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HEALTH AND SAFETY POLICY

SECTION 1: GENERAL STATEMENT OF HEALTH AND SAFETY POLICY

1.1 The Radiocommunications Agency recognises its legal responsibilities
under the Health and Safety at Work Act 1974 and associated
legislation and Codes of Practice, and gives its full commitment to
doing everything reasonably practicable to protect the safety, health
and welfare of all its employees and any other persons whose health
and safety may be affected by the Radiocommunications Agency's
business.

1.2 We believe that an excellent employer is by definition a safe
employer. Since we are committed to excellence, it follows that
minimising risk to people, plant and premises is inseparable from all
other Radiocommunications Agency objectives.

1.3 In order to meet our legal health and safety obligations, it is the Policy
of the Radiocommunications Agency as far as reasonably practicable
to:

a) train all staff with specific H&S responsibilities to the highest level
of competence consistent with their responsibilities:

The Agency Health and Safety Officer should be qualified to
NEBOSH Diploma level.  The Deputy Agency H&S Officer and the
RA3 H&S Liaison Officer  should be qualified to at least NEBOSH
Certificate level.

All Regional Managers, Operations Managers, Local Safety
Officers and RA3 Field Staff should have attended the 5-day IOSH
Certificate course.

b) provide and maintain machinery, equipment and systems of work
that are safe and without risks to health.

 
c) ensure safety and the absence of risks to health in connection with

the use, handling, storage and transport of articles and
substances.

 
d) provide such information, instruction, training and supervision as is

necessary to ensure the health and safety at work of employees.
 

e) maintain all places of work under our control, including means of
access and egress, in a condition that is safe and without risk to
health.

 
f) provide and maintain a working environment that is safe and

without risk to health, and  provide appropriate facilities for
welfare.

g)  ensure the progressive identification and assessment of all risks,
and their elimination or control.

 
h) ensure the establishment, maintenance and development of

arrangements for effective joint consultation on health and safety.



Radiocommunications Agency – Health and Safety Policy (July 2002)

                                                              3

i) comply with the statutory requirements as a minimum standard for
health, safety and welfare of employees at work, and all others
toward whom we have statutory obligations.

 
j) Ensure that effective measures exist to deal with any emergency.

k) ensure that the responsibilities of management are clearly
assigned at all levels and that their roles are defined.

 
l) recognise the link between efficiency and safety and health, and to

minimise the costs, losses and disruption which arise from
accidents, ill health and dangerous occurrences.

 
m) ensure that employees are aware that they are required to work

safely and to co-operate with managers in all matters that affect
their health and safety at work.

1.4 Adequate financial, human and other resources will be made available
to ensure the effective implementation of this Policy, and proper
monitoring procedures will be established to monitor health and safety
performance and ensure good communication and co-ordination.

1.5 It is the Policy of the Radiocommunications Agency to make effective
arrangements for the following matters:

a) Monitoring of health and safety performance
 

b) Consultation and communication
 

c) The provision of a competent source of health and safety
assistance to managers

 
d) The provision of adequate human and financial resources to

achieve effective management of health and safety
 

e) The proper assessment and control of risk
 

f) The provision of appropriate training
 

g) Review of the Policy and procedures
 

h) The formulation, recording and putting into effect of a systematic
plan for the above requirements.

1.6 This Health and Safety Policy will be brought to the attention of all
employees.

Rolande Anderson
Chief Executive
Date:  17 July 2002
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SECTION 2 : ORGANISATION FOR HEALTH AND SAFETY

                    Chief Executive

              H & Safety Chair

           H & S Committee                      ATUS                             H&S Unit
        

Line Managers RA3 Regional Health      Operations       Local Safety Officers
Officers                    & Safety Co-ordinator        Managers      Whyteleafe & Baldock

      

Regional Local Safety Officers
 

2.1 RESPONSIBILITIES OF THE CHIEF EXECUTIVE

2.1.1 The Chief Executive of the Radiocommunications Agency, under delegation
from the Permanent Secretary has the overall responsibility for ensuring that
the Health and Safety Policy is effectively implemented and that proper
resources are made available in order to achieve this.

2.1.2 The Chief Executive will plan ahead as necessary to make human, financial
and other resources available to secure a high standard of health and safety
management, taking competent advice on matters of health and safety where
relevant. The provision of health and safety training to employees will be a
high priority.

2.1.3 The Chief Executive's responsibilities extend to :

i) Ensuring that Directors, staff and contractors are familiar with the
policy and implement it.

ii) Providing the final authority on matters concerning health and safety
at work.

iii) Ensuring that responsibility for health and safety is properly assigned
and accepted at all subordinate levels.

iv) Ensuring that adequate training for health and safety is carried out at
all levels.

v) Monitoring health and safety performance by reference to accident
reports, regular health and safety audits and reports back from the
Chair of the Health and Safety Committee.

vi) Ensuring that the Health and Safety Policy is reviewed every three
years and, if necessary, revised.
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2.2 RESPONSIBILITIES OF DIRECTORS

2.2.1 All Directors will ensure that the Health and Safety Policy is effectively
implemented in their respective areas of operation, and that adequate
resources are made available to achieve this.

2.2.2 Within their respective areas of operation, they have overall responsibility for
matters concerning health and safety at work. These responsibilities extend
to :

i) Remaining aware of the level of compliance with health and safety
requirements, and the standard of health and safety management
within their areas of operation by monitoring health and safety
performance in a systematic manner.

ii) Ensuring that decisions taken on health and safety matters are based
on competent assessments of any risk to health and safety.

iii) Ensuring the correct assignment and communication of
responsibilities down through the lines of management.

iv) Identifying and making adequate provision for on-the-job health and
safety training needs of all employees in the light of any statistics or
reports.

v) Ensuring that adequate health and safety policies and procedures are
prepared and put into effect in respect of responsibility, and that these
are reviewed systematically and revised as necessary. These will
supplement the Agency’s Health and Safety Policy in terms of specific
responsibilities and arrangements for safe working.

vi) Ensuring that effective means of communication and consultation on
health and safety are established and maintained.

vii) Fulfilling their responsibility to plan the management of health and
safety, including the essential aspects noted above, in a systematic
manner, and to record this plan and put it into effect. This may require
liaison with nominated Health and Safety Officers.
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2.3 RESPONSIBILITIES OF MANAGERS OF BUSINESS UNITS

2.3.1 Managers of Business Units have a responsibility to ensure that the Health
and Safety Policy is implemented and publicised in the areas under their
control, and this includes the day-to-day overseeing of safe operations as
part of their normal managerial function.

2.3.2 They will ensure that the part of the operation that is under their control is
operated under safe and healthy working conditions. This extends to :

i) The identification and assessment, or making arrangements to assess
the nature of any risks to health or safety arising out of the work under
their control, and the recording of these where required to do so by
legislation.

ii) The establishment of safe systems of work in order to eliminate or
minimise risks, and making these systems and information about any
risks known to employees under their control.

iii) Ensuring that all employees receive adequate supervision, training,
information and clear instructions to enable them to work safely.

iv) The taking of any measure found to be necessary for the proper
management of health and safety.

v) The encouragement of joint consultation with employees and making
themselves reasonably available to receive and discuss health and
safety queries raised by employees under their control.

vi) The investigation of accidents and near misses in order to take proper
preventive action and to ensure as far as possible that the
circumstances are not repeated.

vii) Ensuring that, Line Managers, Local Safety Officers and other Safety
Staff will be actively involved in the assessment procedure whenever
any new equipment, process or operation is commissioned.  They will
also consult with their staff, who will be involved in the new process
etc, in order to ensure that all foreseeable health and safety concerns
have been properly considered.

viii) The seeking of competent advice on health and safety where relevant,
including liaison with nominated Health and Safety Officers.

ix) Ensuring the correct allocation of responsibilities and the
communication of these to all staff.
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2.4 RESPONSIBILITIES OF LINE MANAGERS

 2.4.1 Each line manager has the responsibility for the observation of this Policy and
safe working practices in the areas under their own control.  In particular,
these responsibilities extend to :

i) Ensuring that employees are properly trained and instructed in the
safe way to carry out their work, and that safe working practices are
adhered to and employees are fully aware of the hazards and risks
associated with their jobs.

ii) Reporting to their own line manager and local Health and Safety
Officer any accidents or near misses to persons under their control,
and taking part in any investigation with a view to taking preventive
measures.

iii) Remaining aware of workplace conditions in order to identify any
hazardous situations, and take action to have them promptly rectified.

iv) Reporting to their own line manager any hazardous situation they
cannot themselves rectify promptly.

v) Ensuring that the appropriate safety equipment and clothing (personal
protective equipment) is available and in good order and is used at all
relevant times.

vi) Ensuring that any machine guarding and safety devices that may be
required are fitted correctly and are functional.

vii) Maintaining good standards of housekeeping and cleanliness in the
areas under their control, including clear walkways and fire exits and
escape routes.

viii) Ensuring that all employees are aware of the existence of the Health
and Safety Policy and that they understand that they all have general
duties to act safely.

ix) Ensuring that adequate supervision is given at all times, with particular
attention to young or inexperienced workers.

x) Ensuring that all persons under their control are aware of the correct
action to be taken in the event of a fire.
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2.5 RESPONSIBILITIES OF ALL EMPLOYEES

2.5.1 The law makes it the duty of everyone at work to take reasonable care for
their own health and safety and that of others.  In particular, this duty extends
to:

i) Co-operation with Directors and Managers to ensure that safe and
healthy working practices and workplace are maintained.

ii) Reporting promptly to the line manager and Local Health and Safety
Officer any hazardous situation, defect, accident or near miss.

iii) Making full and proper use of any protective equipment or any other
equipment with a health and safety function, and keeping such
equipment in a clean condition and in good order.

iv) Making proper use of the washing facilities and eating and drinking
facilities provided, to ensure high standards of personal hygiene
where hazardous substances put personnel at risk.

v) Acting responsibly at all times.

vi) Co-operating with the Radiocommunications Agency in the
implementation and observation of all statutory requirements placed
upon it.

vii) Observing the duty not to misuse or interfere with anything provided in
the interests of health and safety.
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2.6 FUNCTIONS AND CONSTITUTION OF THE HEALTH AND 
SAFETY COMMITTEE

2.6.1 Co-ordination of Health and Safety matters within the Agency is undertaken
through the Health and Safety Committee under the chairmanship of the
Director of Personnel. The Health and Safety Committee comprises up to five
management members and five safety representatives nominated by the staff
side. Local Health and Safety representatives may be asked to attend to
present specific issues. Either side may call upon an expert on Health and
Safety matters to attend meetings of the Committee. The role of the
Committee is to report, via the Whitley Council to the Management Board on
the Agency’s obligations under the Health and Safety Legislation and
monitors its compliance:

i) the local implementation of Health and Safety decisions taken
centrally;

ii) local views on particular issues;

iii) the findings of safety inspections, lifestyle/stress audits etc, carried
out jointly by Safety Representatives and the Health and Safety
Liaison Officer;

iv) publication of practical advice on Health and Safety throughout the
Agency;

v) the causes of any accident within the Agency and how these might
have been prevented.
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2.7 FUNCTIONS OF TRADE UNION HEALTH AND SAFETY 
REPRESENTATIVES

2.7.1 The functions of Trade Union and Health and Safety Representatives are as
follows :

i) To investigate potential hazards and dangerous occurrences at the
workplace and to examine the causes of accidents at the workplace.

ii) To investigate complaints by any employee they represent relating to
that employee's health, safety or welfare at work.

iii) To make representations to the employer on matters arising out of the
above. (2.7.1 i & ii)

iv) To make representations to the employer on general matters affecting
the health, safety or welfare at work of the employees in the
workplace.

v) To carry out health and safety inspections.

vi) To represent the employees they were appointed to represent in  any
consultations with Inspectors of the Health and Safety Executive or
any other enforcing authority.

vii) To receive information from Inspectors who may provide such
information following an inspection.

viii) To attend meetings of the Health and Safety Committee.

ix) To be allowed sufficient facility time to attend Health and Safety
Committee Meetings, attend Health and Safety training courses and
to attend to such Health and Safety duties/ responsibilities as may be
reasonably necessary.
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2.8 RESPONSIBILITIES OF THE HEALTH AND SAFETY UNIT

2.8.1 The Health and Safety Unit will provide advice and ensure adequate
arrangements for effective planning, organisation, control, monitoring and on
all other Health and Safety matters throughout the Agency.  It will also
advise on Health and Safety training.  This will include HQ and all RIS
offices, Baldock, RTCG and home working.

2.8.2 The Health and Safety Unit will report via the Chair of the Health and Safety
Committee to the Chief Executive.

2.8.3 The responsibilities of the Health and Safety Unit extend to :

i) Assisting the Agency in ensuring full and early compliance with health
and safety legislation, including any new regulations, EU Directives or
codes of practice, and making staff fully aware of any changes.

ii) Monitoring the Agency's health and safety management, including
progress in implementing new or revised health and safety
procedures.

iii) Maintaining a central record of accident, injury, sickness and near
miss statistics, including causes of incidents and types of injury, and
recommending any ways of avoiding recurrence.

iv) Providing for management a brief written annual report which will be
made available to the Trade Union side.

v) In conjunction with the Training Officer and (the) Local Management,
ensuring adequate training of staff on health and safety matters.
Offering advice on Health and Safety training to management and
staff as required.

vi) Maintenance and update at regular intervals of the Agency Health and
Safety Policy Document.

vii) Working to create an awareness among Agency staff and contractors
of the need for good health and safety practices.

viii) Consultation with local management, including RA3 Health and Safety
Liaison Officer, to review protective and preventative measures
throughout the Agency.

ix) Provide Secretarial support for the Health and Safety Committee.
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2.9 RESPONSIBILITIES OF LOCAL SAFETY OFFICERS

2.9.1 Responsibilities of Local Safety Officers will include the following, the detailed
arrangements in each case being determined by their line managers :

i) The promotion of a responsible attitude towards health and safety in
members of staff.

ii) Taking an active role in the prevention of accidents.

iii) Assisting local management to achieve high standards of health and
safety in their workplace.  To pass on to Regional staff, advice on
H&S issues/legislation sent to them by the Agency H&S Unit.

iv) In accordance with local instructions, maintaining health and safety
records such as fire, first aid, and COSHH records and copies of risk
assessment records.

v) Liaising with local management in order to keep under review the
effectiveness of health and safety procedures.

vi) Making a return of accident data including causes of accidents in
accordance with Agency instructions.

vii) Maintain the accident book and ensuring staff know where it is kept.
viii) Reporting to the Health and Safety Committee as necessary

ix) Accompany the Agency H&S Officer in regular H&S audits of their
Regional/Operations Office and satellite offices and ensure the
recommendations of the audit are carried out.

.
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ANNEX 1:  HEALTH AND SAFETY ARRANGEMENTS

A.1 ACCIDENT REPORTING PROCEDURE

PROCEDURES

A.1.1 All accidents, however minor will be reported to the injured person's line
manager and will be recorded on the Accident Report Form in the Accident
Book. All potential hazards, sometimes illustrated by near misses, will be
reported and recorded.

A.1.2 The procedure and forms within the Accident/Incident Reporting Booklet oron
the IntRAnet should be adhered to.

A.1.3 Managers will identify any incidents that are reportable under the Reporting of
Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) and
will make the report on Form 2508 to the Health and Safety Executive.  This
must also be copied to the Regional H&S Officer or the H&SLO, as
appropriate.

A.1.4 All accidents which are entered in the Accident Book are to be reported to
the Health and Safety Unit in FRU, or to the RA3 Health and Safety Co-
ordinator, who will decide if further investigation is required.  All
accidents/incidents should be suitably investigated.

SOURCES OF INFORMATION

- Guide to the new Regulations (RIDDOR)

- HSE 31 - Everyone's guide to RIDDOR

LEGISLATION

The Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 1995

FORMS

- The official Accident Book for the location, in which the details of all
accidents/occurrences must be inserted.  A copy of this must be sent
to the Regional H&S Liaison Officer (RA3) or H&SLO (Head Office).

- Form 2508/2508A combined, used for reporting to the HSE or
Environmental Health Department any incident or occupational
disease, as required under the above Regulations



Radiocommunications Agency – Health and Safety Policy (July 2002)

                                                              14

A.2  ELECTRICAL SAFETY

PREMISES FIXED ELECTRICAL WIRING

A.2.1 Only a qualified electrical engineer may repair, alter, maintain or adjust the
fixed wiring.

A.2.2 All fixed electrical installations under Agency control will be inspected and
tested every five years in accordance with the IEE Wiring Regulations.
Where another employer is the major occupier of a premises, responsibilities
for testing of the fixed wiring will be agreed.

 PORTABLE ELECTRICAL APPARATUS

A.2.3 Only authorised, electrically competent persons may carry out any electrical
work, including fitting plugs to appliances.

A.2.4 Personal equipment such as electric kettles, heaters and music systems are
not permitted to be used on Agency premises.  However, all equipment that is
authorised to be used will be subject to the arrangements for safety testing
and inspection set out below.

A.2.5 All portable electrical equipment (except for PCs and Printers) is to be
routinely inspected and tested on an annual basis, and defects rectified by a
qualified electrician. The Facilities Contractor will carry out the inspection and
test at Headquarters, and contractors will do so at other offices.    PCs and
Printers will be tested every 4 years as recommended in the Guidance.

A.2.6 Electrical equipment provided to home workers for use at work will be tested,
inspected and maintained as above.

A.2.7 Records of inspection and testing are to be held by Regional Managers. At
Headquarters, records will be held by the Facilities Contractor and Facilities
Resource Unit.

A.2.8 Cables will be run so that they do not cause a tripping hazard.

A.2.9 Managers appointing Contractors to carry out electrical work will as far as
possible ensure that they have the experience and knowledge necessary to
carry out the work being asked of them. Membership of the trade
associations the Electrical Contractors' Association and / or the National
Inspection Council for Electrical Installation Contracting can be an indicator of
competence, as these associations can monitor their members.
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SAFETY OF ELECTRICAL WORK AND INSTALLATION

A.2.10 Where the Agency is involved in the design, construction, installation or
maintenance of electrical systems etc., the policy is :

i) To ensure as far as possible that systems, plant and equipment for
which we are responsible are designed, constructed, installed and
maintained to ensure the maximum practical level of safety, and to
take into account any special hazardous conditions such as wet,
corrosive or flammable environments when selecting electrical
equipment.

ii) To ensure that maintenance and other work on or near any electrical
system is carried out in such a way as not to give rise to danger.

iii) To ensure as far as possible that all conductors are properly
insulated and that proper earthing is provided wherever applicable.

iv) To ensure that proper means of cutting off power and isolating
equipment are made available in all appropriate cases.

v) In respect of work on electrical equipment, to ensure that adequate
precautions have been taken to make and keep dead all dangerous
electrical equipment, and to ensure that there is no live working
unless it is absolutely essential and the work cannot be done any
other way.

vi) Where live working is essential, to observe all possible precautions in
respect of insulation, barriers, restriction of work and persons
working, and other precautions to prevent danger.

vii) To ensure as far as possible that adequate working space, access
and lighting are provided whenever work is done at or near any
electrical equipment.

viii) To ensure as far as possible that all persons for whom the Agency
are responsible have the appropriate technical knowledge or
experience for the work they are employed to do, or are being
effectively trained and supervised in their work.

SOURCES OF INFORMATION

- Memorandum of Guidance on the Electricity at Work Regulations
1989

- Maintaining Portable and Transportable Electrical Equipment;
guidance note HS(G)107

- Electricity at Work : Safe Working Practices; guidance note HS(G) 85
LEGISLATION

- The Electricity At Work Regulations 1989

- The Health and Safety at Work Act 1974
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- Code of Practice: The Regulations for Electrical Installations
(Institution of Electrical Engineers Wiring Regulations: 16th Edition)

A.3 FIRE PRECAUTIONS

FIRE CERTIFICATE

A.3.1 The Fire Certificate for Headquarters is maintained by the major occupier and
a copy is held by the Facilities Resource Unit.

A.3.2 At other premises where the Agency has an obligation to obtain a Fire
Certificate, this is held on site by a nominated manager.

FIRE PROCEDURES

A.3.3 The Fire Procedures have been documented separately, and are on display
at exits routes and/or notice boards .

A.3.4 Each office will nominate a responsible person to co-ordinate the fire
precautions.

A.3.5 The fire log book will be held by the Operations Manager at offices, and used
to record all fire evacuation drills and equipment tests and inspections. At
Headquarters, the fire log book will be held by the Facilities Contractors.

A.3.6 The regular health and safety inspections to be carried out by Operations
Managers or their deputies will include fire precautions and housekeeping
checks.

FIRE MARSHALS AND TRAINING

A.3.7 Fire Marshals will be nominated in accordance with the size and layout of the
premises. All will be instructed in their duties.  Their names will be made
known to all employees by means of notices on display on notice boards.

A.3.8 Selected staff at each premises will be trained in the use of fire extinguishers.

A.3.9 All staff will be made aware of the fire procedures and these are also covered
at induction for all new staff.

A.3.10  The Fire Risk Assessment will be completed by a Home Office Fire Adviser
as a competent person. This will be reviewed annually or whenever change
are made to the building which could affect fire safety.  In offices where RA
are a Minor Occupier, they should liaise with the Landlord to ensure an
Assessment is available.

LEGISLATION

- The Fire Precautions (Workplace) Regulations 1997 and Amendment
Regulations 1999

- The Health and Safety at Work Act 1974
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A.4 FIRST AID

PROCEDURES

A.4.1 The Agency aims to provide above the minimum first aid requirement at all
offices. The Agency’s First Aid Code of Practice should be implemented.

A.4.2 Where fully qualified First Aiders are appointed, their certificates will be
renewed every three years.

A.4.3 The provision of first aid equipment is managed by the Health and Safety
Liaison Officer at Headquarters and by Regional or Operations Managers
elsewhere.

A.4.4 The location of First Aid equipment and the names of First Aiders will be
publicised in the workplace and this information will be imparted to new staff
at their induction.

A.4.5 First Aid supplies will be kept in accordance with the Code of Practice.  The
First Aiders or Appointed Persons have the responsibility for maintaining an
adequate and clean supply of first aid equipment, including carrying out
regular checks of their boxes.

SOURCES OF INFORMATION

- Approved Code of Practice, as above

- Leaflet IND(G)214(L); First Aid at Work: Your Questions Answered

LEGISLATION

- The Health and Safety (First Aid) Regulations 1981.

- Approved Code of Practice for the Health and Safety (First Aid)
Regulations 1981: 1997 revision

A.5 RISK ASSESSMENT

POLICY AND PROCEDURES

A.5.1 It is the policy of the Agency to be able to demonstrate that all risks arising
from our work are progressively assessed and, as far as reasonably
practicable, controlled.

A.5.2 All significant risks will be recorded, together with the way in which they will
be controlled.  The records will be reviewed when there is reason to believe
the risk has changed, or at least every two years.

A.5.3 Regional and Operations Managers will be responsible for risk assessment
and control in offices, and will receive training, information and instruction to
enable them to fulfil this responsibility.
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A.5.4 At Headquarters, line managers are responsible for risk assessment and
control in their own areas, and the Health and Safety Liaison Officer has a co-
ordinating role.

A.5.5 The relative importance of risks will be assessed and precedence will be
given to the control of risks where more severe injury is possible or where
there is a high likelihood of injury occurring.

A.5.6 Managers will maintain their risk assessment records, which may be
monitored from time to time by the Health and Safety Liaison Officer.

A.5.7 Risk assessment will generally involve the following steps:

i) Being clear what work is being assessed

ii) Identifying the hazards associated with the work, and their severity

iii) Referring to any published health and safety standards or guidelines,
including any Company standards

iv) Identifying any substances, materials, equipment etc. involved

v) Identifying how the task is actually carried out (which may differ from
instructions) and what happens when things go wrong

vi) Identifying anything about the working environment that could affect
the risk, such as poor housekeeping, inadequate ventilation, heat,
noise etc.

vii) Identifying any personal characteristics of employees or others which
could affect the risk

viii) Coming to a conclusion about what the risk is, ie :  the likelihood of
harm occurring and the severity of the outcome if it does

ix) Deciding the priority for dealing with the risk

x) Deciding the measures necessary to control the risk, aiming to control
it at source in preference to using other means, such as personal
protective equipment.

xi) Ensuring that responsibility for risk control is properly allocated and
that the control measures are carried out.

xii) Risk assessments will take into account maintenance staff, lone
workers, young workers, homeworkers and those driving for long
hours.  Situations where there is potential for violence will be
considered, and also the need for staff health surveillance

SOURCES OF INFORMATION

- Successful Health and Safety Management, HS(G)65 from HSE

- Five Steps to Risk Assessment, IND(G)163L from HSE
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LEGISLATION

- The Management of Health and Safety at Work Regulations 1992

Also other legislation, such as:-

- The Control of Substances Hazardous to Health Regulations 1999
- The Manual Handling Operations Regulations 1992
- Personal Protective Equipment at Work Regulations 1992
- Health and Safety (Display Screen Equipment) Regulations 1992

A.6 HAZARDOUS SUBSTANCES: THE CONTROL OF SUBSTANCES
HAZARDOUS TO HEALTH REGULATIONS 1994

INTRODUCTION

This section deals generally with substances that may be hazardous to health
as defined by the above Regulations.

The substances which are subject to COSHH  are those which, if they are
inhaled, ingested or get onto the skin or eyes, or which enter via a puncture
to the skin, adversely affect the health.

BASIC COSHH PROCEDURES

� SUBSTANCES

A.6.1 The majority of substances used by the Agency are known to have low
hazard characteristics and are not expected to give rise to significant risk to
health.

A.6.2 On occasion, unforeseen exposure to a hazardous substance may occur
during enforcement action.

A.6.3 Managers with a responsibility where hazardous substances are used must
be aware of the types of substance that are covered by COSHH.

i) These are those classified (and usually labelled) as:

CORROSIVE, HARMFUL, IRRITANT, TOXIC, VERY TOXIC,

ii) Also: micro-organisms that are hazardous to health.  Dusts of any
kind in substantial quantities in the atmosphere,

Also: Anything listed in Guidance Note EH 40, and anything with a
Maximum Exposure Limit set out in the Regulations.
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� ASSESSMENT OF RISK

A.6.4 For each substance to be used, COSHH requires a competent person to
assess the risk associated with exposure to that substance. Managers with a
responsibility for work involving substances will carry out such risk
assessments, referring to the Health and Safety Liaison Officer for advice
where necessary.

A.6.5 Where the risk is trivial and the circumstances of exposure easily explained,
the assessment will not be recorded.  Any assessment of risk considered to
be significant will be recorded and the records held by Operations or Regional
Managers.

A.6.6 Any such records will be updated whenever the work activity undergoes a
change that may affect the degree of risk.

� CONTROL OF RISK

A.6.7 Having assessed the risk, this must be eliminated wherever possible, or
otherwise controlled.

A.6.8 Where necessary control measures have been identified, these will be put
into place. The hierarchy of preference is:

 
� Eliminate the risk.
� Substitute for a lower risk substance
� Control at source:
� Total enclosure of substance
� Partial enclosure and local exhaust ventilation
� Local exhaust ventilation
� General workroom ventilation
� Reduction of exposure time and number of persons exposed
� Personal protective equipment, e.g. respirators, goggles, gloves, other

clothing

Thus, personal protective equipment is a last resort.

� TESTING AND MAINTENANCE

A.6.9 Respiratory protective equipment must be of the correct approved type, and
will be examined routinely to ensure that it is in good condition.  See section
3.10.

A.6.10 No local exhaust ventilation systems are operated. If any is operated in the
future, it will undergo regular examination and test.

� INFORMATION, INSTRUCTION, TRAINING

A.6.11 All employees who may be exposed to any substances that are hazardous to
health, whether they are working with them or not, will receive information
about the hazard and instructions about the precautions, safe working
procedures, any emergency procedures etc. This will be provided by the line
manager.
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A.6.12 Employees will be instructed that good standards of personal hygiene are
essential in protecting against the exposure of substances, and that they
must wash before eating, drinking or smoking, and of course remove
contaminated clothing before doing so.

A.6.13 There must be no eating, drinking or smoking in areas contaminated by
hazardous substances.

� HEALTH SURVEILLANCE

A.6.14 Where any employee suffers ill - health effects which it is suspected may be
related to hazardous substances to which he or she may have been exposed
at work, he/she will receive medical surveillance at the expense of the
Agency.  Managers should liaise with the Health and Safety Liaison Officer in
order to make arrangements for any health surveillance.

If exposure occurs, a new risk assessment must be undertaken or a total
review of the existing risk assessment.

If exposure occurs, a new risk assessment must be undertaken or there must
be a total review of the existing risk assessment.

� MONITORING

A.6.15 Atmospheric monitoring needs to be carried out only in very limited cases.
No such cases have been identified.

SOURCES OF INFORMATION

COSHH publications include:

- H S E Guidance Note EH 40/98 and subsequent editions,

- "Occupational Exposure Limits"

- The Approved Code of Practice

LEGISLATION

- The Control of Substances Hazardous To Health Regulations 1999,
(COSHH).

A.7 MACHINERY AND EQUIPMENT

HAZARDS

There are five major ways in which people may be injured by mechanical
hazards of machinery or equipment. These are:-

 
� Trapping:  eg. between the vee belt and pulley wheel of a drive

mechanism.
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� Impact:  eg. by descending tools or clamps.
 
� Contact; eg. with sharp blades such as guillotine knife, hacksaw blade,

bandsaw blade, rotating grinding wheel.
 
� Entanglement with rotating shafts etc.
 
� Ejection of fragments, eg during use of abrasive wheel or swarf from drills.

Additionally, injury may arise from contact with hot parts or substances,
unintended explosion etc.

GUARDING

� Fixed Guards:

A fixed guard should prevent all access to danger.  Such guards should be
fixed in such a way that they can only be opened with the aid of a tool, ie.
bolted in place.

Openings in fixed guards should not be of such a size as to allow personal
contact with any dangerous moving part of machinery. BS 5304 refers.  Fixed
guards should be fitted to vee belt and pulley drives, other drive mechanisms
and to other parts of machinery to which frequent access is not necessary.

� Interlocked Guards:

These devices that:

a) Until the guard is closed, the mechanism cannot start up.  The devices
must lock the start controls and also prevent uncovenanted motion of the
machine.

 
b) The guard cannot be opened until dangerous parts of machinery have

come to rest.

SAFE USE OF MACHINERY AND EQUIPMENT

A.7.1 The safe use of any machinery or equipment will be defined by the manager
responsible for its use on the basis of a risk assessment.  For significant risks
such as those associated with heavy machinery, woodworking machines and
the like, this will be a written risk assessment.

A.7.2 All guards must be in place when any machinery or equipment is used.

A.7.3 Maintenance personnel may remove guards for the purposes of adjustment,
lubrication etc., but this will not be carried out with dangerous parts of
machinery in motion.  Guards must be secured before the machine may be
run.

A.7.4 The line manager will, each day, check that all machinery safeguards are in
position and secure.  Interlocks must be in good condition and fully
operational. Defects are to be remedied before the machinery is used.
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A.7.5 Any maintenance schedule will be planned on the basis of a competent risk
assessment.

A.7.6 New or second-hand or hired machinery or equipment will be checked for
compliance with the Provision and Use of Work Equipment Regulations 1998
and a risk assessment carried out before it is brought into use.

A.7.7 Before any item of lifting equipment is brought into use for the first time, it will
be thoroughly examined by a competent person unless it has been supplied
with physical evidence of examination or, if brand new and never used, has
an EC declaration of conformity.

A.7.8 A written scheme of examination will be followed in respect of every item of
lifting equipment.  Each item will be examined at least every 12 months and,
if used for lifting persons, at least every 6 months.

A.7.9 All lifting operations using equipment will be properly planned by a competent
person, supervised and carried out in a safe manner.

SOURCES OF INFORMATION

- Work Equipment  -  Guidance on Regulations

- British Standard 5304:1988 "Safety of Machinery"

LEGISLATION

- The Provision and Use of Work Equipment Regulations 1998

- The Lifting Operations and Lifting Equipment Regulations 1998

- The Health and Safety at Work Act 1974

A.8 VISUAL DISPLAY SCREEN EQUIPMENT
It is the policy of the Agency to adhere to the requirements of the
Regulations, and to make arrangements for the following matters to be
carried out :

A.8.1 All screen "users" as defined will be identified.

A.8.2 Any risks to health or safety associated with display screen work will be
assessed and the assessments recorded and kept under review. This will be
carried out by the screen users themselves and recorded on an assessment
checklist.  In the event of any discomfort, the member of staff should
immediately inform their line manager who will, together with the H&S Unit,
carry out an immediate risk assessment.  Any symptoms should be recorded
in the Accident Book

A.8.3 All issues arising out of the assessments will be discussed with the
employee's line manager.

A.8.4 Any risks that have been identified will be remedied within a reasonable time.
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Managers are responsible for risk control.

A.8.5 The work of every screen user will be planned by the user and their manager
to enable them to have adequate flexibility and mobility including such
change from screen work as to minimise the risk of fatigue.

A.8.6 Every screen user will receive basic health and safety training to enable them
to plan their work and adjust their workstation to minimise any risk to health
or safety.  Users should take regular breaks away from the screen before
they become fatigued.

A.8.7 The requirements of the Regulations are co-ordinated for Headquarters staff
by the Health and Safety Liaison Officer, who will monitor the self-
assessments and arrange for the provision of training.

A.8.8 All users will be offered eye and eyesight tests at the expense of the Agency.
Those users found to require sight correction for screen work will have the
basic cost of only that correction provided by the Agency.  Eye and eyesight
tests will be repeated as required, at a maximum frequency of once a year
unless there is a strong medical reason for more frequent testing.

SOURCES OF INFORMATION

- Display Screen Equipment Work : Guidance on Regulations

- Working with VDUs; booklet IND(G)36(L)

- Seating at Work; HS(G)57

- Lighting at Work; HS(G)38

- Work-related Upper Limb Disorders: a Guide to Prevention; HS(G)60

Visual display screens are not a health risk in themselves, but problems can
arise in the way that they are used.

LEGISLATION

- The Health and Safety at Work Act 1974

- The Health and Safety (Display Screen Equipment) Regulations 1992

- The Workplace (Health, Safety and Welfare) Regulations 1992

A.9 MANUAL HANDLING

The Agency's policy is to avoid wherever possible the need for any type of
manual handling that exposes an employee to a risk of injury. To this end, the
Agency will :

A.9.1 Identify any manual handling operation where there is a risk of injury to any
employee.  This responsibility lies with the employee's line manager.
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A.9.2 Identify and implement any reasonably practicable means of avoiding the
operation.

A.9.3 Where the operation cannot be avoided, the Agency will ensure that a
competent assessment of the risks has been carried out, the purpose being
to identify any measures that can be taken to control the risks. In the
Regions, this is the general responsibility of Regional and Operations
Managers, who may delegate risk assessment to employees but must
manage this and monitor to ensure that risk assessment and control is
adequately carried out.

A.9.4 Where practicable, any significant findings of risk assessments will be
recorded and will be kept under review and revised as necessary.  The
records will be held by managers.

A.9.5 Measures required to control any risks will be taken as far as reasonably
practicable. The managers responsible for the work involving manual
handling will carry out any such control measures or recommend appropriate
action where such measures are outside their authority.

A.9.6 Employees will be given information of the load to be handled, in order to
enable them to plan the operation.

A.9.7 It is the duty of all employees to make full and proper use of safe systems of
work and any equipment provided for safety in any handling operation.

SOURCES OF INFORMATION

- Manual Handling : Guidance on Regulations

LEGISLATION

- The Health and Safety at Work Act 1974

- The Manual Handling Operations Regulations 1992

A.10 VIOLENCE:

OBJECTIVES:

- to assess and minimise the risk of violence
- to provide means of reporting incidents and to investigate as

appropriate
- to give support to employees who have experienced violence at work
- to provide appropriate training
- to set out clear responsibilities and provide guidance
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SUPPORT:

RA will provide full support to any staff member who is subjected to violence
as a result of their work activities.  This support will include legal advice,
management support, counselling, special paid leave where appropriate and
financial assistance where appropriate.

SOURCES OF INFORMATION

Violence to Staff: HSE booklet.

Violence to Staff – a basis for assessment and prevention: HSE 1986

LEGISLATION:

Workplace Health, Safety and Welfare Regulations 1992

Personal Protective Equipment at Work Regulations 1992

A.11 PERSONAL PROTECTIVE EQUIPMENT

RISK ASSESSMENT

A.11.1 Managers responsible for work where employees are at risk will identify
whether there is a need for the use of personal protective equipment under
any of the legislation listed below.  The Agency’s Personal Protective
Equipment Code of Practice should be adhered to.

A.11.2 In doing so, managers will first consider how the risk may be controlled at
source and treat the requirement for personal protective equipment as a last
resort. Wherever it is reasonably practicable, other, more positive and
effective means will be used.

A11.3 Before choosing any personal protective equipment, managers will carry out
an assessment of the risk to be protected against and an assessment of the
equipment to be used to protect any individual. On the basis of such
assessment, the suitability of the equipment for protection against the risk will
be assessed.

SUITABILITY OF PERSONAL PROTECTIVE EQUIPMENT (PPE)

A.11.4 All PPE that is selected will :
 

� Be appropriate for the risks involved and the environmental conditions
 
� Take account of ergonomic requirements and the state of health of any

wearer
 
� Be capable of fitting the wearer correctly
 
� Be effective to prevent the risks involved without increasing overall risk
 
� Be compatible with any other item of PPE worn simultaneously.
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MAINTENANCE OF PERSONAL PROTECTIVE EQUIPMENT

A.11.5 Managers responsible for work where PPE is used will ensure the proper
maintenance, cleaning, examination, disinfection, repair and replacement of
that equipment.  This can be made the responsibility of the user, but it
remains the manager's responsibility to monitor that PPE is being maintained
correctly.

A.11.6 Managers will ensure that all PPE is provided together with appropriate, clean
storage accommodation and that employees are instructed on the
requirements.

A.11.7 Managers will ensure that employees are instructed and trained where
necessary in the proper use of all PPE, the risks against which the PPE is
intended to be effective and any requirements for cleaning, examination,
disinfection and reporting of defects.

USE OF PPE

A.11 8 Managers will take all reasonable steps to ensure that employees make full
and proper use of all PPE provided to them.

SOURCES OF INFORMATION

- Personal Protective Equipment at Work  :  Guidance on Regulations

- Respiratory Protective Equipment : A Practical Guide for Users,
HS(G)53

LEGISLATION

- The Personal Protective Equipment at Work Regulations 1992

- The Control of Substances Hazardous to Health Regulations 1999

- The Noise at Work Regulations 1989

- The Construction (Head protection) Regulations 1989

- The Control of Lead at Work Regulations 1980

- The Control of Asbestos at Work Regulations 1987

- The Ionising Radiations Regulations 1985
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A.12 HOME WORKING

PROCEDURES

A.12.1 The Agency accepts responsibility for the health and safety of employees
engaged in its work at their own homes, in so far as such matters come within
our control.

A.12.2 Home workers will be supplied with suitable equipment necessary for their
work, including any equipment such as visual display screen equipment.

A.12.3 Equipment supplied to home workers by the Agency will be maintained in a
safe condition.  Electrical equipment will be required to be returned annually
for electrical safety inspection and/or testing.

A.12.4 Risk assessment in respect of home workers is the responsibility of the
employee's line manager.

A.12.5 Employees engaged in work at home are required to take reasonable care for
their own health and safety (and that of others), which includes use of Agency
equipment in a suitable environment, conduct of the work in a responsible
manner and reasonable control of any factors in the home environment which
could adversely affect their health and safety at work.

LEGISLATION

No separate legislation applies to home working. Employees working at home
are provided with the same legislative protection as all other employees.

A.13 LONE WORKING

PROCEDURES

A.13.1 It is the policy of the Agency to assess the risks to which lone workers may
be exposed, and to make provision to control those risks as far as reasonably
practicable.

A.13.2 Whilst some aspects of risks to lone workers may be outside the direct
control of the Agency and/or may be unforeseeable, we will ensure that
employees are instructed, trained and equipped to make their own
assessment of a situation and take appropriate measures.

A.13.3 Each employee who may work alone will be issued from time to time with
written Instructions for Lone Working, which include instructions for reporting
to their office on a daily basis, advising the office of their planned schedule
and obtaining information on known violent behaviour.
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LEGISLATION

No specific legislation applies to lone working. However, the following are
especially relevant :

The Management of Health and Safety at Work Regulations 1992, requiring
an assessment of risks and the provision of proper arrangements for working
safely

The Health and Safety at Work Act 1974, requiring the work procedures,
environment and workplace to be as safe and without risks to health as is
reasonably practicable, and information, instructions and training to be given
to employees

A.14 ASBESTOS

PROCEDURES

A.14.1  The Agency adheres to the DTI policy on the treatment of asbestos, which is
that no work must be done which involves a risk of damage to asbestos or
the release of fibres of asbestos, except by a contractor licensed under the
Asbestos Licensing Regulations.

A.14.2 Pre-1980 buildings under Agency control will be surveyed for asbestos, and a
register kept, detailing the type, location and condition of any asbestos.

A.14.3 Exceptionally, small works may be undertaken.  This is dependent upon
meeting training, equipment and air monitoring requirements.

A.14.4 All contractors required to work in circumstances where asbestos could be
disturbed in buildings under Agency control will be given full details of its
location, type and condition, and instructions on any steps they must take to
prevent damage to asbestos or release of fibres.  Where the contractors are
licensed to handle asbestos, they will be required to provide a copy of their
safe operating procedure/method statement.

SOURCES OF INFORMATION

- The Control of Asbestos at Work, L27

- Working with Asbestos Cement and Asbestos Insulating Board,
guidance note H71

LEGISLATION

- The Control of Asbestos at Work Regulations 1987

- The Asbestos Prohibition Regulations 1992 and Amendment
Regulations 1999
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A.15 OCCUPATIONAL STRESS

The Agency will draw up a Policy Document on Occupational Stress which
will address the identification of hazards and the assessment and control of
risks.

A.16 WORKING HOURS

There is legislation in place to govern the number of hours which may be
worked in each week and the Agency will abide by this legislation.

LEGISLATION: Working Time Regulations 1998.

A.17 DRIVING

A.17.1 Use of Mobile Phones:  Drivers must have proper control of their vehicle at all
times.  Police can prosecute for driving while using a hand-held mobile
phone.

The Department of the Environment, Transport and the Regions has
published useful advice on mobile phones and driving.  It recommends that if
contact with staff is necessary while they are driving, hands-free equipment
should be provided with voicemail or call-divert facilities.

*  Encourage staff to stop regularly to check for messages and return calls.

*  Where contact is unavoidable, the driver should explain they are driving
and keep conversations brief.

The Agency believes that although hands-free telephones are better,
they still distract the driver.  The best policy is not to use the phone
while driving.

Driving Hours: The Agency complies with the Working Time Regulations
1998.  Driving of Agency vehicles is part of a working day.  An average of 48
hours per week is required.   Driving excessive hours after doing a full day’s
work can lead to ill health or an accident.  No drivers should be pressurised to
drive excessive hours.  Travel time counts as working time in the agreed
official guidance for the non industrial Civil Service.  Drivers should take
regular breaks when driving long distances.  A break of 15 to 30 minutes after
2 hours driving is recommended by Motoring Organisations.  If an employee
believes they are not safe to drive because of their previous work load they
should be encouraged to take alternative steps – e.g. stay overnight at a
hotel.

Unsafe Driving Conditions: Under the Management of Health and Safety
Regulations 1992, an employee has a duty to inform their employer if their
ability to drive is compromised by health problems or medications.

LEGISLATION: Working Time Regulations 1998.
Management of Health and Safety Regulations 1992.
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A.18 MANAGEMENT OF CONTRACTORS

APPOINTMENT AND MONITORING OF CONTRACTORS

A.18.1 Health and safety aspects will be given equal consideration to commercial
matters in the choice of any contractor.

A.18.2 For all contracts of a substantial nature, the agreement or contract between
the two parties will specify the legislation and standards to which the
contractor will be expected to comply, and will require the contractor to
adhere to Agency Health and Safety Policy.  Where relevant (for those
contractors employing 5 or more persons) they will be asked for a copy of
their own Health and Safety Policy which will be examined properly before
any decision is made.

A.18.3 Contractors will also be asked to supply their risk assessments, and method
statements with respect to planned operations involving significant risks.

A.18.4 The agreement or contract in respect of substantial projects will specify that
the Agency will monitor the health and safety performance of contractors and
may impose certain penalties for poor performance.

A.18.5 The monitoring will be carried out by audit and/or inspections on a planned
basis.  Where sub-contractors are involved and the main contractor is
considered competent, inspections of a routine nature may be delegated to
the main contractor.

A.18.6 All work by contractors at Headquarters will be subject to a Works
Authorisation process, which will be under the control of the Facilities
Contractor.

CONSTRUCTION PROJECTS

A.18.7 The Agency will adhere to the principles set out in the Construction (Design
and Management) Regulations 1994 Approved Code of Practice.

A.18.8 For every construction project involving  five more work people and 30 or
more working days, the Agency will appoint a suitably qualified and
competent Planning Supervisor.

A.18.9 A Health and Safety Plan for the project will be drawn up by the Planning
Supervisor and this will be developed by the principal contractor as the
project develops.
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ALL PROJECTS

A.18.10 The Agency will initiate co-ordination between ourselves and all contractors
working on site, and will do everything to encourage co-operation between
the parties in order to enable all the parties to comply with health and safety
requirements.

A.18.11 The Agency will inform all contractors of any risks  to their health or safety
that may result from our activities.  In return, the Agency will require
contractors to provide details of any risks created by them which might
affect our employees or anyone other than the contractor's own employees.

A.18.12 In respect of any such risks under the control of the Agency, we will advise
all contractors of the steps being taken by them to control the risk, and any
action required to be taken by the contractor.

LEGISLATION

- The Construction (Design and Management) Regulations 1994

- The Management of Health and Safety at Work Regulations 1992

- The Health and Safety at Work Act 1974

- The Construction (Health, Safety and Welfare) Regulations 1996


