSE inspection at any given time. Consider this guidance for implementing a health
and safety strategy that helps your organisation pass its next HSE inspection with flying colours.

Delegating Responsibilities

While every employee iryour organisation should play a role in promotingrkplace health and

safetg AU Q& AYLRNIFyYyd G2 cdnbittedd belin®harge dfldBdintainiigt S LIS NA& 2
proper health and safety standards-gite. This person @ommitteeneeds to have theorrect

skills, knowledge and experience to take on such a significant responsibility and should take this duty
seriously. More than anything, this personammmitteeshould be aware of all relevant health and

safety regulations to ensure your organisatis staying compliant. Depending on your

2NBI yAal GA 2nyhyisallyidSeghBined by Size &l iadustrihe method in which you

delegate health and safety leadership will differ:

Industry: Depending on the nature afperations and workingnvironment some
industriespossess higher health and safety riffisn other sectorsas well as

additional regulatory requirements. For example, a farmer will be exposed to far
more risks (eg outdoor conditions, working with animals and dangerous neaghin
than an employer who operates in an office building. If your organisation is involved
in a highrisk industry, it can be useful to seek external assistance from a health and
safety professional to generate an effective strategy. If you operate ivw-aisk

sector, you may only need to utilise an internal health and safetygmitteeor
representative.

Size:Larger organisations typically have more employees and financial resources than
smaller establishments. With this in mind, large organisatitvosikl consider

generating a&committeeof internal health and safety representativisat includes
employees or managersdm multiple departments, and possibly supplement this

team with professional assistance. On the other hand, smaller organisatiigis

want to simply hold the employer or a single manager responsible for managing
health and safety standards, and possibly seek professional assistance.

In any circumstance, your health and safety representative or team should be able to consider the
risksof all employees osite and represent the organisation well. For additional HSE guidance on
setting up a proper health and safety committee, clieke.


http://www.hse.gov.uk/involvement/hscommittees.htm

Conductinga Risk Assessment

Onceyou have established a health and safety representative or committee, it is crucial that you

GFr1S adsSLa G2 ARSYyGATeE @2 dzNJ,anddeteryhingiabpiopriaeg Qa (2 L) K
mitigation methods. The best way to identify these risks is Imdaoting a robust risk assessment.

Put simply, a risk assessment is an organised, comprehensive method of listing relevant
organisational risks and the resulting measures that have been put in place to prevent or control
them. Conducting a routine riskssssment can help your organisation stay on top ebib@ risks

and new or emerging hazards to prevent workplace accidents, injury dreith.
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down). To create a proper risk assessment, consider the folgpsteps:
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1. Identify the hazards This is the most important aspect of your risk assessment. A good starting
point is to walk around your workplace and think about potential hazards. When you work in the
same place every day, it is easy to overlook hazaalvirthese tips to help identify the ones
that matter:

1 Take account of neroutine operations, such as maintenance or cleaning operations.
1 Think about longerm hazards to health, such as exposure to harmful substances.

1 Review data sheetsandl y dzF I OG dzZNENB Q Ay a i NUzOG x2hgya T2 NJ OK
can help explain hazards.

1 Look back at your accident andhibalth records to identify less obvious hazards.

2. Think about who might be harmed and hawAsk your employees what they think the hadsir
are, as they may notice things that are not obvious to you and may have ideas on how to control
risks. For each hazard, be clear about who might be harnitedill help you identify the best
gre 2F O2y iNRffAy3 (KS N sod Wentfykglodps ¢ geSpieys@h Y S| y
as employees or passely.

1 Identify how people or groups may be harmed and what type of injuries may occur. Think
about people not in the workplace all the time, such as visitors or contractors.

1 Include people with diabilities,andremember that some workers may have particular
needs, such as young employees or expectant mothers.

3. Evaluate the risks and decide on precautgmRisk is a part of everyday lifet is impossible to
eliminate each one. However, be sure yowarstand the main risks and how to manage them
NBalLl2yaArofedd DSYSNIffex @2dz Ydzald (2 R2 SOSNRGK
from harm. This means balancing the level of risk against the measures needed to control the
real risk in terms of mwney, time or trouble. If possible, eliminate the risk altogether. If this is not
possible, you must determine how to control the risk so that harm is unlikely. Some practical
steps you could take include finding safer alternatives to current work pragtieducing
exposure to a hazard and consulting with workers to ensure their health and safety.

10



4. Record your significant findingsMake a record of your significant findirgthe hazards, how
people might be harmed by them and what processes you have ie mamontrol the risks. A
risk assessment should be able to demonstrate that:

1 A proper check was madand you involved your employees or their representatives.
1 You considered who might be affected and involved your employees in the process.

1 You dealt wih all major hazards. The precautions are reasonable and remaining risk is low.

5. Review your assessment periodically and update when necessdgw workplaces stay the
same. Eventually, you will bring in new equipment, substances or procedures that calitd lea
new hazards. Review your risk assessment on an ongoing basis, and ask yourself:

1 Have there been any significant changes?
1 Are there improvements you still need to make?
1 Have your workers spotted a problem?

1 Have you learnt anything fromccidents or near misses?

Establishing Policies and Procedures

After you have conducted a proper risk assessment with your health and safety representative or
O2YYAGGSSET AlQa GAYS G2 AYLXSYSyid (GKS ySmaSaal Ne
safety risks. By establishing effective workplace policies and procedures, you can ensure that your
organisation is constantly making health and safety a prioritgitan

N Workplace policies A workplace health and safety policy explains your

s organisak 2y Qa4 F LILINEBF OK (2 KSFfGK | ydwallasFSie o8
= when and howlf you have more than five employees, you are legally required to

produce a written health and safety policy. If you have less than five employees, you

R2y Qi wkite @n$thirig own. Your policy should cover the following three

areas:

1. Statementofintent:¢ KA & A0GF GSYSyld &aK2dzZ R Ay Of dzZRS @& 2 dzNJ 2
health and safety in the workplace, establish your aims and highlight your commitment to
mangging health and safety effectively. As the employer or leader of your organisation, you
need to review and sign this document regularly.

2. Responsibilities for health and safety:his portion of the policy should list the names,
positions and roles of the pgle in your organisation who possess specific responsibilities
for health and safety (eg your health and safety representative or committee).

3. Arrangements for health and safetyfhis section of your policy should offer details of the
practical arrangemes you have in place to manage health and safety, as well as how you
will achieve your aims (eg conducting a risk assessment, enforcing health and safety
procedures, using safety signs and providing proper equipment).

11



Keep in mind thayour organisation ngiht need to implement additional workplace policies to
ensure proper health and safety standards for more specificriskeh as a motor vehicle use
policy or heavy machinery use policy.

Workplace procedures Apart from your health and safety policy, your organisation
should enforce proper workplace procedures that help control relevarditenrisks
(such as those identified in your risk assessment) and keep workers safe. Important
procedures include:

o Provideroutine training, and relevant health and safety resourcésg your written
health and safety policy, flyers, posters, pamphlets and additional HSE resources) to
anyonewho works with or for you including employees, contractors and sethployed
people. KAa OGN} AYyAy3d aK2dzZ R AyaidNHzOG SYLX 28S8S4a
safety risks, as well as how workers can play a part in reducing these risks. Training
daK2dzf R RATFSNI 6 aSR 2y SYLIXf 28S5S8SaQ NRftSa I yR
a manual worker should have different training than an office administrafanther,
training should be a routine occurrence. This way, employeadearepared for new
and evolving workplace risks.

o Develop an effective incident response pldimat outlines arrangements for handling a
workplace accident or emergency. As an employer, you are legally responsible for
ensuring employees receive adequate medical attention if they become ill or injured on
site. At minimum, you must provide a suitably stockiest-aid box, an appointed person
to be in charge of firsaid responsibilities and information for all employees on
workplace firstaid arrangements. Further, employees should be aware of how to
respond to an accident esite witheasily accessiblemergency contact information and
resourcedor recordingan incident report or near miss.

o Offer necessary equipmertb protect workers from specific health and safety risks,
such as PPE. Be sure that your employees know when and how to use, store and clean
PPE correctlyReplace worn or damaged PPE as needed.

o Implementa proper maintenance and cleaning plam-site. Especially for workplace
machinery and tools, schedule routine inspections to ensure everything operates safely
and correctly, and conduct maintenance when needed. Enforce proper machine
guarding methods and make sure employees know how to ilewthen machinenand
tools are damaged. Replace machinery and tools as necessatry.

General Best Practices

Documentatiort Be sure to have a designated, organis@d secure location for
storing all workplace health and safety documentation. This includes your risk
assessment, health and safety policy, employee training resources, maintenance
schedules and accident or neaniss reports. This way, it will be easy you to
access these important documents if an HSE inspector requests to see them.

12



Welfaret Apart from health and safety, make sure your organisation is promoting
employee welfare by keeping communal areas (toilets and rest locations) clean and
well-kept. Additionally, ensure you are prioritising overall employee Wwelhg by
scheduling routine meetings with workers to remind them that they are supported
and their opinions are valued.

Signhage Utilise workplace health and safety signage to remind emmeya various
risksorda A GSP® {LISOATFAOLIf & R2y Qi F2NBSG (2 RA
poster.

Insuranca Above all, you can ensure ultimate peace of mind against workplace

healthand safety risks anfdiled HSE inspections by securing robust insurance cover,

4dzOK | & SYLX 28SNRQ fAFOAfAGE AyadcaNI yoOSo C:
contact Holloway Insurance Services Ltd today.

13
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APPENDIX A

Employer Resources
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RISK ASSESSMENT TEMPLATE | GENERAL INDUSTRY

Risk Assessment Template

All employers must conduct a risk assessment. If you have fewer than five employees, you don't have to write anything tésvstarted the risk assessment for you by including a
sampleentry for a common hazard to illustrate what is expected. Consider how this template applies to your business. |dengifattie that are high priority and complete the table to

suit. You can print and save this template to review and update the infiomahen needed. You should review your risk assessment if you think it might no longer be valid (eg following
an accident in the workplace or if there are any significant changes to hazards, such as new work equipment or wor) activitie

What arethe Who might be harmed and how  What are you already doing? Do you need to do anything else t«  Action by Action by
hazards? control this risk? whom? when?
General good housekeeping is | { Better housekeeping staff 1 All staff, 1 From T xx/xx/xx
carried out. All areaarewell-lit, kitchen needed (eg on spills). supervisor now on
Staff and visitors may be injurec including stairs. No trailing leads §  Arrange for loose carpet tile on to T Xx/xx/xx
Slips and trips if they trip over objects pslip on  or cables. Staff keep work areas second floor to be monitor T xx/xx/xx
spillages clear(eg no boxes left in repaired/replaced. 1 Manager

walkways. Boxes aréelivered
andstored immediately

*Hint, tab here
for new row

The content of thislocumentis of general interest only and not intended to apply to specific circumstatiad®es not purport to be a comprehensive analysis of all matters relevant to its subject nitattees not address all potential
compliance issues with UK, EU or any otlegulations.The content should not, therefore, be regarded as constituting legal advice and not be relied upon disstuefid not be used, adopted or modified without competent legal
advice or legal opinionn relation to any particular problem whithey may have, readers are advised to seek specific advice. Further, the law may have changed since first publicatioeaaled ihealbned accordingly. Design ©
2018Zywave, Inc. All rights reserved.

Contains public sector information publishedthg HSEand licensed undethe Open Government Licence.03



General Health and Safety Policy TEMPLATE

THIS IS ONLY A SAMPLE.
CUSTOMISATION REQUIRED.

Provided by: Holloway Insurance Services Ltd

Legal disclaimer to users of this sample policy:

The content of this sample policy is of general interest only and not intended to apply to specific circumstances. It does not purport
to be a comprehensive analysis of all matters relevant to its subject ma tter. It does not address all potential compliance issues
with UK, EU or any other regulations. The content should not, therefore, be regarded as constituting legal advice and not be relied

upon as such. It should not be used, adopted or modified without competent legal advice or legal opinion. In relation to any
particular problem which they may have, readers are advised to seek specific advice. Further, the law may have changed since

first publication a  nd the reader is cautioned accordingly.

Contains public sector information published by the HSE and licensed under the Open Government Licence v3.0.

© 2013 Zywave, Inc. All rights reserved



Statement of General Policy

, including all directors and executives, is committed to ensuring the health and safety of all employees and

providing a safe environment to any other persons on premises. We are committed to maintaining safe and
healthy working conditions through control of the health and safety risks arising from our work activities, the
provision and maintenance of safe plant and equipment, the safe handling and use of substances, and steps to
prevent accidents and cases of work -related ill  health.

Employees will be safeguarded through training, provision of appropriate work surroundings, and procedures that

foster protection of health and safety. All work conducted
policy. No duty, no matter what its perceived result, will be deemed more important than employee health and

safety.

This policy applies to all employees . Itis non -contractual and , for the avoidance of doubt , does not form part of
any employeeds contract of employment.

In accordanc e with our health and safety duties, subscribes to the following:

1. To prevent accidents and cases of work -related ill health and provide adequate control of health and safety
risks arising from work activities. will assess risks to health and safety and i dentify ways to overcome them.

2. To provide and maintain a safe and healthy place of work and means of entering and leaving the premises
safely, including implementing emergency procedures for evacuation in case of fire or other significant
incidents.

3. To pro vide employees with adequate information, training, instruction and supervision in safe working
methods and procedures.

4. To provide and maintain safe plant, equipment and machinery, and to ensure the safe storage / use of
substances . All plant, equipmentan  d machinery will have the necessary safety devices installed and
appropriate protective clothing will be provided.

5. To comply with all safety and health regulations which apply to the course and scope of operations. This
includes providing adequate resource s to implement this policy.

6. To promote co -operation between employees to ensure safe and healthy conditions and systems of work
through discussion and effective joint consultation [and the establishment of a health and safety committee,
safety representati  ves and accident investigations where applicable].

7. To monitor and review health and safety performance, working environment and conditions to ensure that
programme objectives are achieved.

8. ADD ANY ADDITIONAL STATEMENTS HERE
9. ADD ANY ADDITIONAL STATEMENTS HERE

10. ADD ANY ADDITIONAL STATEMENTS HERE

Everyone at must be involved and committed to safety. This must be a team effort. Together, we can prevent
accidents and injuries. Together, we can keep each other safe and healthy in the work that provi des our livelihood.
Any health and safety concerns should be reported to the Principal Health and Safety Officer or your supervisor.

Signature Date

by



UNITED KINGDOM

Workplace Health andbafety Guide

VOV ITVITIVIVIVIVIVITITIVIVIVIISS

Health and Safety Law Poster and Leaflet

Provided by:

Holloway Insurance Services Ltd

The content of this guidis of general interest only and not intended to apply to specific circumstatiah®es not purport to be a
comprehensive analysis of all matters relevant to its subject maltteloes not address all potential compliance issues with UK, EU, or any
other regulations.The content should not, therefore, be regarded as constituting legal advice and not be relied upon dsshakld not be
used, adopted or modified without competent legal advice or legal opidiorelation to any particular problem whidhey may have, readers

are advised to seek specific advice. Further, the law may have changed since first publication and the reader is cautiulieghadesign ©
2012 2014Zywave, Inc. All rights reserved.

Contains public sector information puttied by theHSEand licensed under the Open Government Licerg&6.v



UNITED
KINGDOM

Health and Safety Law Poster or Leaflet Requirement

The Health and Safety Information for Employees Regulations requires all employers to either
display @ HSEapproved poster in a prominent position in the workplace or provide each employee
with a copy of the HS&pproved leaflet. A prominent position means that the poster is kept
displayed in a readable condition, in a reasonably accessible, phetecan be easily seen and read

by the employee. The approved poster and leaflet outline the duties that employers and employees
have and describe what to do if there is a problem.

From 5h April 2014, employers in Great Britain are required to digpitee 2009 workplace poster or
provide employees with the 2009 leaflet or pocket card, instead of the previous 1999 versions.
Employers in Northern Ireland are required to use the new 2009 versions frinddabe 2014.

Research showed that the 1999 versioof the law poster and law leaflet were visually unappealing
and rarely read. They were redesigned to be more readable and engaging. The newest versions set
out the information in a simpler, more easily digestible bullet point format.

The 2009 poster dtihas boxes where details of any worker health and safety representatives and
other health and safety contacts can be added. It is not a legal requirement to include this
information but it may be helpful for workers.

Where to Get the 2009 Versions

Emplgers can purchase the Hagproved 2009 poster in different sizes and languages from the
HSE site at:

1  www.hse.gov.uk/pubns/books/lawposter.htm
1  www.hse.gov.uk/pubns/books/lawposteari.htm (Northern Ireland Poster)

Each copy of the 2009 poster incorporates a unique, serially numbered hologram in the bottom right
corner. The security hologram is to help prevent-seding and to ensure the copy is genuine.

Employers can also purchase or download the-bigoved D09 leaflet and pocket card for free
from the HSE at:

1  www.hse.gov.uk/pubns/books/lawleaflet.htifleaflet)

1  www.hse.gov.uk/pbns/books/lawpocketcard.htnfPocket Card)

1 https://www.hseni.gov.uk/sites/hseni.gov.uk/files/northerimelandposter-pocketcard.pdf
(Northern Irelaml Pocket Card)



http://www.hse.gov.uk/pubns/books/lawposter.htm
http://www.hse.gov.uk/pubns/books/lawposter-ni.htm
http://www.hse.gov.uk/pubns/books/lawleaflet.htm
http://www.hse.gov.uk/pubns/books/lawpocketcard.htm
https://www.hseni.gov.uk/sites/hseni.gov.uk/files/northern-ireland-poster-pocket-card.pdf

0s Heal t h anRtogr@maniee t Tyaining Log

Brought to you by  Holloway Insurance Services Ltd

SUBJECT: INSERT DATE: INSTRUCTOR: LOCATION:
TRAINING PROGRAMME
HERE
The employees listed have satisfactorily participated in and completed all requirements of
the above training.
NAME (Print) DEPARTMENT * NAME (Signature) DATE
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© 2008, 20112012 Zywave, Inc. All rightsserved.




SJPERVISOR ACCIDENT REPORT

Ly2adz2NBR 9YLX28S5S585Qa bl YSY

Date and Time of Incident;

Date and Time Reported:

Home Phone:

Witness Names:

Cause of Accident:

Was a Safety Proceduxéolated? Describe:

Accident Site Inspection and Comments:

Recommendations and Comments:

Is there a potential outside liable party responsible for the cause of this incident?

Description of Incident

(Use additional sheets of paper, if more space is needed)

Supervisor Signature: Date:

Holloway Insurance Services Ltd

© 2008, 20112012 Zywave, Inc. All rights reserved.




Near—l\/liss (Incident) Report Form

Ly@d2ft SR 9YLX 28SSQa bl YSY

Date and Time of Incident;

Date and Time Reported:

Home Phone:

Witness Names:

Cause of Inciderg What acts or conditions led directly to the incident:

Was a Safety Proceduxéolated? Describe:

Incident Site InspectionWhy was an unsafe act committed, or why was the unsafe condition present:

Recommendations/Steps to take to prevent a similar incident:

Is there a potential outside liable pantgsponsible for the cause of the unsafe act or condition?

Description of Incident

(Use additional sheets of paper, if more space is needed)

Supervisor Signature: Date:

Holloway Insurance Services Ltd

© 2008, 20112012 Zywave, In@ll rights reserved.




CHECKLIST | FirsT AiER

Presented by Holloway Insurance Services Ltd

As a trained first aider, your primary responsibility is to provide immediate care to workers who become ill or injured. Your
role in helping others algauts you at high risk of exposure to potentially infectious materials, such as blood and other body
fluids. When providing first aid, keep in mind the following safety considerations, and always wear the appropriate personal
protective equipment.

COMPLHD NOT

COMPLETE

When assisting an injured employee, always wear safety glasses, protective glov . ﬁ
a barrier mask (available in the fiestl kit) to limit your exposure. n

Conduct an assessmentthé scene to determine if it is safe to enter and provide c: 4] 4]
If the scene is safe, assess the injuries.

If there are any immediate liftareatening injuries, administer the appropriate 4] 4]
emergency life support, such as administering CPR ancbltiogt haemorrhages.

If there are no immediate lifthreatening injuries, administer first aid such as ﬁ ﬁ
bandaging wounds and stabilising injured extremities.

Request additional medical assistance as needed. n n
Relayinformation about the injuries to the oncoming ambulance. n n
Remain with the patient and provide-going care as well as reassurance of his/her ﬁ ﬁ
recovery.

Hand patient over to emergency personnel as soon as they arrive and assist as ﬁ ﬁ
necessary.

If you have an exposure incident, wash/flush area with water or sanitiser and repc ﬁ ﬁ
to your supervisor.

Record emergency medical care given to the patient for diagnostic purposes. n n
After each emergency calgstock and replace supplies used. n n
Clean up the accident area by wiping all affected surfaces with a sanitising cleani ﬁ ﬁ
agent and appropriately bagging soiled fag&t materials.

Fill in a Report of Injury or lllness Form to log actidetails. n n
Attend all required firsaid training as required by . n n

This checklist is of general interest and is not intended to apply to specific circumstances. It does not purport to be a
comprehensive analysis of all matters relevant to its subject matter. The content should not, therefore, be regarded as
constituting legal advice and not be relied upon as such. In relation to any particular problem which they may have, readers are
advised to seek specific advice. Further, the law may have changed since first publication and the reader is cautioned
accordingly. © 2013-2015 Zywave, Inc. All rights reserved.



GHECKLIST | cctievenr wpey

Presented by Holloway Insurance Services Ltd

For: Date:

Inspector Name: Inspector Signature:

YES NO N/A

Are you assessing the workplace to determine if hazards that require the use dikePlead, - N N
eye, face, hand, or foot protectiorare present or are likely to be present? n

If hazards or the likelihood of hazards are found, are you selecting and having affected empl¢ N 0
use properly fitted PPE suitable for protection from these hazards?

Has the employee been trained on PPE procedures, such as what PPE is rfecessdryask, 4] N N
when they need it, and how to properly adjust it?

Are protective goggles or face shields provided and worn where there is any danger of flying ﬁ ﬁ ﬁ
particles or corrosive materials?

Are approved safety glassesjuired to be worn at all times in areas where there is a risk of eye ﬁ ﬁ ﬁ
injuries such as punctures, abrasions, contusions or burns?

Are employees who need corrective lenses (glasses or contacts) in working environments hg .. > >
harmful exposuregequired to wear only approved safety glasses, protective goggles, or use @ n n n
medically approved precautionary procedures?

Are protective gloves, aprons, shields, or other means provided and required where employe > >
could be cut owhere there is reasonably anticipated exposure to corrosive liquids, chemicals n n n
blood, or other potentially infectious materials?

Are hard hats provided and worn where danger of falling objects exists? n n n
Are hard hats inspected pedically for damage to the shell and suspension system? n n n
Is appropriate foot protection required where there is the risk of foot injuries from hot, corrosi ﬁ ﬁ ﬁ
or poisonous substances, falling objects, crushing or penetrating actions?

Are approved respirators provided for regular or emergency use where needed? n n n
Is all protective equipment maintained in a sanitary condition and ready for use? n n n
Do you have eye wash facilities and a quick drench shower within the work area where empl ) N N
are exposed to injurious corrosive materials?

Where special equipment is needed for electrical workers, is it available? n n n
Where food obeverages are consumed on the premises, are they consumed in areas where ﬁ ﬁ ﬁ
is no exposure to toxic material, blood or other potentially infectious materials?

Is protection against the effects of occupational noise expgmorgéded when sound levels excee ﬁ ﬁ ﬁ
those set by the Control of Noise at Work Regulations 20057

Are adequate work procedures, protective clothing and equipment provided and used when ﬁ ﬁ ﬁ
cleaning up spilt toxic or otherwise hazardous materialsjaids?

Are there appropriate procedures in place for disposing of or decontaminating PPE contamin .. > -
with, or reasonably anticipated to be contaminated with, blood or other potentially infectious n n n
materials?

This checklist is of general interest and is not intended to apply to specific circumstances. It does not purport to be a
comprehensive analysis of all matters relevant to its subject matter. The content should not, therefore, be regarded as
constituting legal advice and not be relied upon as such. In relation to any particular problem which they may have, readers are
advised to seek specific advice. Further, the law may have changed since first publication and the reader is cautioned
accordingly. © 2013-2015 Zywave, Inc. All rights reserved.
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Employee Resources
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Safety Matters

Provided byHolloway Insurance Services Ltd

LUQa b2
Accidents can happen at any time in the
workplace, often when you least expect them.

1 OOA RS y {€uting corners may not seem like a big deal,

but doing so is a primary cause of accidents.

Next, know your job. The more you know

However, many osite accidents can be o2dzi &2dzNJ 2203 GKS al FSNJ
avoided by focusing on safe practices and proper procedures and safety precautions for

taking necessary safety precautions. any task you do and if any questionise

Know the Hazards during your yvorking day, be sure to talk to

The cause of accidents can almost always be your SUupervisor.

traced to a dangerous act, an unsafe condition  And finally, make a personal contribution. A

or a combination of the two.of example, a good way to start this is to follow safety rules.

worker could fall off a ladder that was not Certain rules in the workplace are made for

secured properlyan accident caused by the your protection, so follow them. Just¢cause

unsafe act of not securing the ladder. Or, a an unsafe act is not specifically listed as being

worker could slip on a spill that was not LINEKAOAGUSRI Al R2SayQid YSt
cleaned up, which would be an accident Use your common sense when evaluating if an

caused by an unsafe conditidn either act is safe or nat there may be a very easy

instance, the accident could have been way to make it safer if you think it through.

avoideq by following proper safety Focus on Good Hits

precautions. LGQa ylFddzNIf (G2 62NJ] @& 2dzNE
Tol G2AR F OOARSYy(as AGQadAMLRNENYGF G&FFSU& NMzZ S5 ¢

understand what can caud¢hem. There are
countless unsafe conditions that can lead to
accidents, but common hazarielude:

Using defective or broken equipment
Misusing equipment or tools
Performing tasks without proper training

Unsafe handlingr disposal of materials

= =4 =4 =4 =4

Injuries due to debris or spills

Safe Steps to Avoid Accidents

The first step to keeping yourselfcaoo
workers safe is to stay alert-gite and not let
routine or familiarity lure you into
carelessness. Always observe safety
precautions before and during a task, even if
those precautions make the task more
inconvenient or take longer to complete.

step towards forming a bad halvit a habit

that can lead to an injury. Good habits, such as
following safety precautions and noticing
unsafe conditions, arjust as easy to form.

Develop a safe attitude. This is probably one of

the most difficult things to recognise because

Y2a0 2F dza KIF @S GKS YAadl |
always someone else who gets hurt. If we all

do our share in observing the safety ruled an

staying alert, everyone will benefit

THE CONTENT OF THIS DOCUMENT IS OF GENERAL INTEREST AND IS NOT INTENDED TO APPLY TO SPECTIOERIDMBIRRORS TO BE A COMPREHENSIVE ANALYSIS OF ALL
MATTERS RELEVANT TO ITS SUBJECT. MAETERTENT SHOULD NOHEREFOREE REGARDED AS CONSTITUTING LEGAL ADVICE AND NOT BE RELIED. IWRELAS IEINCFO ANY
PARTICULAR PROBLEM WHICH THEY MAREAMERS ARE ADVISED TO SEEK SPECIFRURDWERHE LAW MAY HAVE CHANGED SINCE BREAFPION AND THE READER IS CAUTIONED

ACCORDINGI® 2007-2013,20192YWAVENC ALL RIGHTS RESERVED



Safety Meetings & You

Your role in an injurfree workplace

You know that your professional
success involves both quality work

and a commitment to safetgn-site.
¢CKIIGQa ¢gKe ¢S K2fR
2y I NB3IdzZA I NJ ol aia
new employee or a seasoned pro,
safety meetings provide a quick and
easy way fous to show you ways in
which you can reduce ethe-job
accidents.

More importantly, safety meetings
allow you an opportunity to relay
safety and health concerns or
improvement ideas to your
supervisor. Often, some of the best
safety ideas come from you.

Your Role at Safety Meetings

9 Be an active listener. Even if the
topic is something you are
familiar with, safety hazards,
procedures and precautions are
constantly evolving and changing.
52y Qi 06S GSYLIISR
you are sure to learsomething
new or be reminded of an
important safety practice.

1 Be an active participant. If the
meeting leader is able to draw on
worker experiences, that will
remind all employees especially
newer ones that hazards in the
workplace are a reality. If others
may be able to learn from your
experience, speak up.

Safety Topics

Topics discussed at safety meetings
are presented because they are
poterfi& satety MaZRIsl K wod &

dentonEeivwoRpiteth@zauf3 kbt | N )
RA & O dEHUEIpae [ Sairy 5 (]

82d2QR fA1S G2

your supervisor.

Safety First

A chain is only as strong as its weakest
link. To reduce the amount of
exposures to unnecessary hazards, we

YSSR SIOK SYLX 28SSQ&woRe6YA UYSY

to health and safety. We all need to
do our part to promote safety, and
regular meetings are an imp@nt
part of our programme.

Workers who suffer a disabling injury
can lose 40 per cent of their income
over five years. And the loss means
more than just less money; increased
stress and conflict associated with
occupational injury and illness can be

berful o Binslies2tegl T

Participate in safety meetings to help
in our commitment to provide a safe
and healthy work environment.

Be safe and healthy en
site at

with these helpful tips
provided byHolloway
Insurance Services Ltd

Do Your Part

meetings. They are a
perfect opportunity for
you to communicate
your safety ideas or
concerns with your
supervisor, ensuring
safety for you and your

This flyer is for informational purposes only
and is notintended as medical or legal
advice.

© 20092010, 2017 Zywave, Inc. All rights
reserved.
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