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POLICY SWIFTCLEAN

SWIFTCLEAN GROUP
HEALTH & SAFETY POLICY STATEMENT

This policy is that of the Swiftclean Group incorporating:-
Swiftclean (G.J. Nicholls and J.A. Argles trading as)
Swiftclean (UK) Ltd
Swiftclean (Midlands) Ltd

Any reference to “‘The Company’ refers to all of those listed above.

The Company recognises that under the Health & Safety at Work etc. Act 1974, it has a legal duty
to ensure, in so far as is reasonably practicable, the health, safety and welfare of all its
employees, visitors to its premises, its customers, members of the general public and any other
3rd party.

The Board of the Company accepts this duty and it will be their policy to attach proper importance
to those matters, recognising that HEALTH & SAFETY is a Management responsibility equal to
any other Management function.

The Board is therefore committed to the prevention of injury and ill health and continual
improvement in occupational health and safety and occupational health and safety performance.

In order to achieve this, the board have established measurable occupational health and safety
objectives which are regularly reviewed, updated and communicated to all staff.

Equally, it is the duty of each and every Employee to ensure that they comply with the above Act,
in so far as to protect themselves and others, including members of the general public, by their
acts and their omissions.

Co-operation between Management and Employees is essential to ensure that our joint
responsibilities to the Health & Safety at Work etc. Act 1974 occurs.

The Board believe that, with care and consideration on the part of all concerned, accidents to
persons and damage to property/plant/machinery would be kept to an absolute minimum.

To achieve this end, appropriate Health & Safety training will be given, as and when required.

Joint consultation between all concerned parties will take place as and when required, with at
least two meetings per annum including representatives of all departments, known as the Health
& Safety committee (see lines of reporting tree). It will be the responsibility of this committee to
ensure that reviews and development of this policy take place. Safety advice will be obtained
from membership of and consultation with the Heating Ventilation Contractors Association
(HVCA) who have specifically qualified individuals in this respect. All resources required to
ensure Health & Safety will be provided by the company.

It will be the responsibility of the Company to supply suitable protective clothing and equipment as
and when necessary. All Employees issued with the aforementioned equipment, are responsible
for keeping it in good condition and to report any loss or defect to a member of Management. In
the event of loss or extreme damage, replacements will be provided, the responsibility for
maintenance, inspection, testing and supply of PPE will be that of the Store Manager.
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POLICY SWIFTCLEAN

Prior to any contract commencing a specific contract risk assessment must be conducted by
either the sales consultant, surveyor or project supervisor, in all cases it will be the responsibility
of the project supervisor to ensure that all measures identified in the risk assessment to control
health & safety risk are strictly followed, monitored and reviewed and where possible risks are
avoided.

All individuals who use, Store or transport substances, hazardous to health must ensure
that an adequate COSHH assessment has been conducted on that substance and that
any necessary protective measures and precautions are strictly followed. COSHH
Assessments will be the responsibility of the Contracts Director.

Risk assessments must be conducted prior to the commencement of all contracts and it
will be the responsibility of the Contracts Manager to ensure that these are conducted by
the appropriate person in all cases.

The control and development of manual handling procedures with an aim to minimise the
risk of back strain or injury will be the responsibility of the Senior Project Supervisor.

Routes of access and egress must at all times be kept clear, free or any obstructions, slip
or trip hazards and where appropriate must have suitable hazard warning
barriers/signage.

The assessment of sub-contractors for suitable competence will be the responsibility of
the Contracts Manager, who will keep, update and review the companies approved list of
sub-contractors.

It will be the responsibility of all members of Management, and all employees to report to
their line manager all Health & Safety problems that they cannot rectify themselves.

The responsibility for Safety training, carrying out of site inspections, and the investigation
of accidents (where necessary in conjunction with client representatives and/or the Health
& Safety Executive) is that of Julia Argles (Director responsible for Health & Safety), who
is certified under the NEBOSH qualification (cert. No. C56277). The HR Director is
responsible for ensuring disciplinary action is taken against employees who have been
proven of making breaches of the health and safety policy and procedures.

Overall and final responsibility to the Board for the implementation of all Health & Safety
matters within the Company, is that of Mr G J Nicholls - Managing Director.

All line supervisors and members of management are ultimately responsible to Mr. G J
Nicholls for ensuring that all aspects of the Company Health & Safety policy, and the
Health & Safety at Work etc.. Act. 1974 (where applicable) are implemented in all areas
under their control.
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All personnel (Management and Employees) are issued with a copy of the Company’s
Health & Safety policy on joining the company and are required to familiarise themselves
with the contents of the Policy and in particular their individual responsibilities for
implementing the health & safety policy so as to conduct themselves in accordance with
the aforementioned requirements.

Further copies of the Health & Safety Policy statement are to be found at:-

1) HEAD OFFICE:-  Aviation Way,

Southend-on-Sea,

Essex,

SS2 6UN

Tel: (01702) 531221

Fax: (01702) 531220
2) With any member of the Health & Safety committee.
3). On company notice boards.
4). In the ISO file in ‘masters’ under the heading ‘Policies’
It is available for perusal at any reasonable time of the day.

This policy will be updated as and when required, but as a minimum annually and
amendments shown by a new revision number and the date, when such revisions take
place all members of staff will be informed by means of a notice placed on each of the
company notice boards. If individual responsibilities are changed then the individual(s)
concerned will be directly advised.

SIGNED e e

G.J. NICHOLLS: MANAGING DIRECTOR
(FOR AND ON BEHALF OF THE SWIFTCLEAN GROUP)

UP DATED: 5™ November 2011

Next review Due: November 2012
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POLICY ARRANGEMENTS

Employees shall not have access to plant/equipment/machinery/materials without prior proper
instruction and assessment of their competence in its use. All relevant manufacturer/supplier
information will be strictly adhered to and used in any required method statement.

Machinery guards will be kept in place at all times, unless there is no other alternative. Where
client machinery is being cleaned or maintained and guards have to be removed or where there
are moving parts with no guards, then the company will agree a safe method of work acceptable
to all. This may include permits to work or specific isolation procedures where the risk is
considered to be significant.

To assist a safe work-place, good housekeeping will be practiced at all times. This will minimise
the risk of accident and incident, including fire. Employees will follow specific client instructions
where evacuation and/or fire prevention methods have to be instigated.

If it is necessary to use heat to conduct any tasks (i.e. blow torches for plumbing) then all
combustible materials in the immediate vicinity must be cleared, any combustible items that are
fixed must be protected against the application of heat. Suitable portable fire extinguishers must
be available at each work area and the heat equipment shall be lit for as short a time as possible.
Immediately following and during the use of any heat a fire safety check shall be conducted to
discover smoke, smoldering or flames (including void spaces adjacent to works) and immediate
steps shall be taken to extinguish any smoke, smoldering or flames.

Where confined spaces have to be entered, all necessary precautions will be taken, inclusive of
gas detection monitoring equipment, forced ventilation and breathing apparatus where
appropriate. Whenever confined space working occurs, a competent operative will be in
attendance in the vicinity, “Safe side” and in regular contact or communication with the person(s)
working within the confined space. Each confined space operation will be subject to a specific
risk assessment and specific written method statements and adhered to by those undertaking the
task. Only persons trained and competent will be permitted to carry out confined space
operations.

Where working at height is necessary, including the use of scaffolding, edge protection, rope
access, fall restraint, steps, ladders, mechanical access equipment etc... a specific risk
assessment must be conducted and specific written method statements must be followed by staff.
Only staff competent and trained in the use of such equipment will be permitted to do so.
Adaptations/alterations to access equipment will only be carried out by qualified, competent
persons.

All accidents, injuries, diseases and dangerous occurrences will be reported to the relevant
authorities as required by Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 1995 (RIDDOR).

Personal injuries, diseases and dangerous occurrences will be recorded on accident report form
FO11 in accordance with the company procedure (POL023) in the Company accident record file.
All employees are required to report all accidents, incidence and dangerous occurrences so that
trends can be identified, procedures and methods reviewed and preventative action taken. The
file will be stored in the Contracts office and reviewed regularly by the Health & Safety committee.
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Accidents occurring on client premises will be reported to them and if necessary a copy of the
HSE forms F2508 or F2508A will be used as appropriate and forwarded for their files.

Suitable protective clothing and equipment is supplied by the Company and it is a
contractual requirement that employees use this when required.

The above satisfies the Personal Protective Equipment at Work Regulations 1992, and
the Control of Substances Hazardous to Health Regs (2002), however, the Company will
always strive to find safer alternatives where hazardous procedures and substances have
to be used.

The Company envisage that on customer sites welfare facilities will always be dealt with
on a shared basis, however when this is not the case, the Company will always provide
welfare facilities whenever required in line with its statutory duties (This includes welfare
facilities at Company premises).

The company recognises the Safety Representative and Safety Committee Regs (1977)
where management and employees meet to discuss health, safety and welfare concerns
and where current and new legislation is brought to the fore so that all concerned have
understanding of the same. Updated information is received from various sources, e.g..
Health & Safety Commission/Executive, H.M.S.0., The HVCA etc...

The need for planned and continued training is recognised by the company and as such
allows for employees to receive ongoing and refresher training. The company is
recognised as meeting the Investors In People (IIP) standard. Training systems, analysis
of skill requirements and evaluation of training form an integral part of this standard. It is
therefore important, to assist in achieving the Companies Health & Safety objectives, that
the company continues to be recognised as meeting the IIP standard.

Before employees are required to carry out a new task, an assessment of their
competence and suitability shall be undertaken by their line manager to identify any
training requirements. This training will be given to enable them to safely and effectively
undertake that task.

All training will be given by suitably qualified or competent personnel, and wherever
appropriate, professional training bodies will be used.

The company has made provision for site safety inspections, audits and accident
investigations.

A full and comprehensive contract risk assessment check- list is included in each
supervisor’s permanent file and shall be completed, in all cases, prior to each work shift
commencing.

Mobile site staff are issued with a first-aid kit for personal use, and sufficient first-aid
training has been given to enable them to administer personal treatment for minor
accidents.
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Standard procedure shall be followed for the following:-

- Personal protective equipment (P.P.E) training, enforcement and maintenance.
- Electrical safety of portable appliances.

- COSHH Assessments including Asbestos Awareness
- Emergency in the event of gas leak or collapse.

- Risk Assessments

- Accident investigation

- Accident reporting

- Training and Competency

- Audit and Reviews of Health & Safety Statement

- Working at Height

- Manual Handling

These can all be found within the appendix section of this policy.

These arrangements may change as required, by legislation or by client request, and the
amended copies will be forwarded to all relevant parties.
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RESPONSIBILITIES
FOR
IMPLEMENTING HEALTH &
SAFETY POLICY
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INDEX OF RESPONSIBILITIES FOR IMPLEMENTING GROUP
HEALTH AND SAFETY POLICY

A list of individual responsibilities supplementary to the safety policy statement are
detailed next

1. Director responsible for Health and Safety. (Contracts Director)
2. Directors.

3. Company Secretary.

4. Sales Account Manager’s & Surveying Team

5. Stores staff

6. Contracts Management Team.

7. Administration Staff. (Receptionist, Surveying, Quality, Sales & Marketing and
Accounts)

8. Site Supervisors & Assistant Supervisors.

9. Site Operatives.

10.  All other employees.

11.  All persons, other than employees, on Company Premises.
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DIRECTOR RESPONSIBLE FOR HEALTH & SAFETY

1.1

1.2

1.3

1.4

1.5

1.6

1.7

1.8

1.9

Formulate Company’s Health and Safety Policy and organisation.
Exercise responsibility for implementation of policy.
Organise and chair regular meetings of the Health and Safety committee.

Periodically assess the effectiveness of the policy and ensure that any necessary
changes are made.

Keep the Board informed of all major developments relating to health and safety at
work.

Ensure the Company’s safety records are produced at the end of each financial
year (Dec) and given to all members of the Board annually.

Set a good personal example

Ensure that company complies with all Health and Safety at Work Regulations.
Develop procedures for the recording and analysis of information on injuries,
diseases and dangerous occurrences and ensure that the relevant staff follow

these.

Keep up to date with the advice on legal requirements and Codes of Practice
affecting health and safety at work.

Assess development in procedures and practices in health and safety.

Initiate and be responsible for organisation of health and safety training within the
Company.

Recommend and establish suitable procedures and practices for the
implementation of the health and safety policy. Maintain and review as
appropriate.

Liaise with external organisations concerned with health and safety e.g. HSE,
ROSPA, Industrial Society, HVCA etc.

Initiate accident prevention awareness program and campaigns.

Prepare and revise as necessary a site safety guideline handbook and safety
literature.

Evaluate and act as necessary on any safety recommendations or suggestions
received.
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1.18 Foster within the Company an attitude that injury prevention and damage control
are an integral part of business and operational efficiency.

1.19 Make suggestions to improve procedures for making the Company’s Health and
Safety performance more effective.
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DIRECTORS

2.1 Initiate the Company’s policy and organisation for the prevention of injury, damage
and wastage.

2.2  Ensure that the Company’s health and Safety Policy is observed at all times.

2.3  Ensure that safety responsibilities are properly assigned and accepted at all levels
throughout the Company.

2.4  Co-operate with the Health & Safety Committee and give due consideration
to their advice and recommendations.

2.5 Take adirect interest in the Company’s Health and Safety programme and publicly
support all persons carrying it out.

2.6 Provide adequate staff, funds and equipment to meet health and safety
requirements.

2.7  Ensure that all levels of staff receive adequate and appropriate training.

2.8  Ensure effective communication so that the Company Health and Safety Policy
and procedures are understood at all levels.

2.9  Set agreed targets for the reduction of accident rates within the Company.

2.10 Appraise the safety performance, take necessary corrective action and feed back
details to the Contracts/Administration Director to enable her to publicise the
information.

2.11 Devise procedures to ensue that in the tendering and planning stages, allowance
is made for adequate facilities and equipment to avoid damage, injury and
wastage.

2.12 Insist that safe working practices are formulated and observed.

2.13 Appraise injury, damage and wastage performance, taking these factors into
consideration when assessing salary and promotion prospects.

2.14 Instigate proper accident reporting and investigation procedures which will
promote action to prevent recurrence.

2.15 Initiate formation of a Safety Committee. Periodically attend Health & Safety
Meetings.

2.16 Discipline those employees not following the Company’s Health and Safety Policy
and procedures.
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2.17

2.18

2.19

2.20

2.21

2.22

Ensure that persons are nominated as being responsible for risk assessments,
COSHH assessments, manual handling, and appointment of sub-contractors,
fire/lemergency procedures, safety inspections, equipment inspections and PPE.

Ensure that adequate welfare and first aid provisions are available at all sites and
at company offices.

Ensure that staff are made aware of the importance of reporting injuries, diseases
and dangerous occurrences. Conduct investigations of the aforementioned and
introduce/develop procedures to minimise risks of reoccurrence.

Ensure that training/induction takes place and that personnel under direct
supervision are competent, confident and suitably equipped in conducting tasks
assigned to them.

Set a good personal example.

Make suggestions to improve procedures for making the Company’s health and
safety performance more effective.
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COMPANY SECRETARY

3.1 Understand the Company’s Health and Safety Policy and ensure that it is
observed at all times.

3.2 Ensu_re there are suitable arrangements for monitoring health and safety in office
premises.

3.3  Ensure that adequate first aid facilities are available in office premises.

3.4  Ensure there is adequate fire fighting equipment and that it is regularly maintained.

3.5 Arrange six monthly fire drills.

3.6 Liaise with Directors to ensure office staff are suitably trained in health and safety
matters.

3.7  Attend Safety Meetings as required.

3.8  Set a good personal example.

3.9 Make suggestions to improve procedures for making the Company’s health and

safety performance more effective.
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SALES ACCOUNT MANAGERS AND SURVEYING TEAM

4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.8

4.9

4.10

4.11

4.12

4.13

4.14

4.15
4.16

Understand the Company’s Health and Safety Policy and ensure that it is observed at all
times.

Co-operative with the Health and Safety Committee and give due consideration to
their advice and recommendations.

Ensure that you understand the broad requirements of Health and Safety legislation.
When surveying give full consideration to a safe method of working and the safe operation
and maintenance of equipment before costing, ensuring that adequate budgets are
formulated taking all necessary health and safety risk control costs into account.

Inform customer of the need for detailed surveys in order to protect his interests under the
Health and Safety at Work Act etc. Act 1974.

Liaise with customer to clearly establish any special precautions to be taken whilst
working on his/her premises and note any special permits to work system required.

Ensure that a safe method of working and a list of equipment required is detailed on to
method statements.

If you see any hazardous condition, report it to the customer immediately.

Conduct or assist in conducting risk assessments prior to commencement of works and as
necessary.

Attend Safety Meetings as required.

Carry out periodic visits to sites and ensure that the health and safety policy and
procedures are being followed.

Ensure that any staff under your supervision receive adequate training, coaching and
discipline as necessary and that they are confident, competent and suitably equipped in
conducting any tasks or procedures necessary for the proper performance of their duties.
In the event of accidents, diseases or dangerous occurrences ensure that the company
procedures are followed in terms of accident reporting and assist any staff as necessary
with accident investigations.

Ensure that arrangements are made for staff welfare facilities on client sites during times
when our staff need to attend client premises.

Set a good personal example.

Make suggestions to improve procedures for making the Company’s health and safety
performance more effective.
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STORES STAFF

5.1

5.2

5.3

54

5.5

5.6

5.7

5.8

5.9

5.10

5.11

Understand the Company’s Health and Safety Policy and Ensure that it is
observed at all times.

Make arrangements for bringing to the attention of any supplier of articles or
substances to the Company, that their duty is to ensure that either:-

a) the articles or substances are safe and without risks to health;
OR

b) that adequate information is supplied to the Company about conditions of use
which are necessary to ensure that the articles and substances will be safe and
without risks to health when properly used.

Make arrangements for bringing to the attention of any person who erects or
installs on the Company’s premises or operational sites any articles for use at
work, that person’s duty to ensure that nothing about the way in which the article is
erected or installed makes it unsafe or a risk to health when properly used.

Ensure that information supplied to the Company about the Hazards which may be
encountered and the precautions which must be taken in connection with any
articles, services or substances purchased by the Company is passed to the
Contracts Director and to the persons who will prepare contract

budgets, use transport or store the articles, substances or services as
appropriate..

Check that all plant and equipment, issued by the company (hired or owned), is in
good condition and suitable for the purpose intended.

Ensure that regular maintenance of equipment and safety inspections are
conducted on all company plant, equipment and personal protective
equipment. Conduct or arrange for repairs or order replacements as
necessary and prohibit the use of any unsafe items.

Ensure that all chemicals and substances are stored in the appropriate manner,
taking into account the COSHH assessment.

Attend Safety Meetings as required.

Ensure that all portable electrical appliances are tested and maintained in
accordance with the current regulations and a suitable record of this is kept.

Set a good personal example.

Make suggestions to improve procedures for making the Company’s health and
safety performance more effective.
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CONTRACTS MANAGEMENT TEAM

6.1 Understand the Company’s Health and Safety Policy and ensure that it is
observed at all times

6.2  Co-operate with the Health and Safety Committee and Director responsible for
health and safety and give due consideration to their advice and
recommendations.

6.3  Assist in the investigation of accidents, diseases and dangerous occurrences in
co-operation with the Director responsible for Health and Safety and take
necessary action to prevent repetition. Complete necessary documentation.

6.4 Inform Director responsible for Health and Safety when considering use of
unusual processes, materials or equipment.

6.5 Liaise with any sub-contractor's employees and offer them all practicable facilities
to ensure their Health and Safety, ensure that the Health and Safety Policies of
sub-contractors working on our sites are available and checked before their work
commences

6.6  Ensure that sub-contractor's employees are made aware of the Company Health
and Safety policy and individual responsibilities to protect the health and safety of
themselves, Company employees and any 3rd parties.

6.7 Organise work so that it is carried out to the required standard with minimum risk
to employees, equipment, materials and 3rd patrties.

6.8  Ensure that employees understand how to use equipment and have sufficient
training and ability to operate plant and undertake tasks correctly, safely,
confidently and competently.

6.9 Report any defect to customer’s premises, plant or equipment provided by him
which prevents work being carried out safely and efficiently. Inform customer and
our Director responsible for Health and Safety immediately.

6.10 Make sure that protective clothing is available where necessary.

6.11 Give all Supervisors precise instructions on their responsibilities, so that they can
select the correct method of working on site.

6.12 Ensure that all employees are made fully aware of any unusual or specific hazard
that they may meet on site and of any permit to work system required.

6.13 Ensure that all site staff are aware of and fully understand their individual Health
and Safety responsibilities and that of others.
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6.14

6.15

6.16

6.17

6.18

6.19

6.20

6.21

6.22

Arrange pre-contract briefings and/or meetings as necessary with client’s
representative, supervisors and sub-contractors (as appropriate) to discuss their
working methods and other site requirements.

Supply to the Director responsible for Health and Safety appropriate information
concerning accidents, diseases or dangerous occurrences, including all necessary
documentation (as company procedure).

Regularly assess the competence and confidence of all site personnel and
recommend the need for any special training or retraining.

Ensure that risk assessments are conducted by the appropriate person prior to the
commencement of each contract.

Be responsible for fire and emergency procedures at company premises.

Ensure that accident books, fire extinguishers, first aid boxes (adequately stocked)
are available on all company site vehicles and at company premises.

Attend Safety Meetings as required.
Set a good personal example.

Make suggestions to improve procedures for making the Company’s health and
safety performance more effective.

Page 18 of 37

REVISION No. 5 5/11/2011  DEPT: ALL REF: POL005



POLICY SWIFTCLEAN

ADMINISTRATION TEAM INCLUDING RECEPTION, SURVEYING, QUALITY,
ACCOUNTS, SALES & MARKETING

7.1

7.2

7.3

7.4

7.5.

7.6

7.7

7.8

Understand the Company’s Health and Safety Policy and ensure that it is
observed at all times.

Comply with any instructions given to you and the Statutory Notices which are
displayed or issued.

Know the correct procedure to act upon in the case of fire, including the route you
are to take to leave the building.

If you see a hazard or anything that could be a danger, report it to your immediate
line manager.

Refrain from any behavior that may cause an accident or injury to yourself or
others.

Attend Safety Meetings as required.
Set a good personal example.

Make suggestions to improve procedures for making the Company’s health and
safety performance more effective.

Page 19 of 37

REVISION No. 5 5/11/2011  DEPT: ALL REF: POL005



POLICY SWIFTCLEAN

SITE SUPERVISORS & ASSISTANT SUPERVISORS

8.1.

8.2.

8.3

8.4

8.5

8.6

8.7

8.8.

8.9

8.10

8.11

8.12

8.13

Understand the Company’s Health and Safety Policy and ensure that it is
observed at all times.

Be familiar with Health and Safety Regulations, Company and clients rules and
insist that they are observed at all times.

Prior to starting each new contract undertake a risk assessment or if one has been
prepared on your behalf then check that all risks have been noted. Try to avoid
risks where possible or otherwise implement control measures to limit the health
and safety risk to both staff and others. Check each working shift incase conditions
have changed, if necessary update risk assessment and inform staff as necessary.

Do not ask or permit operatives or any staff to take unnecessary risks.
Include safety instructions in routine orders and see that they are obeyed.

Ensure that operatives understand and follow any special instructions concerning
risk control measures and methods of working stated on the tender document and
use of any safety equipment provided.

Make operatives aware of the need to watch out for and report any temporary or
permanent alterations to the premises since the last visit which may affect safe
access or method of working.

Ensure that operatives have and use all the correct and necessary equipment to
carry out the work safely and efficiently.

Make all staff under your control aware that it will be the duty of any employee
who is required to operate any equipment with which they are unfamiliar to make
this fact known to their supervisors so that training can be given.

Report all damage to, or defects in, plant or equipment.

Report any defect to customer’s premises, plant or equipment provided by him
which prevents work being carried out safely and effectively. Inform customer and
Contracts Management team immediately.

Where Health and Safety Regulation, Company rules or manufacture’s instructions
require it, ensure that special precautions are followed and that personal protective
equipment (P.P.E.) is used.

Discipline those who constantly fail to consider their own well being and that of
others and notify line manager accordingly.
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8.14

8.15

8.16

8.17

8.18

8.19

8.20

8.21

Ensure as far as is practicable, that areas open to members of the public are safe
and without risk of health, using safety signs and barriers as appropriate.

Arrange delivery and storage of materials or plant safely, plan and maintain a tidy
work place and vehicle.

Know what to do in the event of fire on the Company’s premises or on customer’s
premises in which you are working, ensuring that you and your staff are fully aware
of evacuation routes and procedures.

Ensure that chemicals and substances are transported, stored and used taking
into account the relevant COSHH assessment and that all staff are aware of the
necessary precautions.

Ensure that when manual handling that lifting is done safely and that no individual
is asked to lift more than they can reasonably cope with to limit the risk of injury.

Attend Safety Meetings as required.

Set a good personal example.

Make suggestions to improve procedures for making the Company’s health and
safety performance more effective.
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SITE OPERATIVE

9.1 Understand the Company’s Health & Safety Policy and observe it at all times.

9.2. Be familiar with Company and customer’s rules and follow them at all times.

9.3  Avoid improvising or taking short cuts which might involve unnecessary risks.

9.4. Understand and follow all safety instructions given, carry out any special
instructions and methods of working stated in tender documents and use any
safety equipment provided, including personal protective equipment (safety boots,
protective eye goggles, protective suites, ear defenders, gloves etc...)

9.5. Watch out for and report any temporary or permanent alterations to the premises
or cleaning specification since the last visit which may affect safe access or

method of working.

9.6. If in your opinion, it appears unsafe to carry out the allotted work for any reason at
all, report back to your supervisor to enable the situation to be investigated.

9.7.  Warn new employees of any known hazards.

9.8  Only carry out work when all the correct and necessary equipment is available to
work safely and effectively.

9.9 It will be the duty of any employee who is required to operate any equipment, with
which they are unfamiliar to make this fact known to their supervisor so that
training can be given.

9.10 Report to your supervisor all damage to, or defects in, plant or equipment.

9.11 Report to your supervisor any defects to customer’s premises, or to permanent
equipment, provided by them, which prevents the work being carried out safely
and effectively.

9.12 Ensure that you do not commence work on any site until your supervisor has
under taken a risk assessment and has advised you of the precautions required.

9.13 When manual handling, ensure that you do not attempt to lift anything that is too
heavy, which could cause injury?

9.14 Ensure when you use substances or chemicals that your supervisor has explained
the necessary precautions as identified by the COSHH assessment.

9.15 Ensure that access and egress (routes in and out of buildings) are not obstructed
by any of your acts or omissions.
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9.16

9.17

9.18

9.19

9.20

9.21

Where Health and Safety Regulations, Company rules or manufacturer’s
instructions require it, follow any special precautions and use P.P.E.

Report all accidents, diseases and dangerous occurrences and give full co-
operation to anyone carrying out investigations.

Refrain from horseplay and from abusing Welfare Facilities.
Attend Safety Meetings as required.
Set a good personal example.

Make suggestions to improve procedures for making the Company’s health and
safety performance more effective.
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ALL OTHER EMPLOYEES

10.1

10.2

10.3

10.4

10.5

10.6

10.7

10.8

10.9

10.10

10.11

10.12

10.13

10.14

Act at all times with due care for the health and safety of the other workers and the
general public.

Understand and observe the provisions of the Health and Safety at Work Act and
Company rules and instructions.

Co-operate with the Company as far as is necessary to enable the provisions of
the Act to be carried out.

Do not interfere with or misuse anything provided in the interest of health, safety
and welfare.

Notify your immediate line manager of any situations considered to be a hazard to
yourselves or others.

Correctly use any safety equipment or protective clothing as instructed.

Be aware of risks to your health which may arise from processes in which you are
involved.

It will be the duty of any employee who is required to operate any equipment with
which they are unfamiliar to make this fact known to their line manager so that
training can be given.

Report all accidents, diseases or dangerous occurrences to your immediate line
manager.

Know what to do in the event of fire on the Company’s premises or on customer’s
premises in which you are working.

Refrain from horseplay and from abusing Welfare Facilities.
Attend Safety Meetings as required.
Set a good personal example.

Make suggestions to improve procedures for making the Company’s health and
safety performance more effective.
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ALL PERSONS, OTHER THAN EMPLOYEES, ON THE COMPANY
PREMISES

11.1  Observe the Company safety rules and the instructions given by persons enforcing
the company Safety Policy.

11.2  Work on Company premises must not be started until all relevant safety rules are
read, understood and accepted.

11.3. Before starting work on Company’s premises show proof of full insurance cover for
all risks.

11.4 Liaise with a representative of the Company before starting on work on the
Company’s premises.

11.5 Notify the Company of any processes or materials which will be used that may
present a hazard to the health and safety of the Company’s employees.

11.6 Notify the Company of any hazards that may be encountered in obtaining a safe
means of access and egress whilst on Company’s premises.

11.7 Do not interfere with or misuse anything provided in the interests of health, safety
and welfare.

11.8 Refrain from entering any restricted area.
11.9 Sign in and out of visitor's book.

11.10 Make suggestions to improve procedures for making the Company’s health and
safety performance more effective.
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SWIFTCLEAN GROUP

LINES OF REPORTING

BOARD of DIRECTORS STRUCTURE

Gary J Nicholls
Group Managing Director (01)

Julia Argles | |
Group Contracts Director inc Mark Leadbetter Martin Hembling
: . HR Director G Sales
H&S, Quality & Training roup sa
(Company Director) (02) Director. MARKETING ACCOUNTS
| ‘
SURVEYOR CONTRACTS |
Paul Downing
.. Managing Director
Tram_mg & STORES (Swiftclean Midlands
Quality Division)
SALES
Key

Members of the Health and Safety Committee are indicated in Red
Number in brackets after each title indicates the job description reference

Nominated Fire Marshalls are indicated in Pink
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SALES, MARKETING &ACCOUNTS

Group Contracts

Group Managing Director (Gary Nicholls)

Director Group Sales ;
(Julia Argles) Direclior Marketing Manager (Cérgl p Fihance Manager
(MH) (06)
Managing Director PA to Sales Director (KT) ’7
Swiftclean Midlands Division aT)
(PD)
Accounts
‘ Assistant
(KN)
Accounts
Area Sales Area Sales Admin
Area Sales Manager Manager (JH)
Manager (ES) (JB)
(RW)
Estimator/ Office
Co-ordinator
(PS)
Area Account Area Account Area Account Area Account Area Account Area Account
Manager Manager Manager Manager Manager Manager
) (PT) (TBA) (BD) (AC) (EC)
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CONTRACTS, SURVEYING & STORES

Julia Argles
|
‘ Group Contract
Stores Manager (02 Group Head of Manager (10)
L S Surveying —— Surveying Admin Support (AC)
Trmn¥ng & . (AH) (AS)
Quality Assistant
(LB) .
Stores Assistant ) | Contracts UK Project Supervisor
(DE) Midlands Surveying (JE),
T BSH Co-ordinator (
S
Admin / ISO (Il:;;/eyor Surveyor
Co-ordinator [SJK BSH (ME)
EW urveyor
(EW) (CU) .
—— Midlands
BSH Contracts
Surveyor Co-ordinator Receptionist/ UK Operatives
UK BSH (NW) (KM) Contracts (CR), (RLy), JH), (MP), (SB),
UK BSH Surveyor Admin (HR), (TH), (PF), (DF), (GO),
Surveyor (AT) (LF) (AW), (JH)
(SG) L8 Surveyor
(TBA) ) . .
Midlands Project Supervisor (17)

(W), (DW)
Vehicle Technician (11)

(MB) |

Midlands Operatives (20)
(RC), (SL), (CB), (MS),
(GG)
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APPENDIX

INCLUDING:-

- P.P.E. System for training, enforcement and maintenance
- System for electrical safety of portable appliances

- Emergency procedure for gas leak or collapse

- Training and Competency

- Audit and Review of Health and Safety Statement

- Manual Handling

- COSHH ASSESSMENT

- Risk assessment standard forms

(Doc Ref: FO06)

- Accident Investigation
(Doc Ref: POL023)

Page 31 of 37
REVISION No. 5 5/11/2011  DEPT: ALL REF: POL005



POLICY SWIFTCLEAN

PERSONAL PROTECTIVE EQUIPMENT (PPE) SYSTEMS FOR TRAINING,
ENFORCEMENT & MAINTENANCE

TRAINING

1. The use and maintenance of P.P.E. is covered in our standard site staff
induction/re-induction courses.

2. The P.P.E. training course is carried out by our company Contracts Management
Team.
3. Specialist training is carried out in association with equipment suppliers i.e. use of

breathing apparatus, use of rope access equipment, confined space entry, etc...

4. The P.P.E. in house training course covers the use and maintenance of the
following:-

TYPE OF PROTECTION TYPE OF EQUIPMENT COVERED

Eye - Visors, goggles etc.

Foot - Hard toe cap boots, chemical resistant boots,
high pressure water boots.

Ear - Ear defenders, ear plugs.

Fall Arrest - Harness awareness, ladders, towers &
scaffolding.

Skin - Gauntlets, gloves and suites

Respiratory - Dust masks, breathing apparatus

Head - Hard hats

Back - Lifting techniques

Body - Fluorescent suites for un-lit areas.

NOTE: All P.P.E. is provided to employees free of charge.

ENFORCEMENT
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Correct use and care of P.P.E. is monitored on site on a day to day basis by the
site supervisors responsible for that site, as is coaching in the correct use of P.P.E.

2. Spot checks are conducted by company Surveyors.

3. Incorrect use, abuse or disregard to the use of P.P.E. is regarded as a disciplinary
offence and will be treated in accordance with our disciplinary policy.

MAINTENANCE

1. All P.P.E. requiring periodic maintenance is detailed on company P.P.E. register.

2. Maintenance and inspection of defects are carried out on a planned basis in
accordance with manufacturers’ recommendations. The Stores Manager calls in
P.P.E. when required for maintenance.

3. The users of equipment shall visually inspect on a day to day basis.

4. Defects found will render any P.P.E. inoperative until repairs are carried out. If
P.P.E. is not reparable then replacements will be provided.

5. Full records of P.P.E. maintenance must be kept by the Stores Manager and
periodically inspected by the health & safety committee.

REGULATIONS

All procedures must comply with the personal protective equipment at work
regulations 1992 L25.
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SYSTEM FOR ELECTRICAL SAFETY OF PORTABLE APPLIANCES

1. All portable electrical appliances owned by the company must be given a unique
identification number and then added to the companies equipment register.

2. Companies equipment register should after the unique identification number,
include the storage location, position, serial number, model, manufacturers,
supplier, date of purchase and class (1 or 2).

3. Each appliance must have an annual inspection and maintenance schedule added
to the company equipment care log book. The schedule must comply with the
manufacturers’ recommendations and the electricity at work regulations.

4. The maintenance must include a periodic inspection and test with a portable
appliance tester. If the appliance has an earth wire then class 1 test should be
conducted if not then class 2 test.

5. Any defects identified by the inspection/test must be rectified prior to the appliance
being put back into operation.

6. All results must be recorded in the equipment care log book and a label must be
fixed to the appliance indicating when the next test is due.
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EMERGENCY PROCEDURE FOR GAS LEAK OR COLLAPSE

If a gas leak occurs then follow procedure below:-

1. Extinguish any naked flames and cigarettes.

2. If possible, turn off gas supply, assuming that you are not exposing yourself to risk
in doing so.

3. If not possible to turn off supply then evacuate area ensure that persons do not

enter the area and notify gas supply company and clients representative.

4, Do not return to area until given clearance by client.

If collapse occurs then follow procedure below:-

1. If any personnel are injured following incident then notify first aider.

2. If injury is serious or person(s) are trapped then notify emergency services.
3. Evacuate area and report to client’s representative.

4, Do not return to area until given clearance by client.
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TRAINING & COMPETENCY

The training record and competency assessment table (Skills Chart) was drawn up by
defining the services we offer.

Bi-annually Site Supervisors are asked to grade themselves and the Assistant
Supervisors, Operatives. The grading for 2010 is as follows:-

1. New recruitment with no experience: Requiring training - In house & external

2. Basic Knowledge: Requiring training - in house & external

3. Experienced: Requiring coaching

4. Very Experienced: Refreshers / updates as and when
required

The Contracts Director reviews the grades put forward for all site staff to agree an
accurate assessment of each individual.

Obviously it is not necessary for all staff to be trained in all services. We need a spread
of skills to be able to fulfill the contracts we have at any one time. If the demand for a
particular service increases and we do not have sufficient people trained in that area, it is
identified by the Contracts team who program in the work and monitors the level / type of
work being undertaken.

These skills shortages are then brought to the Director’s attention who will approve
training to be carried out. Objectives are set for the training and the individual to be
trained is chosen.

Training records are logged against each employee’s personnel record file.
Our Training and Career development Policy (Doc Ref: POL036) can be found in the ISO
file.

AUDIT AND REVIEWS OF HEALTH & SAFETY STATEMENT

The Director responsible for Health & Safety and the Contracts Management Team will
issue safety documentation, as required. Also a permanent Company Hand Book is
issued to all Supervisors, which includes all main documents for site operations, as well
as section on all Health & Safety issues, i.e. Risk Assessments, Method Statements,
COSHH data, Health and Safety procedures, Regulations and so on.

The documents issued in this folder are strictly controlled by the Contracts Director and
the Quality Administrator. Each document issued has a number and date of issue and
each update is issued with instructions on whether to dispose of the previous issue, or to
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file. All folders are signed for by the supervisor and are regularly reviewed at the
Supervisors meetings and the Health & Safety meetings.

MANUAL HANDLING

Manual handling risks are considered prior to each work activity. The method of work is
adapted to minimise manual handling risks wherever possible, including use of alternative
lifting and carrying methods. Our employees are advised not to manually handle loads
which they feel incapable of moving safely.

We are licensed training providers for the HVCA’s “Working Safely in M&E” course and
manual handling is covered at depth in this course.

Our Contracts Management Team carry out tool box talks with site staff — see attached
copy of tool box talk no. 4.

COSHH - HAZARDOUS SUBSTANCES

The risks associated with hazardous substances are considered for all work activities.
Alternative less harmful substances are used wherever possible. In case of risks to
health, PPE is provided and used by employees, and health surveillance undertaken
where necessary. Before any hazardous substances are used during a work process, a
material safety data sheet (MSDS) will be requested from the supplier and an appropriate
assessment made of the risks from that substance undertaken by Sypol through our
subscription to COSHH Assessments through the HVCA and in line with the Control of
Substances Hazardous to Health Regulations (COSHH). Copies of MSDS and COSHH
Assessments are issued to all supervisors in their Company Hand Book. An inventory of
all substances and materials hazardous to health is held at head office with in the ISO
file.

Page 37 of 37
REVISION No. 5 5/11/2011  DEPT: ALL REF: POL005



