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1.0 GENERAL STATEMENT OF POLICY  
 
 
 1.1 It is the policy of the Company to provide a safe and healthy working environment for employees and 

other workers, on the Company's premises or on location as required by Section 2 (3) of the Health 
and Safety at Work Etc. Act 1974. 

 1.2 This policy also extends to the General Public who are in contact with the Company's operations 
either as visitors or in the proximity of location productions. 

 1.3 The Company is fully aware that Health and Safety issues are not static. In this light, the Company 
will regularly review and update existing Safety procedures on an annual basis to bring them into line 
with changes in Safety legislation or working practices. 

 1.4 The policy is signed by the Managing Director of HSL Group Holdings Ltd. 
 1.5 This policy statement will be brought to the attention of all HSL’s employees whenever it is 

significantly revised and to any other parties i.e. Contractors, thought to require such information. 
 

 
2.0 DUTIES and RESPONSIBILITIES 
 
2.1 Managing Director 
 

2.1.1 Be conversant with the Statutory Instruments applicable to the Company’s undertakings. 
2.1.2 Appoint a person responsible for Health, Safety and Welfare in the Company. 
2.1.3 Ensure sufficient funds and resources are made available to fully implement the policy. 
2.1.4 Reprimand any employee failing to satisfactorily discharge their individual responsibilities. 

 
2.2   Technical Director 
 

2.2.1 Be conversant with the Statutory Instruments applicable to the Company’s undertakings. 
2.2.2 Establish and maintain the Company Policy for Health, Safety and Welfare and ensure it is brought to 

the attention of all employees. 
2.2.3 Allocate the funds and resources made available for implementation of the policy. 
2.2.4 Implement and monitor the administration of the policy, their individual responsibilities and those of 

their subordinates. 
2.2.5  
2.2.6 Ensure risk assessments are undertaken as necessary.  
2.2.7 Ensure that appropriate training is given as required. 
2.2.8 Ensure that sound working practices are implemented and observed. 
2.2.9 Ensure that personal protective equipment is available and used as necessary. 
2.2.10  
2.2.11 Liaise with outside bodies involved in accident prevention, risk management and promotion of a risk 

free working environment and with the statutory authorities in health, safety and welfare matters.  
2.2.12 Conduct regular meetings with departmental managers to discuss health, safety and welfare matters. 
2.2.13 Ensure regular maintenance of fire alarms and extinguishers, conduct periodic fire evacuation drills 

and monitor fire evacuation routes. 
2.2.14 Commend those who by action or suggestion help reduce health and safety hazards. 
2.2.15 Reprimand any employee failing to satisfactorily discharge their individual responsibilities. 
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2.3     Health & Safety Manager 
2.3.1 Arrange and monitor renewal of all necessary insurances and fire certification. 
2.3.2 Monitor provision of necessary welfare arrangements.  
2.3.3 Ensure first aid facilities are available and an accident book maintained. 
2.3.4 Maintain a system of accident and incident reporting in line with relevant regulations. 
2.3.5 Ensure periodic testing of fire alarm and fire evacuation procedures are required. 
2.3.6 Institute a method of reporting, investigation and analysis of any hazards or incidents with the object 

of minimising risk in the working environment. 
2.3.7 Ensure that sound working practices are implemented and observed. 
2.3.8    Ensure that appropriate Health and Safety training is given as required. 
2.3.9    Ensure all management and supervisory staff, are aware of the content of the policy, their individual       

responsibilities and those of their subordinates. 
2.3.10  Read and understand the Company Policy for Health, Safety and Welfare, ensure it is brought to the                   

attention of all employees under your supervision and implemented for work undertaken on site. 
2.3.11  Understand the broad requirements of the regulations and legislation governing the Company’s work 

on site. 
2.3.12  Ensure lifting operations and the use and maintenance of equipment satisfies the requirements of the    

Lifting Operations & Lifting Equipment Regulations 1998. 
2.3.13   Ensure there is liaison on health, safety and welfare matters between the Company and others working  

on site. 
2.3.14  Ensure satisfactory arrangements are in place for the provisions of first aid and welfare facilities on 

site. 
2.3.15   Undertake ‘on site’ risk assessments as necessary. 
2.3.16  Plan work so as to minimise the requirement for potentially hazardous activities such as working at 

heights. 
2.3.17  Employ mechanical handling and hoisting methods wherever possible to minimise the requirement for 

manual handling. 
2.3.18   Implement and observe safe methods of work ensuring employees do not take any unnecessary risks. 
2.3.19   Incorporate safety instructions in routine work orders. 
2.3.20   Ensure that personal protective equipment is available and used on site when required. 
2.3.21   Do not allow any employee to work while under the influence of drink or drugs. 
2.3.22 Reprimand / Report to Technical Director any employee failing to satisfactorily discharge their 

individual responsibilities. 
2.3.23  Set a personal example. 

 
2.4 Warehouse Manager. 

2.4.1 Read and understand the Company Policy for Health, Safety and Welfare, ensure it is brought to the 
attention of all employees under your supervision. 

2.4.2 Ensure employees under your control understand their personal responsibilities and are not required 
nor permitted to take unnecessary risks. 

2.4.3 Organise and maintain a safe and tidy working environment. 
2.4.4 Plan storage so as to avoid double handling.  Take heed of storage requirements for hazardous 

materials. 
2.4.5 Employ mechanical handling and hoisting methods wherever practicable to minimise the requirement 

for manual handling. 
2.4.6 Incorporate safety instructions in routine work orders. 
2.4.7 Monitor equipment for defects, which may give, rise to a safety hazard. 
2.4.8 Ensure work equipment is regularly maintained and keep records as necessary. 
2.4.9 Keep fire escape routes clear at all times. 
2.4.10 Look for and suggest ways of elimination hazards and improving safety. 
2.4.11 Where departments interface, liaise with other managers on health and safety matters. 
2.4.12 Do not allow any employee to work while under the influence of drink or drugs. 
2.4.13 Reprimand any employee failing to satisfactorily discharge their individual responsibilities. 
2.4.14 Set a personal example. 
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2.5���� General Manager ����
����

2.5.1 Read and understand the Company Policy for Health, Safety and Welfare, ensure it is brought to the 
attention of all employees under your supervision. 

2.5.2 Understand the broad requirements of the statutory regulation governing work in offices and 
workshops 

2.5.3 Ensure a safe and tidy working environment in the building. 
2.5.4 Arrange training, if required, for employees in the use of the any machinery or special processes that 

may be used. 
2.5.5 Arrange and monitor renewal of all necessary insurances and fire certification. 
2.5.6 Monitor provision of necessary welfare arrangements.  
2.5.7 Ensure first aid facilities are available and an accident book maintained. 
2.5.8 Maintain a system of accident and incident reporting in line with relevant regulations. 
2.5.9 Ensure periodic testing of fire alarm and fire evacuation procedures are required. 
2.5.10 Maintain a record of employee absence due to ill health and monitor recurrences.  
2.5.11 Keep a visitors book and ensure visitors are placed in the care of a manager or supervisor whilst on 

the Company premises. 
2.5.12 Set a personal example.�

����
����
2.6      All Employees. 

����
2.6.1 Read, understand and abide by the Company Policy for Health, Safety and Welfare. 
2.6.2 Work in a safe manner at all times minimising the risk to yourself and others.  
2.6.3 Report to your supervisor any hazard you cannot immediately rectify yourself. 
2.6.4 Advise the Company of any prevailing medical condition, which may be affected by your work or 

may cause potential hazards to others in the workplace. 
2.6.5 Advise others particularly newcomers to any known hazards 
2.6.6 Wear personal protective equipment when required 
2.6.7 Only use the correct tools and work equipment for the job and maintain them in good condition. 
2.6.8 Maintain a tidy personal working environment. 
2.6.9 Only use work equipment for the purpose for which it was intended. 
2.6.10 Do not operate any work equipment unless you have been trained in its operation. 
2.6.11 Report defects in work equipment to your supervisor immediately. 
2.6.12 Report any injury at work, however minor. 
2.6.13 Do not indulge in horseplay or practical jokes. 
2.6.14 Do not abuse the welfare facilities provided and report any person seen doing so. 
2.6.15 So not report for or continue to work while under the influence of drink or drugs. 
2.6.16 Suggest ways of eliminating hazards and improving safety.�

�
����
����
����
����
����
����
����
����
����
����
����
����
����
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����
����
2.7.1 Company Vehicle Drivers. 

����
‘Company vehicle’ means any vehicle owned by, hired by, loaned to or operated by the company 
irrespective of whether or not it is in use on Company business. 

�
2.7.1 Do not drive or permit others to drive any Company business. 
2.7.2 A Company vehicle is a place of work 
2.7.3 Ensure you hold a valid licence for the vehicle you drive. 
2.7.4 Do not drive if unfit through drink or drugs, prescribed or otherwise, if unfit through illness or if 

insufficiently rested to do so safely.  
2.7.5 Make daily inspections of the vehicle and report any defects that you cannot rectify immediately. 
2.7.6 Before setting off ensure any load is secured and the vehicle is not overloaded. 
2.7.7 Drive in accordance with the current Road Traffic Legislation and Highway Code at all times. 
2.7.8 Make use of a banks man when manoeuvring in confined spaces particularly on site or on the 

Company’s premises. 
2.7.9 Report all accidents and damage to the vehicle, however minor. 
2.7.10 Report all traffic violations, parking offences or any other incidents, which may or may not result in 

prosecution. Any legal penalty imposed on the driver of a Company vehicle, (including parking 
penalty) must be discharged by the driver. Should the penalty revert to the company as vehicle keeper 
or operator then the penalty may be discharged by the Company as agent for the driver and 
subsequently deducted from any payment due to the driver from the Company.��

�
�
2.7.2 First Aiders / Insurance Cover 
����

2.8.1 Ensure that they keep abreast of all developments in the field of first aid     
2.8.2 Notify the Health & Safety Manager at least 6 months prior to the expiry of their certificate. 
2.8.3 Ensure that first aid boxes are correctly stocked. 
2.8.4 Ensure that all injury accidents (they are called upon to treat) are notified to the Health and Safety 

Manager. 
2.8.5 HSL Group Holdings Ltd shall have sufficient Employers Liability and Public Liability Insurance���

Ensure provisions for off site first aid as and when necessary�
����
����
����
����
����
����
����
����
����
����
����
����
����
����
����
����
����
����
����
����
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����
����
3.0 SAFETY REQUIREMENTS 
����

3.1 The Company will use technical / qualified personnel, sufficient in number and quality to ensure that 
its concern for health, safety and environment is based on the necessary standard of knowledge and 
competence. 

3.2 All employees will be instructed in their duties and their standard of training will be that necessary to 
achieve safe working. Retraining and validation will take place as required to ensure that the standard 
of safety and protection of health is maintained. 

3.3 In general, work involving the use of hazardous substances will be carried out according to properly 
written instructions specifying the precautions to be taken to eliminate or minimise risks to the health 
and safety of the personnel involved and to that environment. Any exceptions to this will be carried 
out according to the generally accepted good practices and within statutory law of the work activity 
involved and in such a way as to maintain a healthy and safe environment for all. 

3.4 The design, construction and the operating maintenance procedures of all workplaces and activities 
will be assessed and be shown to be to acceptable Health and Safety standards. Checks will be carried 
out regularly to verify compliance with requisite standards, for example any relevant regulations and 
codes of practice.  

3.5 In order to implement these requirements, the Safety Manager; will keep up to date departmental 
instructions which will display how these principles will be put into practice in various departments. 
These instructions will designate by job title those responsible for specific aspects of health, safety 
and environment, particularly the reporting and investigation of serious accidents. 

3.6 All reasonable practical steps will be taken to ensure that visitors, in particular contractors, are made 
aware of the Company emergency procedures, hazards etc. and given relevant information 
appropriate to Company areas and regulatory requirements. 

3.7 Written information regarding hazards will be made available in the relevant areas etc. so that it is 
accessible to all employees. In addition, information, instruction and training will be given to all 
employees with regard to those risks likely to arise. 

 
3.8 N.B. The master copies of all health & Safety information can be located in the Health and Safety 

Office�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
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�
�
�

����
4.0 ARRANGEMENTS FOR MAKING THE POLICY EFFECTIVE  
����

The methods used to identify, establish and maintain safe systems of work within HSL Group Holdings Ltd 
operations are defined in the following documents: 
�
4.1 Departmental Instructions 

 These instructions define the systems that are to be used to ensure safe working. 
4.2 Company Codes of Practice 

These are in booklet form and are simple sets of rules providing advice on safe working practice and 
the prevention of accidents. There is a general code of practice, which applies to all staff and separate 
supplementary departmental codes. These codes are circulated to staff as appropriate are updated at 
regular intervals and additional copies can be obtained from the Safety Manager. 

4.3 Emergency Procedures 
These instructions define the action to be taken be in the event of abnormal or dangerous occurrences    
and form the basis of training to prevent injury or loss of life. 

4.4 Hazard Data Sheets 
These are available for chemicals handled on site. They define the hazards associated with the 
chemical, and give guidance on handling, correct storage and the action to take if something goes 
wrong. Other sources of hazard information include labels suppliers' date sheets and manufacturers' 
literature. Where hazard information is not available, guidance from the Safety Department must be 
obtained. 

4.5 Statutory Regulations 
Copies of the various Regulations ACP and Guidance Notes issued by the HSE which are related to 
safe working practices and conditions in the Company, can be obtained through the Safety Manager.�

����
 
5.0  CONSULTATIONS AND INVOLVEMENT  
����

5.1 Management, in the role of employer, has the major responsibility in law for employee's health, safety 
and welfare and it must therefore make decisions and give instructions on action to be taken. 
Consultation will take place to an extent and at a level appropriate to the matter under consideration. 
Consultation on matters of Health and Safety will be conducted formally in Safety Committees and 
informally at the workplace. 

5.2 It is the Company policy to encourage employees at all levels to regard health and safety as matters of 
common concern. Safety representatives are appointed on behalf of the employees and fulfil the 
functions as set out in the Safety Representative and Safety Committee Regulations 1977). These 
include making representations to Management on general matters affecting the health, safety or 
welfare at work of employees and to encourage co-operation at all levels in the organisation, in 
promoting safe working. 

5.3 The Company policy is to involve the appropriate Safety Representatives in the investigation of 
accidents, abnormal or dangerous occurrences with the main objectives of preventing accidents, to 
minimise the risk of future injuries and to comply with statutory requirements. 

�
�
�
�
�
�
�
�
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�
����
6.0  REVIEWS AND REVISION OF COMPANY SAFETY POLICY  
�
�
This policy will be reviewed on an annual basis, however, will be updated when necessary and made known to 
all employees. 
This document and the current policies are currently under review by: 
 
Tom Owen   HSL Safety Manager 
Steve Kearney   Steve Kearney Consulting Ltd 
 
Signed 
 
 
 
…………………………… 
Simon Stuart 
Managing Director 
 
Date……………………�
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

February 7th 2008 
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8.0  COMPLIANCE ����ARRANGEMENTS ����

8.1 Work Equipment 

�
The company will ensure that any equipment used in the workplace is suitable for the purpose for 
which it is to be used; this applies equally to equipment owned by the company, hired or brought into 
the workplace by employees.   

 
Work equipment will not be used for operations for which it was not originally intended without at 
first undertaking a risk assessment to ensure that these conditions do not compromise safety. 

 
Before purchasing new equipment a risk assessment will be undertaken to ensure that it can be used in 
safety and that any risks from its operation can be identified and control measures, be they training, 
maintenance, or personal protective equipment can be specified. The risk assessment will also enable 
method statements to be prepared and staff instructed in its operation. 

 
All work equipment will be maintained in good repair and any items, which are supplied in the 
interests of safety, will not be removed or disabled. Controls and emergency stops will be clearly 
marked and their operation checked regularly. The requirement for maintenance and the intervals 
between inspection and repair will be identified in the risk assessment.  

 
For high-risk equipment (for example fork lift trucks, MEWP’s) logbooks will be maintained 
detailing any maintenance work. Other high-risk equipment which may not require maintenance, but 
its integrity is essential to its safety (for example ladders) will be inspected regularly and a record 
kept. Where equipment is required to be inspected the person undertaking this inspection will have 
sufficient knowledge of the equipment and likely defects to enable its safety to be confirmed. 

 
Temporary installations will be inspected before being brought into use to ensure they have been 
correctly installed and pose no risks to the user. Checklists will be developed and will provide the 
basis of the inspection. Where installations are installed for a period of time regular checks will be 
made to ensure that there has been no deterioration or changes, which might affect its safety. 

 
Equipment use will be restricted to those employees who have been trained in its correct operation, 
for much of the equipment this will be covered during their induction training.   

 
Specialist training will be provided for more complex equipment and this will be recorded.  For those 
items where there is a requirement for refresher training this will be arranged as required.   Training 
will be provided for operators when new equipment is introduced into the workplace. 

 
Where equipment is brought into the workplace by employees the Company is responsible for 
ensuring it is suitable for its intended use, in good condition and used properly. There is also a similar 
duty on the employees to maintain their own equipment in good working order.�

�
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8.2 Lifting Equipment 
�

Lifting equipment is used extensively either for the mechanical handling of loads or for lifting 
temporary structures or installations into place. 

 
Where lifting operations are required the Company will ensure that operators have sufficient training 
and knowledge of the proposed work to enable them to plan and conduct the work in safety. In some 
circumstances, for example, the use of forklift trucks, operators will be restricted to persons holding 
licences issued by an accredited organisation.   

 
Lifting operations will be planned to ensure that loads are within the safe working limits of the 
equipment being used and that any supporting structures are suitable for the proposed loadings.  Safe 
working loads will be marked on components. 

 
All lifting equipment and accessories are subject to regular examination by a competent person and 
the results recorded. In the case of lifting equipment, which is used to lift people the interval between 
examinations will be not more than six months; whilst for all other lifting equipment the examination 
period will be not greater than twelve months. 

8.3 Workplace  
�

Work is carried out in a wide variety of workplaces ranging from purpose-designed offices, to open 
fields and domestic premises. The Group will ensure that all workplaces, which are under its control, 
are managed safely. When working on premises, which are not under the control of HSL Group 
Holdings, the company will work with those in control to ensure that adequate levels of provision are 
made for HSL Group Holdings staff. 

 
 8.3.1 Permanent premises 
�

At the Company’s permanent premises sufficient space will be provided for the work activities, which 
are being undertaken.    

 
Workplaces will be maintained in good condition, cleaned regularly and waste materials removed. 
Adequate heating will be provided to ensure that temperatures are appropriate for the work being 
carried out. In offices and other work areas where the work is of a sedentary nature the temperature 
will be maintained above the minimum of 16 degrees Celsius. Where the workplace is primarily used 
for storage and it is impracticable to heat, then lower temperatures will be permitted provided that 
staff working in these areas, have either local heating or access to a warm area.    

 
Lighting will be provided to all workplaces and will be suitable and sufficient for the work being 
carried out. In rooms where display screen equipment is in use the light will be suitable for this work 
and should not cause unnecessary glare or reflections from monitor screens or desks. 

 
All workplaces will have an adequate level of provision of toilets and hand washing facilities; these 
are maintained, cleaned and properly stocked with disposable items. An adequate supply of 
wholesome drinking water will also be freely available. Kettles and cooking equipment will be 
provided to enable staff to make hot drinks and heat food. 

 
Where it is necessary for reasons of health and safety, restrooms will be provided for staff to take 
breaks away from their work area, in the case of offices no special arrangements will be made, but in 
workshops and warehouses separate provision will be made.���

�
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�
Access and egress to each location will be maintained in good condition and free from hazards, where 
premises are shared the company will cooperate with the landlord and other employers to ensure 
access (and fire evacuation) routes are kept clear and defects reported. 

 
Where vehicles have access to any workplace a risk assessment of their movement will be undertaken 
to identify how they can move safely and the risk of collision with other vehicles or people can be 
minimized. Where forklift trucks are in operation a more detailed risk assessment will be carried out 
to ensure the safety of trucks and their operators.�

 
 8.3.2 Temporary workplaces 
�

The Company works in a wide variety of temporary workplaces and for periods of time, which vary 
from a few hours to several weeks. Each temporary workplace is very different and the ranges of 
facilities, which are available on site, vary considerably. In so far as is reasonably practicable the 
company will endeavour to provide a satisfactory workplace with regards to the matters, which are 
under its control. 

8.4 Fire Precautions & Accident / Incident Reporting and Recording 

 
 The company adheres to the Regulatory Reform (Fire Safety) Order 2005, and as such has 

carried out a suitable and sufficient fire risk assessment.  
� ��

A fire safety plan has been introduced and is implemented, a copy of which is available from the 
Health and Safety Manager’s office 

 
The fire safety plan is part of the induction process for “new starters” and is also reiterated in periodic 
training sessions. 

 
All accidents and incidents (sometimes referred to as near misses) should be notified to Health and 
Safety Manager as soon as practicable. The company has a statutory duty to report some accidents to 
the Health & Safety Executive and failure to do so is an offence under the Reporting of Injuries, 
Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR).  

 
If you are involved in an accident whilst away from the Blackburn premises, you must record it in the 
Accident Book as soon as you return. This may be important later. The Accident Book is located in 
the Health and Safety Managers office, at the Blackburn site.  
 
A telephone reporting procedure is in place for the reporting of all accidents, incidents and near 
misses, This phone will be manned during normal working hours with the facility to leave a message 
during “out of hours periods” The telephone number is 01254 588 066 

 
 There may also be a requirement to log your accident in a client’s Accident Book. If this is the 

case you still need to log it in the HSL Accident Book and ring the above telephone number 
 
 8.4.1 Permanent locations 
�

Fire precautions, including, as appropriate, the provision of fire extinguishers, signs, alarms, and 
escape lighting will be provided and maintained in good working order. Where competent contractors 
will undertake required regular maintenance. 
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Emergency procedures will be devised for each fixed location so that in the event of a fire the 
premises can be evacuated safely and quickly. Arrangements will also be made to ensure the 
summoning of the Fire Service. 

 
Alarms will be tested regularly and fire extinguishers checked to ensure they are in the correct 
position and have not been discharged. Fire evacuation arrangements will be tested as a minimum, 
once annually. Written records will be maintained. 

 
For each location a fire risk assessment will be conducted to ensure that the arrangements, which are 
in place, are appropriate to the location and that procedures are working satisfactorily.   Where issued, 
the conditions attached to any previous (now outdated) Fire Certificates will be the basis of the risk 
assessment.�

�
 8.4.2 Temporary venues 
�

Much of the work of the company is undertaken at premises, which are temporary, either under the 
control of the venue’s management, or where HSL Group Holdings is directly responsible for the 
venue and the control of the work activities. 

 
Where the venue is under the control of another employer the company will work with that employer 
to ensure that they are able to meet their statutory obligations for fire precautions and emergency 
evacuation. Any venue rules, for example prohibitions on smoking, will be applied and any 
instructions for evacuation will be complied with.�
�

8.5 Risk Assessments 
�
 The company has a responsibility under current legislation to assess and record any ‘significant’ risks.  
 

The Company has carried out General Risk Assessments at its premises at the Blackburn site and 
recorded them. These will be reviewed from time to time as necessary. 

 
Risk Assessments will be carried out periodically to assess if risks have increased by nature of a 
change in the company’s activities or due to the increase in the numbers of staff. Risk Assessments 
will be reviewed at least annually. 

 
 Specific risk assessments are carried out for all non-generic activities where required. 
  
 Whenever a risk is perceived, the individual should immediately contact management and 

inform them of the possible problem. 
 

Complex risks, should they occur, may need to be assessed by the company’s external Health and 
Safety Consultants. A Consultant may be reached through Health and Safety Manager who has day to 
day responsibility for health and safety matters. 

�
Staff, are reminded that they too have a responsibility to themselves and others under health and 
safety legislation. If you feel you are placing yourself or others at risk, stop, think and consider your 
options.  

 
 If in doubt, speak to management for guidance. 
 

 


