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POLICY : HEALTH AND SAFETY MANAGEMENT

REVIEW: ANNUALLY

PURPOSE : TO COMPLY WITH HEALTH AND SAFETY REGULATIONS AND
REQUIREMENTS, ENSURING THE SAFETY OF EMPLOYEES,
SUBCONTRACTORS AND VISITORS TO SITE AT ALL TIMES.

SCOPE : ALL EMPLOYEES AND OFFICERS OF THE COMPANY

POLICY STATEMENT

1. Statement of intent

Under the Health and Safety at Work etc. Act 1974, employers have a duty to ensure
the health and safety of their employees and others affected by the work they do, so
far as is reasonably practicable. K. Lacey Ltd recognises its Health and Safety Duties.
This policy sets out the steps that K. Lacey (Engineers & Designers) Ltd (K. Lacey
Ltd) takes to meet this duty to provide and maintain working conditions and
equipment which are safe, healthy and comply with all statutory requirements and
codes of practice.

K. Lacey Ltd is committed to:

Preventing accidents in the workplace

Preventing work-related ill health

Regular assessments of risks in the workplace

Taking appropriate preventative/protective measures as identified by the risk
assessments

Training employees in health and safety

Consulting with employees on health and safety

Having emergency procedures

Ensuring the safe use and handling of hazardous substances
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¢ Providing and maintaining safe plant and machinery
¢ Providing and maintaining work vehicles

3. In order that the Company may achieve those objectives, it is important that employees
recognise their duty, whilst at work, to take reasonable care for the health and safety of
themselves and of other persons. Employees should also co-operate fully with the
Company or anyone else concerned, to ensure that their obligations are performed or
complied with fully.

4. The Company will ensure adequate resources both in terms of time and money are
made available to the necessary people to ensure that the items listed above are
implemented and all employees are provided with the necessary instruction, information,
training and supervision to enable them to carry out their work without risk to themselves
or others. An annual review of the Health and Safety Policy will also be undertaken to
ensure it is relevant to the work being undertaken by the Company and all legislation
quoted is up to date. Wherever necessary the policy will be developed and expanded.

5. The Company is also committed to the continuous development and improvement of
the Company’s health and safety management system. The Company will ensure that
the health, safety and welfare of any employee or subcontractor is not compromised
for financial or commercial gain.

6. All employees of the Company agree, as a term of their contract of employment, to
comply with their individual duties under the Health and Safety at Work Act 1974, and
the Management of Health and Safety Regulations 1999 and other legislation, and to
generally co-operate with the Company so as to enable it to carry out its duties towards
them. The attention of all employees is drawn to the attached safety rules and
procedures, and employees should recognise that failure to comply with their health
and safety duties and obligations can lead to dismissal from employment. In the case of
serious breaches, such dismissal may be instant without prior warning.

7. This policy has been prepared in furtherance of section 2(3) of the Health and Safety at
Work Act 1974 and binds all staff. The Company requests that its customers and
visitors respect this policy, a copy of which can be obtained on demand.

2. Responsible people and Responsibilities

At K. Lacey Ltd :

e The Managing Director has overall responsibility for Health and Safety and that
the required standards are complied with by ensuring ;

e Safe systems of work are in operation

o All staff are aware of, and instructed in, their individual responsibilities

¢ All plant, machinery and equipment are maintained in good working order and
inspections and certifications where necessary are kept up to date.

o HA&S information is effectively communicated to all employees

e Adequate training is provided for 15t Aid and Accident reporting procedures
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o Fire precautions and PAT testing is in place in accordance to current legislative
requirements

e Staff are competent to perform their work safely and receive adequate information,
instruction and training

e All staff are acquainted with Emergency evacuation procedures

e A signed copy of the Health and Safety Policy, a copy of our current Employers
liability insurance certificate and the Health and Safety Law poster is displayed at all
times, as is our floor plan showing emergency exit locations.

Line or Department managers are responsible for ;

o familiarising themselves and understanding this policy and for following it

e ensuring their team receive adequate training and that they perform such training
tasks as per the company policy.

o All managers are responsible for their own personal safety and that of all personnel
under their authority, including others who may be affected by the Company’s
activities

o They will ensure that accident and near-miss reporting procedures are understood
and complied with and assist with accident investigations where appropriate. Ensure
that any new employees attend the H&S training throughout their induction and then
as assigned thereafter.

Our nominated person for H&S is Rob Sobers-Biles

The nominated person for H&S is responsible for ;

¢ The management of health and safety on a day-to-day basis — implementation of health
and safety procedures, precautions and controls.

e Undertaking Regular Risk Assessments

e Taking appropriate preventative/protective measures as identified by the risk
assessments

e Giving basic H&S information and training to new employees during their induction
period

e Encouraging the highest possible standards of health and safety across the business
by effective communication and consultation with employees.

¢ Monitoring standards of health and safety within their areas of concern.
e Ensuring good standards of housekeeping.

e The provision and maintenance of suitable personal protective equipment if and where
required.

e Ensuring staff attend all training sessions.
e Carrying out hazard spotting checks across the business with the dept managers.

e Assessing and meeting health and safety training needs.

This policy applies to all employees, including those who work part-time or on fixed-term
contracts.
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The Company has responsibilities under health and safety legislation towards:

e Employees
e Customers, visitors and the local community
e Members of the public

e Contractors/sub-contractors

All employees (general overview)

The Company's obligations can only be met by ensuring that all employees fully
discharge their responsibilities.

Every employee must:

e Follow this policy

e Complete training tasks allocated to them in a timely manner and repeating them at
annual (or other) renewal.

o Take reasonable care for the health and safety of themselves, and others who
may be affected by their acts or omissions at work.

o Carry out assigned tasks and duties in a safe manner, in accordance with
instructions and comply with safety rules and procedures.

¢ Co-operate with management with regard to agreed health and safety
arrangements and procedures.

¢ Know and keep to the rules and procedures relating to their work, and report
to their immediate Manager all difficulties or hazards liable to endanger
themselves or other persons.

¢ Not interfere with, or misuse, anything provided by the employer in the interest of
health, safety and welfare.

e Report details to their immediate Manager, as soon as possible, if involved in an
accident resulting in, or which may have resulted in, injury and in all cases before the
end of the shift on which the incident occurs.

¢ Report to their manager, or the H&S nominated person any unsafe practice or
condition, or if in any doubt about the safety of any situation

o Arrange for any spillage of dangerous substances or flammable liquid to be
dealt with immediately, having due regard to the nature of such spillage.

¢ Use machinery and equipment only when authorised and properly trained to do so.

e Store tools in the appropriate place after use and do not use any that are unsafe or
damaged

o Wear or use correctly all protective clothing and equipment issued to them
and get replacements for lost,damaged or defective items.
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3. Health and safety arrangements
3.1 Risk assessment
K. Lacey Ltd carries out risk assessments of risks to identify:
e Sources of harm (hazards) to employees and others in the workplace
o Whether the organisation has enough protections (control measures) in place to

reduce the risk of harm.

3.2 First aid provision

K. Lacey Ltd has 2 trained first aiders. These employees can assess medical situations,
administer basic first aid and, if necessary, call for further help.

First aiders are not medical professionals. They are not expected to carry out medical
procedures or give out medical advice.

Below is a table of named first aiders and their work locations.

Name Location
Rob Sobers-Biles Warehouse
Johnny Edmundson Production

Employees who want to be trained as first aiders should discuss this with their line manager.

3.3 Emergency situations

K. Lacey Ltd has an evacuation procedure that can be used if an emergency, such as a fire
or flood, means the workplace must be evacuated. This evacuation procedure can be found
at reception.

3.4 Accidents at work

Accidents and near misses at work are investigated by The Nominated Person for H&S. This
is so we can:

e |dentify any breaches of this policy

e Find ways to prevent accidents happening again

e Update risk assessments

e Show employees our commitment to health and safety
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All accidents at work are recorded in the accident book. This book is reviewed by the
nominated person for H&S, or by Dept Managers to look for trends in safety issues so they
can be addressed.

3.5 Training
Employees, including those who work part-time or on fixed-term contracts, are trained in
health and safety as part of their induction. In addition and if necessary, role-specific health

and safety training is provided to employees.

Employees who work from home receive the same health and safety training as other
employees.

Contractors on site and agency workers are given health and safety briefings before they
start work.

3.6 Employee consultation

We consult staff routinely on health and safety matters through their manager, the nominated
person for H&S or by company meetings and toolbox talks.

3.7 Display screen equipment (DSE)

Employees’ workstations are assessed to reduce risks from display screen equipment (DSE).

Where necessary, additional equipment is provided to employees to make their workstations
safe, such as footrests and ergonomic keyboards.

3.8 Manual handling

Safe manual handling is covered in health and safety training given to all employees.

We also provide equipment to reduce the need for manual handling, such as Pallet Trucks,
Trolleys and a Forklift Truck.

This policy shall be reviewed at least annually by The Managing Director.
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