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HEALTH & SAFETY POLICY

Company: 


Robinson Services
Address: 


Sarah Jane Robinson House





Rathenraw Industrial Estate

Greystone Road 

Antrim

BT41 2SJ

Document originated: 
January 2002

Planned review schedule: Annually

AIM OF THE POLICY

The aim of this policy is to communicate the commitment of the Board of Directors/Senior Management Team to the promotion of health, safety and welfare, within Robinson Services i.e. to provide and maintain safe and healthy working conditions, equipment and systems of work for all employees, and to provide such information, training and supervision as they need for this purpose.  We also accept our responsibility for the health and safety of other people who may be affected by our activities.

HEALTH AND SAFETY POLICY STATEMENT

Robinson Services as EMPLOYER has produced this General Policy Statement for the information and guidance of staff.

Robinsons Services will comply fully with the requirements of the Health and Safety at Work (Northern Ireland) Order 1978, the Management of Health and Safety at Work Regulations (Northern Ireland) 2000 as amended, The Workplace (Health, Safety and Welfare Regulations (NI) 1993, the Manual Handling regulations 2002, The Provision and use of Work Equipment Regulations (NI) 1999, the Control of Substances Hazardous to Health Regulations (NI) 2000, Personal Protective Equipment Regulations NI 1993 and all other relevant legislation and codes of practice. Robinson Services regards it as an integral part of its duties and objectives to ensure, so far as it is reasonably practicable:
· The health, safety and welfare of all its staff while they are at work (in whatever operation or location, whether on site or in transit on authorised business), of visitors or members of the public, contractors and of all other persons who may be affected by the Robinson Services undertakings;

· The provisions of a safe means of access to, movement within and egress from any contractual sites
Robinson Services policy is to integrate health and safety procedures within its overall management system and to incorporate into the day-to-day work undertaken by its staff those measures necessary to ensure health and safety.  Robinson Services are committed to the systematic identification of hazards and the adequate assessment and control of risk to which staff and others may be exposed. The maintenance of a working environment and of systems of work, which are safe, and without risk to health and safety, form an essential part of this policy. 

Robinson Services regards the promotion of health and safety measures as an objective jointly owned by line management and staff at all levels. Staff will be given such information, instruction and training as is necessary, to ensure, so far as reasonably practicable, the safe performance of their work activities.  

Competent people will be appointed to assist Robinson Services in meeting its statutory duties. Robinson Services are also committed to the development of a positive health and safety culture throughout the organisation. In order to ensure legal compliance and continuing improvements Robinson Services will regularly monitor, audit and review its health and safety performance

The Health and Safety at Work (NI) Order places, upon staff, the duty to take reasonable care for the Health and Safety at Work of themselves, as well as of others, who may be affected by their acts or omissions, and to co-operate with their employer, so far as is necessary, to enable any duty or requirement imposed on the employer by any other relevant statutory provisions to be performed or complied with. 

They must not recklessly interfere with or misuse anything that is provided in the interests of Health and Safety.

The allocation of duties, with regard to Health and Safety, and the particular arrangements laid down by Robinson Services, as employer, to implement the policy, will be set out in Sections 2 and 3 of the Health and Safety Manual.

This policy will be reviewed annually and, if necessary, more frequently to take account of any changes in our work practices or in Health and Safety legislation.
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1. ORGANISATION AND RESPONSIBILITIES

OVERALL RESPONSIBILITY

Managing Director – Mr David J Robinson

IMPLEMENTING THE POLICY

The Company has a designated Health and Safety Advisor.

Health & Safety Advisor – Shauna McQuillan
Will be responsible for:

· Reviewing the policy

· Creating awareness of Health & Safety throughout the divisions of the business

· Communicate responsibility for controls to all key persons

· Ensure all employees are competent in knowledge; skills; and experience to be able to work in a safe manner – Through training in co-operation with the Training Officer.

· Chair the Health & Safety / Training Committee – to encourage employees from all divisions of the business in contributing to Health & Safety matters.

· Measuring the Company performance with regards to Health & Safety using audits and accident monitoring.
ASSISTING WITH THE IMPLEMENTATION OF THIS POLICY

The following are responsible for assisting the Health & Safety Advisor, with implementing the policy:

· Directors

· Security Services Managers
· Operation Managers

· Area Supervisors

· Laundry Division General Manager and Production Manager
· Hygiene Supervisors

SUPERVISION

The following are responsible for safety in their particular areas of the business:

· Directors

· Security Services Managers

· Operation Managers

· Area Supervisors

· Laundry General Manager and Production Manager

· Hygiene Supervisors

· Site Managers / Site Supervisors

HEALTH & SAFETY / TRAINING COMMITTEE

The Health & Safety / Training Committee, represents all divisions of the Company and will meet periodically to discuss topical health & safety / training issues; provides feedback from all divisions relating to training evaluation and needs analysis.  

2. GENERAL ARRANGEMENTS

EMPLOYEES

All employees must operate in a manner to achieve and maintain a safe working environment and to take reasonable care of themselves and others.  This is particularly important while working on client’s premises and in public areas.

All employees discovering a health and safety problem, which they cannot correct, must inform their immediate supervisor.

All employees are asked to make themselves aware of the localised emergency procedures in place of the respective client’s property.

Health and Safety posters and warning notices must be adhered to.

First aid boxes are located in all sites owned by Robinson Services.  

Where Robinson Services provides a service on a client’s site, the first aid boxes of the customer may be used.  

PPE – employees are responsible for wearing Protective Personal Equipment (PPE) as provided by the company or the client representative where necessary.

TRAINING

Health & Safety Law (NI)

It is a legal requirement to supply all staff with health & safety law information.  This information is detailed on the Robinson Health & Safety poster issued to all daily contract cleaning sites.  Employee’s attention from all divisions is drawn to this during their Induction Training.  Where it isn’t possible to put a poster in place a leaflet containing the health & safety law information is provided to employees.  Translations are available to employees who use English as a second language.
Employees will receive training and instruction to enable them to understand and adhere to company policy and procedure.

Training will be provided periodically by the Training Advisor and employees will be given dates and times in advance of training where possible.  All knowledge imparted through the training must be put into practice by employees.  Any disregard for procedures will be managed in accordance with the disciplinary procedures.
Refer to training matrix for details of training and refreshers
Employees will not be required to undertake any hazardous duties prior to receiving appropriate training.

Training will be conducted in house; or by an external qualified training provider.

The Health & Safety / Training Committee will assist with any new initiatives relating to Health and Safety/training matters.

COOPERATION, COORDINATION AND COMMUNICATION

The 3 C’s are part of the fundamental framework for ensuring all aspects of Health and Safety within the workplace are being communicated and practiced.

Robinson Services will communicate and co-operate with client, work colleagues and employees in any matters of Health and Safety and take reasonable steps to coordinate procedures and precautions to our managers and employees and clients.
We will communicate to the clients any risks that may affect their employees/contractors/members of public stating any necessary precautions and safe systems of work.

We will cooperate and agree to a common approach to risk reduction having regular site visits, client meetings, staff meetings, to ensure any outcomes are communicated and coordinated down the line.
Management meetings, Health and Safety Committee meetings will take place quarterly.

Operation Meetings and Area Supervisor meetings will take place monthly.

Team meetings will take place weekly.

Other forms of communication used by Robinson Services are;

· Letter

· Email

· Telephone

· Text

· Radio (security)
FIRST AID BOXES

First aid boxes are specifically located in the following areas:

Sarah Jane Robinson House – Kitchen Area
The James Robinson Building – First Aid Room
Company vehicles that regularly carry more than the driver will carry a first aid box.  The first aid boxes will be replenished by the Health & Safety Advisor.

First aid facilities are available on all clients’ premises and will be used by our employees when necessary.  Employees are advised to familiarise themselves with these facilities and out of hours arrangements.

WELFARE FACILITIES AND WORKING ENVIRONMENT
As quoted under the  Workplace (Health, Safety and Welfare) Regulations (NI) 1993 section 4 states that every employer shall ensure that every workplace, which is under his control and where any of his employees works complies with any requirement of these Regulations which— 

 (a) Applies to that workplace or

 (b) Is in operation in respect of the workplace

Toilets:
There will be a sufficient number of toilets including sanitary devices for female staff.  They will be adequately heated, kept clean and in good order.

Washing Facilities:
A sufficient number of washing facilities (wash hand basins) will be provided with warm and cold running water, soap and means of drying. Toilet and washing facilities are available in Sarah Jane Robinson House, The James Robinson Building and at client’s premises and will be used by our employees when necessary.  Employees are advised to familiarise themselves with these facilities and out of hours arrangements.
Drinking Water:
A supply of wholesome drinking water shall be provided at;
Sarah Jane Robinson House – Kitchen Area

The James Robinson Building – Kitchen Area

Clients premises – Kitchen area or where otherwise directed

Rest and Eating Facilities:
Suitable rest and eating facilities will be provided at readily accessible places; Kitchen areas in Sarah Jane Robinson house and The James Robinson Building including the first aid room.  Employees may use rest and eating facilities on client’s premises when necessary.


Housekeeping:
Good housekeeping will be enforced by all managers and Supervisors. 

All employees have a responsibility to keep workplaces clean and tidy.  Gangways and walkways should be kept clear at all times.

This will include Robinson Services premises / stores and premises / stores of the clients.

ACCIDENT REPORTING

THE LEGAL REQUIREMENTS

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (Northern Ireland) RIDDOR require that certain injuries, diseases and dangerous occurrences be reported to the enforcing authority for the Public Prosecution Service this is:

The Health and Safety Executive

83 Ladas Drive

BELFAST BT6 9FJ

Tel:  028 9024 3249
1. INJURY ACCIDENTS

Where staff discovers that someone has had an injury at work, the following action should be taken:-

· Assess the situation quickly and calmly.

· Summon medical assistance immediately, e.g. First-Aider, Emergency Services.

· First-Aiders should render emergency aid where necessary.

· Make the area safe following the incident (e.g. by using barriers, warning notices), to safeguard other personnel in the vicinity (except where the accident results in a major injury, in which case the scene should be left undisturbed until advised otherwise by the Health and Safety Inspectorate.

· Contact reception/client to arrange access for the ‘Emergency Services’ when required.

· Notify the injured person’s Supervisor/Manager if applicable 

· Notify the Health and Safety Advisor for investigations

2. DANGEROUS OCCURRENCES

Should such an event take place, staff should take the following action: -

· Where injuries occur, the action outlined at 1 above should be taken.

· Notify client and Supervisor/Manager as soon as possible where appropriate.

· Line Managers to contact emergency services.

· Supervisors/Managers should report as soon as possible a dangerous occurrence to the Health and Safety Advisor who will notify the Health and Safety Executive (NI) by telephone 028 9024 3249.

Danger Occurrences/Major Injuries include: -

· Fracture (break, fracture or chip) other than fingers, thumbs or toes.

· Amputation

· Dislocation of the shoulder, hip, knee or spine.

· Loss of sight (temporary or permanent).

· Chemical or hot metal burn to the eye or any penetrating injury to the eye.

· Injury resulting from an electric shock or electrical burn leading to unconsciousness or requiring resuscitation or admittance to hospital for more than 24 hours.

· Unconsciousness caused by asphyxia or exposure to harmful substances or biological agents.

· Acute illness requiring medical treatment, or loss of consciousness arising from absorption of any substance by inhalation, ingestion or through the skin.

· Acute illness requiring medical treatment, where there is reason to believe that this resulted from exposure to a biological agent or toxins or infected materials.

· Any other injury:

· Leading to hypothermia, heat induced illness or to unconsciousness;

· Requiring resuscitation; or

· Requiring admittance to hospital for more than 24 hours.

THE ACCIDENT BOOK

Robinsons Services are required by law to keep records of all accidents at work, under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) (NI) 1997
Robinson Services, to satisfy this requirement, has the following documentation for reporting all accidents: -

1.
The Accident Book (BI 510).

2.
RIDDOR Forms (NI 2508 / NI 2508A.

3.
*Form HS1 investigations - Robinson Services Staff.   

4.
*Form HS2 investigations - Visitors/members of public/clients
5.
*Form HS3 investigations – Statement of Witness.

Accident books are held at head office and by the following people for keeping record of employee incidents: 

· Directors

· Operation Managers

· Department Managers
The Health & Safety Advisor will review these accident books periodically. 

HEALTH AND SAFETY AUDIT PROCEDURES
Health & Safety Audits are carried out in all daily contract cleaning sites and security contracts annually.  Large site (cleaning and Security) and Laundry division audits are carried out bi-annually.  These are carried out by the Health & Safety Advisor and area supervisors (where applicable).
The audit covers:-

· Health & Safety documentation

· Record Keeping – Log books, 

· COSHH procedures

· House keeping standards

· Slips, trips, falls and Spill management

· Machinery safety

· PPE

· Safe Systems of Work

· Risk Assessments

· Training and competency 

Non conformance of statutory or company procedures will be corrected and followed up by the Health & Safety Advisor and Operations managers and the Client where applicable.
All company health & safety procedures will be audited on an annual basis by the Health & Safety Advisor.

EMERGENCY PROCEDURES

General Information to all Building Users

There is a duty to ensure that all ‘Building Users’ receive oral and written instruction and training in what to do in the event of a fire. This shall be achieved by: - 

· New staff being informed of the Emergency Procedures (if applicable) at their Induction Training course or by line management on their first day
· Staff being familiar with the instructions contained on the 'Fire Action Notices' displayed on notice boards/internal office doors.

· Co-operating in any practice Fire Drill or Emergency evacuations 

Information and Training

Robinson Services Health and Safety Advisor will provide sufficient information, instruction and training as is necessary to ensure that all employees have the knowledge required to act in the event of a fire.  Induction is Mandatory Training.

All new employees will be made aware at induction of the following:

· How to raise the alarm

· How to call the emergency services

· Where to go to reach safety

· The names of first aiders within the company or the clients premises

· Essential actions such as emergency plant shut down

· COSHH Risk Assessments will be provided advising on immediate remedial measures if injury occurs due to a chemical and what to do in the case of a chemical spill.
FIRE SAFETY

On our clients premises there will be Fire Certificates issued by the local authority.  Where this is the case it is the mandatory for the client’s fire officer to explain all fire rules, emergency escape routes, fire fighting procedures etc. to employees of Robinson Services who work on their premises.

It is the responsibility of the Directors / Operations Manager to arrange this.

The Health & Safety Advisor will carry out Risk Assessment and emergency plans for Sarah Jane Robinson House in compliance with current fire regulations.

RISK ASSESSMENTS 
The identification of hazards and the assessment of risks is a key part of the Robinsons Services policy for safety.  Risk Assessment will be carried out on an on-going basis and to be effective it is essential that all employees co-operate wherever they can in the risk assessment process.

The purpose of the risk assessment is to find out if the organisation is managing health and safety properly and to see if any improvements can be made.  The assessment will cover Robinson Service’s tasks and procedures and so on.  It is not an assessment of people.    The Risk Assessors will carry out ‘General Risk Assessments’ in accordance with the Management of Health and Safety at Work Regulations.  Specific risks such as Manual Handling and Display Screen Equipment etc will be carried out in accordance with the specific regulations.

All general risk assessments will be reviewed at intervals of not more than 2 years.  

Control Monitoring for Risk Assessment

The purpose of risk assessment is to formulate a system of control for hazards associated with daily working environment and working practices.  To achieve this, a proper system for ensuring any recommendations identified by the risk assessment is acted upon.  The Operations Manager/Supervisor will be responsible for ensuring any recommendations are actioned.

If no satisfactory response is received from the Operations Managers/Supervisor within one month then a further copy (with any relevant correspondence) should be forwarded to the Health and Safety Advisor for further action.

Information and Training

Operations Managers and Area supervisors where necessary will be given: -

· Training to improve their knowledge of the risk assessment procedure.

· Any additional detailed knowledge about how to assess risks within the working environment they will be assessing.

Blank Risk Assessment Forms are available on request from Intranet Health and Safety Advisor.
ELECTRICAL SAFETY

All portable electrical equipment will be tested for safety as required by the Electricity at Work (Northern Ireland) Regulations 1991.

This is an ongoing service, facilitated by Industrial Floorcare Machines and is carried out on an annual basis.
All employees are trained to carry out visual checks on electrical equipment before use and report any defects.  Directors, Operations managers and Area Supervisors will routinely check all equipment for signs of damage, wear and tear or loose connections on a monthly basis.

Any defects found will be reported and serviced by a qualified electrician.

STATIC ELECTRICAL EQUIPMENT

Static electrical equipment and machinery will be regularly maintained, and appropriate Certificates of safety and statutory conformity will be documented. Employees will be trained how to spot/report defects and report them to their direct supervisor.

MACHINERY 

Competency forms will be issued to acknowledge employee’s competency after machine training.  Breakdown posters and helpful hints posters will be displayed in all sites that have machinery and scrubber dryers.

The company will liaise with the manufactures and suppliers of equipment to ensure current product knowledge is appropriate.  Health and safety working practices will be constantly reviewed and training will be arranged to meet the needs of the operatives.

Competency forms will record the employee’s details and competency levels per machine. 

DRIVING COMPANY VEHICLES

Company vehicle users will maintain vehicles in a safe and roadworthy condition.  It is the responsibility of the following people to conduct vehicle inspections on a monthly basis: 

Directors
Operations Managers

Department Managers

Company vehicle users must comply with the conditions of use as detailed in the Company Vehicle Policy.

Defects must be reported to the Supervising Manager who will arrange appropriate servicing.

All drivers are required to comply with the Company Vehicle Policy.
ALCOHOL AND ILLEGAL DRUGS

Drivers are not permitted to drive any vehicle whilst under the influence of alcohol and illegal drugs.  The Road Traffic Act 1988 states that any person who, when driving or attempting to drive a motor vehicle on a road or other public place, is unfit through drink or drugs shall be guilty of an offence.  An offence is also committed if a person unfit through drink or drugs is in charge of a motor vehicle in the same circumstances.  

LADDERS AND ACCESS

Within the window cleaning division, Leslie Allen (window cleaning operative) will check ladders and step ladders, completing a daily checklist.

Any ladders and step ladders supplied by clients in the daily contract division must be checked by the operatives prior to use and check lists completed.  Any defects must be reported to the Area Supervisor and the client without delay.

Any defective equipment will be repaired or replaced to ensure it is safe for use.

Access equipment owned by clients may be used with express permission of the client, only after appropriate training has been delivered and certificates checked where necessary.

Working at Heights Regulations 2005, will be enforced with employees and sub-contractors and will be monitored by the Directors.

MANUAL HANDLING

Training will be provided in lifting techniques, to all employees that are at risk of injury by manual handling.

The use of appropriate systems of work will be encouraged.

Risk assessments will be undertaken for manual handling tasks and control measures introduced to reduce the risk of injury to employees and others.  All employees will have access to the Robinson leaflet on manual handling training.
CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH

The Company will comply with COSHH Regulations (NI) as amended 2005
This will involve:

· Identifying the Hazards - H&S Advisor with the Directors / Operations Manager

· Conduct risk assessments - H&S Advisor with the Directors / Operation Managers

· Ensure that control measures are used and maintained - Safe procedures will be implemented by the Operations Managers and Supervised by the Area Supervisors.

· Provide appropriate training - by the Training Advisor/Area Supervisors or an external training provider that is qualified to do so.

· Training will also be provided by Area Supervisors at Induction for new operatives.

Chemical data sheets and Risk Assessments will be available at all sites and these along with safe methods of work statements are kept on file at            Sarah Jane Robinson House, Rathenraw Industrial Estate, Greystone Road, Antrim, BT41 2JS.

All materials will be stored in accordance with the manufacturer’s recommendations.

WASTE CONTROL

The Company will comply with the duty of care regulations governed by The Controlled Waste (Duty of Care) Regulations (Northern Ireland) 2002.

This covers waste collected, carried and disposed of by Robinson Services.
All other on site waste will be disposed of in accordance with client’s procedures and manufacturers recommendations.

(Please see Waste / Recycling Policy)

PERSONAL PROTECTIVE EQUIPMENT

Personal Protective equipment (PPE) includes overall, gloves, protective footwear, hard hats, dust masks, respirators, safety harnesses, and eye protection (glasses/goggles).  PPE will be issued to employees by the Supervising Manager when necessary.  The Health & Safety Advisor will monitor the appropriateness during audits.

DISPLAY SCREEN USERS

In order to comply with the Health & Safety (Display Screen Equipment) Regulations (NI) 1992, it is necessary to identify those employees who are “Users” of Display Screen Equipment.   A risk assessment will be conducted periodically and the findings reviewed to ensure action can be taken in a timely manner to provide a safe and comfortable environment for staff. 

NEW/EXPECTANT MOTHERS

Risk assessments will be carried out when the company is made aware of any New or expectant mothers.  Tasks will be reviewed and altered to ensure risk of injury to the mother and unborn child is minimised.  Rest periods will be increased and suitable facilities made available for breast feeding if necessary.
YOUNG WORKERS

Risk assessments will be carried out by the Health & Safety Officer before a young person under 18 years starts work.  Tasks which are prohibited will be clearly identified and suitable training and supervision provided.

MIGRANT WORKERS 
Risk assessments will be carried out for any worker who uses English as a second language.  Translations and pictorial training materials will be available for such workers to ensure their understanding of company and client Health & Safety procedures.
CONTACT WITH BODILY FLUIDS/CONTAMINATED SHARPS
Risk assessments are carried out on all situations that may involve employees coming into contact with bodily fluids.  Suitable clean up kits are put into sites with higher likelihood of occurrence.  Staff will be appropriately trained in the use of bodily fluid clean up kits as well as their own personal safety in line with company method statements.  Staff are also trained on the safe method of retrieving contaminated sharps and the procedures to follow on discovering them.
SUB-CONTRACTORS

Prior to engaging sub-contractors to work for the Company, the following criteria must be met:

· Appropriate level of insurance

· Reference checks conducted- verbally / telephone

· Agreement with Robinson Services “Instructions of Work, for Sub-Contractors” procedures.

· Compliance with customer satisfaction procedures.

· Compliance with PUWER Regulations
Sub-contractors will be audited with all off the above information along with relevant Training information requested annually with an exception to licences which will be requested bi-annually.
ADVICE AND CONSULTATION

When appropriate the Company will seek advice on Health & Safety matters from:

· Health & Safety Executive for Northern Ireland- 83 Ladas Drive, Belfast, BT6 9FR.

· The Environmental Health Office- Antrim Borough Council, The Steeple, Antrim, BT41.

· Sypol Ltd. – Elmwood House, 44-46 Elmwood Avenue, Belfast, BT9 6AZ

· Members of the Northern Ireland Safety Group
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