
  

Health & Safety Policy 
Revised September 2015  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Health & Safety Policy 
 
 
 
 
 
 
 
 

Revised September 2015 
 
 
 
 
 
 
 
 
 
 
 
 
Issue 2.4 Revised September 2015 



Contents 
 

 
 

Part 1 Policy for Health Safety 
& Welfare 

Part 2 Accident Reporting 
Procedure 

Part 3 Construction, Design & 
Management Policy 

Part 4 Construction Health & 
Safety Procedures 

 

 
 

Issue No. Revision Date 
 
Issue 2 

 
December 2012 

 
Issue 2.1 

 
June 2013 

 
Issue 2.2 

 
June 2014 

 
Issue 2.3 

 
July 2015 

 
Issue 2.4 

 
September 2015 

  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Policy for Health, Safety & 
Welfare 



 
CONTENTS 

 

Procedure 
 
 
 

INTRODUCTION 

Revision 

 
September 15 

 SCOPE OF SERVICES September 15 

 OBJECTIVES AND TARGETS September 15 

 NU LIVING H&S POLICY STATEMENT September 15 

 ORGANISATION CHART September 15 

HSP-1 GROUP CO-ORDINATOR FOR H&S September 15 

HSP-2 CONSTRUCTION DIRECTOR September 15 

HSP-3 SITE/ PROJECT MANAGER September 15 

HSP-4 SALES MANAGER September 15 

HSP-5 SALES STAFF September 15 

HSP-6 PROJECT DESIGN STAFF September 15 

HSP-7 ARCHITECTURAL/ENGINEERING DESIGN STAFF September 15 

HSP-8 LAND TEAM September 15 

HSP-9 CUSTOMER SERVICE TEAM September 15 

HSP-10 QUANTITY SURVEYING, ESTIMATING & BUYING STAFF September 15 

HSP-11 OFFICE MANAGER September 15 

HSP-12 OFFICE BASED STAFF September 15 

HSP-13 COMPETENCY STATEMENT September 15 

HSP-14 NEW EMPLOYEE INDUCTION September 15 

HSP-15 MONITORING AND REVIEW September 15 

HSP-16 COMMUNICATION FOR H&S September 15 

HSP-17 ALCOHOL AND DRUG ABUSE September 15 

HSP-18 LONE WORKING September 15 

HSP-19 OFFICE SAFETY September 15 

HSP-20 DISPLAY SCREEN EQUIPMENT September 15 

HSP-21 DRIVING ON COMPANY BUSINESS September 15 

HSP-22 USE OF MOBILE PHONES BY DRIVERS September 15 
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INTRODUCTION 
 
The prevention of accidents and ill health is one of the most important functions of all our staff because: 

 
1. We do not want any employee or other person to suffer as a result of our work. 

 
2. We intend to comply with all Health and Safety legislation. 

 
3. We recognise that accidents, unsafe and unhealthy working conditions demonstrate a lack of efficient 

management. 
 
This document has therefore been prepared to define the way that this company intends to manage Health and 
Safety and to meet the requirements of Section 2 (3) of the Health and Safety at Work etc. Act 1974. 

 
It has been drawn up taking into account the general duties of the Health and Safety at Work etc. Act 1974 
which are simply summarised as follows: (Note that this is not a legal interpretation of the Act). 

 
As an Employer, NU living must ensure, so far as is reasonably practicable, the Health and Safety at work of its 
employees by providing:- 

 
¶ A safe system of work 
¶ Safe plant and equipment 
¶ Safe means of handling, transporting, etc. articles and substances 
¶ Adequate training, instruction, information and supervision 
¶ A safe place of work with safe access to and egress from the place of work 
¶ A safe and healthy environment 
¶ Adequate welfare facilities 
¶ Arrangements for joint consultation where Safety representatives have been appointed 

 
NU living must also ensure that the way our work is carried out does not, so far as is reasonably practicable, 
affect the Health and Safety of contractors, visitors and the public. 

 
Persons who manufacture, supply etc. any articles and substances for use at work, or erect or install any plant 
or equipment, must ensure the Health and Safety of those who will use the article or substance. 

 
Employees must co-operate with NU living to assist in meeting the statutory requirement. 

No person may recklessly or wilfully interfere with anything provided for Health and Safety. 

Failure to comply with these duties can lead to a Prohibition or Improvement Notice which will interfere with the 
progress of work and/or to prosecution of the Company, individual Directors, Managers, Supervisors or 
Operatives with fines of up to £20,000 for each offence on summary conviction or unlimited fines on indictment 
with up to 2 years imprisonment for certain offence 

 
SCOPE OF SERVICES 

 
NU living is a house builder with a truly ethical stance, committed to putting communities first. We believe that 
good urban design is fundamental to creating thriving, sustainable communities. Innovation and flexibility 
backed with experience and integrity are the cornerstones of NU livingô ethos. 

 
Scope of the works undertaken by NU living Construction covers the management of the demolition, design 
and construction or refurbishment of new residential and in some instances commercial units for Swan Housing 
association and NU living Development. 



OBJECTIVES AND TARGETS 

 
To support and help realise the NU living goals, objectives and targets have been set that are focused around 
four key areas: 

 
- Health 
- Safety 
- Environment 
- Customer satisfaction 

 
For each area, the following objectives and targets have been agreed and are being measured and monitored 
quarterly on all SNH Sites by the Operations and SHE Boards: 

 
HEALTH, SAFETY & ENVIRONMENTAL 

 
- No fatalities or major disabling injuries; a maximum AFR 0.16 and maximum AFR for major accidents of 

0.10; and no Enforcement notices. 
 

- Reduce waste to landfill to <14% of all waste. 
 

- To have achieved a level of CSCS Card compliance (site): 100% 
 

- To promote the reporting of hazards and near misses such that the level of these ólearning eventsô is, as 
a minimum, three times the level of minor accidents recorded. 

CUSTOMER SATISFACTION 

- Achieve an overall customer feedback score of 91%. 
 

- Achieve an 86% rating on defects through the Customer Satisfaction surveys. 
 

- Complete 65% of all projects to the original specified period, excluding extensions of time. 
 
The targets and objectives set out in are to be communicated within the CPHSP held on site and additional site 
specific targets and objectives are also to be included. 



NU living Health and Safety Policy Statement 
 

The Policy of NU living is to comply with all legislative requirements to ensure so far as is reasonably practicable the Safety, Health and Welfare of all its employees and 
those persons not in our employment, who may be affected by our work activities. 

 
- We are committed to securing the safety and welfare of all. We will provide the necessary resources, structures and procedures that are required to safeguard all 

affected persons against the risks arising from our activities in the workplace. 
 

- We are committed to the prevention of injury and ill health at all our workplaces. 
 

- We recognise and support the strict duty of all of our employees to conform to our safety policy and practices. We ask them to carry out their personal responsibilities 
as detailed in the Safety Statement and in accordance with any other relevant legislation. 

 
- All persons who authorise work must ensure the safety, health and welfare of all persons involved, directly or indirectly. 

 
- We strive to ensure continual improvement in all aspects of our activities. We are committed to improving our systems where best practice and legislative 

requirements or changes in our business demand so. We will achieve this by taking a proactive approach to the management of safety and health and welfare. We 
recognise that it is an integral part of managing a successful business. 

 
- We will ensure that applicable legislative requirements are identified and adopted as our minimum acceptable performance standards; however we will always 

strive for best practice. 

 
- We will provide a framework for setting and reviewing occupational health and safety objectives. NU living will set and review these objectives and targets related to 

OH&S. 
 

- We will ensure that all employees receive the necessary training and appropriate information and instruction to ensure that they are competent and safety 
conscious. 

 
- We will operate a robust and systematically reviewed safety management system, with the provision of necessary internal and external resources including financial 

commitments to ensure its success and manage safety. 
 

- The Construction Director gives full backing to this policy and will support all who implement it. 
 

This statement of intent, related to the Company Policy will be displayed permanently at all sites and workplaces. 
 

 

Name: Roger Synnuck  
 
Signed:  
 
Date: 14 September 2015  
 
Position: Construction Director  

 
 



 
Figure 1: 

 

 

Organisation Chart for Health and Safety Responsibilities in NU living. 
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GROUP CO-ORDINATOR FOR HEALTH AND SAFETY 
 

As stated in the H&S Policy Statement, Roger Synnuck has responsibility for the co-ordination of 
Health and Safety matters for NU living. 

 
These responsibilities include the following: 

 
¶  To issue all NU living staff a personal copy of the Policy and obtain written confirmation for 

compliance. 
 
¶  To promote Health and Safety as the ñfirst thoughtò of everyone in NU living. 

 

¶   Ensure the Health and Safety Policy is kept under review and revised when necessary in line with 
new legislation and changing circumstances within the NU living Group. 

 

¶   To be a point of contact for any member of staff who has a positive contribution to make with 
regard to Health and Safety or who has a concern about the implementation of the Policy. 

 

¶  Ensure the Board of NU living Ltd are kept updated on all relevant Health and Safety matters. 
 

¶  Seek to determine and promote best practice across the Company. 
 

¶  Manage the appointment of the Health and Safety Advisors to NU living. 
 

¶   Liaise with the Company Secretary to enable the proper recording of any necessary information 
relating to Health and Safety. 
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CONSTRUCTION DIRECTOR 

 

 
ORGANISATION 

 
1. To advise on the effectiveness of the Company's Policy for Health and Safety and ensure that 

it is brought to the notice of all employees. 
 

2. Prepare instructions for the organisation and methods for carrying out the Company Policy 
and to make sure each person is aware of his/her responsibilities and the means by which 
he/she can carry them out. 

 
3. Administer the Policy throughout the areas of the Company for which they are responsible. 

 

 
LEGAL RESPONSIBILITIES 

 
4. Know the appropriate statutory requirements affecting the Companyôs operations. 

 
5. Ensure that appropriate training is given to all staff as necessary. 

 
6. Ensure that the Company receives competent advice on Health and Safety matters. 

 
7. Insist that sound working practices are observed as laid down by Codes of Practice and that 

work is planned, the risks assessed and then carried out in accordance with the statutory 
provisions. 

 
 

MANAGEMENT ACTION 
 

8. Ensure that tenders are adequate to allow for proper welfare facilities, safe working methods 
and equipment to avoid injury, damage and wastage and that Health and Safety factors are 
considered in the selection of sub-contractors. 

 
9. Ensure that there is liaison on Health and Safety matters between the Company and others 

working on the site. 
 

10. Institute reporting, investigations and costing of injury, damage and loss, promote analysis of 
investigations to discover trends and eliminate hazards. 

 
11. Reprimand any member of the staff failing to discharge satisfactorily their responsibilities for 

Health and Safety. 

 
12. Investigate liaison with external accident prevention organisations and encourage the 

distribution of safety literature throughout the Company. 
 

13. Arrange the funds and facilities to meet requirements of the Company Policy. 
 

14.       Make certain that Site Managers, Engineers, Foremen and all employees understand that 
injuries, equipment damage and wastage will all be taken into account when bonus, salary 
review and promotion are being decided. 

 
15. Set a personal example when visiting sites by wearing appropriate protective clothing. 

 
16. Construction Director to arrange for regular meetings, at least quarterly, with the Safety 

Consultant to discuss Company accident prevention, performance, possible improvements, 
etc. 
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17. The Construction Director will ensure that where we use a specialist project manager or main 
contractor or the like, these persons are fully appraised of our Health and Safety Policy. 

 
18. The Construction Director will ensure appropriate advice is taken on mixed use schemes or 

projects of an unusual nature. 
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REGENERATION & DEVELOPMENT DIRECTORS 
 

1.   Ensure the Health & Safety policy fully reflects the relevant legislative provisions and 
requirements 

 
2.   Ensure that the policy is brought to the attention of all employees and contractors directly under 

their control 

 
3.   Ensure that reviews of the policy documents are carried out in the light of any legislative or 

organisational changes 
 

4.   Ensure the effectiveness of the policy and ensure that sufficient resources in terms of money, 
time and personnel are allocated to meet the requirements of the policy 

 
5.   Ensure that the commitment to health & safety is being properly maintained by all managers and 

to hold them accountable for their performance in such respects 
 

6.   Ensure the provision of the necessary competent persons within their organisational structure 
 

7.   Ensure there is a safe working environment for all employees with suitable and effective access 
and egress 

 
8.   Ensure that adequate training is given in health & safety to all employees where appropriate to 

enable them to undertake their responsibilities under this policy and good levels of competent 
supervision is in place at all times especially for young persons 

 
9.   Ensure that risk assessments for all processes and activities have been carried out and that the 

appropriate risk reduction methods have been implemented 
 

10. Ensure suitable representation is provided at JCC safety meetings (or arrange for 
representatives on their behalf) and cascade and communicate information from the meetings to 
management within the department 

 
11. Ensure that appropriate procedures and competent personnel are established for the control of 

situations, which present serious or imminent danger 
 

12. Ensure there is a system for fire precautions and fire management in accordance with the 
Regulatory Reform Fire Safety Order (2005) 

 
13. Ensure there is a system in place to work in line and fulfil their duties under the Construction 

Design Management Regulations (CDM2015) 
 

14. Ensure that adequate arrangements are made for controlling emergencies that may affect health 
& Safety 

 
15. Undertake a review of this policy in the light of any legislative or organisational changes on behalf 

of the Deputy Chief executive 

 
16. Develop and maintain systems relating to the management of insurances and other risk 

management processes 
 

17. Liaise with external regulatory enforcement agencies and officers as necessary 
 

18. Cover any responsibilities as outlined by the Managers in their absence. 
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SITE/ PROJECT MANAGERS 
 

 
PLANNING 

 
1. Understand the Company Safety Policy for Health and Safety and ensure that it is brought to 

the notice of all employees, particularly new starters. Carry out all work in accordance with its 
requirements and bring to the notice of the Construction Director any improvements or 
additions which you feel necessary. 

 
2. Organise sites so that work is carried out to the required standard with minimum risk to 

employees, other contractors, the public, equipment or materials. 
 

3. Where necessary, issue written instructions setting out the method of work. Check that sub- 
contractors engaged in high risk activities are working in accordance with their agreed Method 
Statement (Asbestos Removal, Demolition, Steel Erection, Roofing, etc.), and that details of 
other relevant risk assessments are available. 

 
4. Know the requirements of the regulations and other relevant legislation and ensure that they 

are observed on site. 
 

5. Maintain an up to date copy of the Construction Health and Safety Plan. 
 

RISK ASSESSMENT 
 

6. Ensure that a risk assessment has been carried out of any substance, process or work 
activity hazardous to Health and Safety, and that appropriate control measures, training, 
instruction, protective clothing etc. have been provided. 

 
7. Ensure that an assessment has been carried out of any noisy process or plant hazardous to 

health and that appropriate control measures, training, instruction, protective equipment etc. 
have been provided. 

 
INSPECTIONS 

 
8. Keep all registers, records and reports up to date and properly filled in and ensure that they 

are kept in a safe place. Ensure that copies of regulations are available and statutory notices 
are prominently displayed. 

 
9. Ensure that the "competent persons" appointed to make the necessary inspections of 

scaffolding, lifting equipment, excavations, plant, etc. have sufficient knowledge and 
experience to evaluate all aspects of safety relating to the item being inspected. 

 
OPERATING STANDARDS 

 
10. Ensure that Supervisors and operatives under your control are aware of their responsibilities 

for safe working and that they are not required or permitted to take unnecessary risks. 
 

11. Arrange delivery and stacking to avoid double handling and ensure that off-loading and 
stacking is carried out in a safe manner. 

 
12. Ensure that any electricity supply is installed and maintained in a safe and proper manner. 

 
13. Ensure that all information available relating to underground services on the site is obtained 

and that services are located, marked and plotted accurately before excavation work starts. 
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14. Do not allow mechanical excavators within exclusion zones laid down by the Service 
Company and Company Policy. 

 
15. Protect all overhead services in accordance with the Service Companyôs recommendations 

and Company Policy before work starts. 

 
16. Plan and maintain a tidy site. 

 
17. Implement arrangements with sub-contractors and others on site to avoid confusion about 

areas of responsibility for Health, Safety and Welfare, and ensure liaison is maintained. 
 

18. Check that all machinery and plant on site, including power and hand tools, are maintained in 
good condition and that all temporary electrical equipment is not more than 120 volts. 

 
PROTECTIVE CLOTHING 

 
19. Ensure that adequate supplies of protective clothing and equipment are maintained on site 

and that the equipment is suitable. Display signs on site where safety helmets must be worn. 
 

20. Ensure that protective clothing and equipment is issued when required and that records are 
kept of issue in a óProtective Clothing and Equipment Issue Registerô. 

 
FIRST AID 

 
21. Ensure that adequate first aid facilities are on site and that all persons on site are aware of 

their location and the procedure for receiving treatment for injuries. 
 

22. Ensure that a system is organised, in the event of an emergency, for applying first aid and 
calling an ambulance. 

 
MAINTAINING SAFETY STANDARDS 

 
23. Accompany the Health and Safety Executive (HSE) Inspector on site visits, and act on his 

recommendations. In the case of the Inspector issuing a Notice (Prohibition or Improvement), 
contact the Construction Director immediately after complying with any requirements to stop 
work. 

 
24. Accompany and co-operate with the Safety Consultant. Ask for his advice before 

commencing new methods of work or potentially hazardous operations. 
 

25. Ensure that adequate fire precautions are provided for site offices and welfare facilities and 
that any flammable liquids or liquefied petroleum gases are stored and used safely. 

 
26. Examine drawing and soil investigation reports to determine excavation support requirements 

in advance and provide in accordance with Company Policy. 
 

27. Set a personal example by wearing appropriate protective clothing on site. 
 

28. Ensure that any accident on site which results in an injury to any person (not just employees) 
and/or damage to plant or equipment is reported in accordance with Company Policy. 

 
29. Liaise with the site Sales Advisor to agree what access is permissible for visiting customers 

and be prepared to accompany them if necessary. 
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30. Ensure all personnel are inducted including sub-contracted labour and visitors. Maintain a log 

of these inductions. 
 

31. Maintain a register with copy certificates of all operator licences for plant etc. 
 

32. Obtain Benchmark certification from plumbing and heating contractor and IEE certificate from 
electrical contractor. 

 
33. Keep a record of ñas constructedò services where these differ from design information. 

 
34. Ensure the working area is secured against unauthorised public access. 

 
35. Display prominently on site the: 

 
- F10 Notification 

 
- Health and Safety Law Poster (complete with relevant details), 

 
- Certificate of Employerôs Liability Insurance, 

 
- NU living Statement of Health and Safety Policy, 

 
- Site Traffic Management Plan, 

 
- Emergency Procedures and Emergency Contact details. 
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SALES DIRECTOR & MANAGERS 

 

 
DUTIES 

 
1. Read and understand the Company Policy for Health and Safety and ensure that it is brought 

to the notice of all employees under your control. 
 

2. Ensure that the requirements of the Workplace (Health Safety and Welfare) Regulations 1992 
and any other relevant Regulations are complied with. 

 
3. Ensure that the Local Authority is notified of Sales Offices if necessary. 

 
4. Set a good example by wearing protective clothing on site (helmet, boots and fluorescent 

jacket) and ensure visitors do the same. 
 

PLANNING 
 

5. Arrange for sales staff to receive training to ensure that neither they nor the public are 
exposed to risk when visiting the Company's sites. 

 
6. Ensure first aid equipment and fire extinguishers are provided to sales areas in accordance 

with Company Policy. 
 

7. Ensure that any electrical, gas or other appliance in show-homes is installed and maintained 
by a competent person. 

 
8. Regularly check sales areas to ensure that hazards are eliminated. 

 
9. Liaise with construction staff on procedures for visits by customers to homes under 

construction and support the Site Managerôs decision on this. 
 

10.       Ensure site sales staff are made aware of the potential hazards of lone working and that 
those risks are minimised by the layout of the workplace and the introduction of personal 
attack alarms or equivalent. 

 
11. When instructing the erection of signage, the contractor is to be given full details of above 

ground cables and below ground services and hazards 
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SALES STAFF 

 

 
DUTIES 

 
1. Read and understand the Company's Health, Safety and Welfare Policy and carry out your 

own work in accordance with its requirements. 
 

2. Ensure that the clothing and particularly the footwear you wear at work is suitable from a 
safety viewpoint. 

 
3. Do not try to install or maintain any equipment in show-homes unless authorised to do so. 

 
4. Report any defect in equipment to management immediately and, where possible, ensure that 

hazards are eliminated until repairs carried out, e.g. switch off electricity supply if appliance is 
damaged etc. 

 
5. Set a good example by wearing protective clothing on site (helmet, boots and fluorescent 

jacket) and ensure visitors do the same. 
 
 

PROTECT THE PUBLIC 

 
6. Ensure that any hazard to the public in the show-home area is dealt with immediately. 

 
7. Ensure customers are given a safety briefing every time they visit the site. 

 
8. Liaise with Site Manager in advance where purchasers request to visit a house under 

construction. Do not allow them to enter unless it is safe for them to do so. 
 

9. Ensure that the show-home area is kept clean and tidy and that all accesses, stairs, etc. are 
kept clear and free from obstruction. Where floors or paths are slippery due to washing or 
weather conditions, arrange alternative access or use other measures to prevent accidents. 

 
10. Ensure that first aid equipment is kept fully stocked and that fire extinguishers are placed in 

readily accessible positions. 
 

11. Report all accidents, however minor, to the Sales Manager and ensure that details are 
entered in the accident book. 

 
12. Ensure that you are aware of all Statutory Notices and requirements which are displayed in 

the Site Office. 
 

13. Familiarise yourself with the lone working procedures. 
 

14. Ensure you are aware of the potential hazards of lone working and that those risks are 
minimised by the layout of the workplace and the introduction of personal attack alarms or 
equivalent. 

 
15. Ensure the appropriate Health and Safety documents, appliance instructions and NHBC Card 

are passed to the Customer ideally at the Pre-Handover Demonstration, or failing that at 
Handover. 

 
16. Where customers have a disability, liaise with the Site Manager to establish where special 

arrangements are needed to enable site visits 
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PROJECT DESIGN STAFF / TECHNICAL MANAGERS 

 

 
PLANNING 

 
1. Read and understand the Company Policy for Health and Safety and ensure that it is brought 

to the notice of any employees under your control. 
 

2. Be aware of the statutory requirements relating to the project and consult the Safety 
Consultant for further information and advice as required. 

 
3. Arrange for surveys or site visits so that full information on existing site conditions which may 

affect the health or safety of those involved in the project can be obtained and included in the 
factors affecting design. e.g. 

 
Contaminated Ground 
Asbestos 
Unsafe Structures 
Services 
Storage of chemicals/flammable liquids 
Other persons involved or affected by the project. 

 

 
DESIGN CRITERIA 

 
4. Ensure that as part of the design process the Health and Safety of those involved in the 

construction process has been considered and that any specific Health and Safety 
instructions are included in the design drawings, specifications etc. 

 
5. Ensure that the principles for the design are made clear to those involved in construction if 

these could affect Health and Safety. 
 

6. Where necessary, prepare risk assessments which highlight any particular hazards and 
precautions required. 

 
7. Consider the Health and Safety of those who will use the completed project and those who 

will be involved in future cleaning, maintenance, repair and dismantling or demolition. 
 

8. Ensure that materials, plant, equipment, substances etc. selected and specified for the project 
have been evaluated from the Health and Safety aspect, and that where safer alternatives are 
available, these are chosen wherever possible. 

 
9. If any unforeseen condition which affects the design is referred back during construction, 

ensure that any Health and Safety aspects are considered if the design or specifications have 
to be adapted. 

 

 
SITE VISITS 

 
10. When visiting projects ensure that you set a good example by wearing appropriate clothing 

and equipment. 
 

11. If during project visits you observe any hazards or unsafe practices, ensure that these are 
reported immediately to site supervision. 
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ARCHITECTURAL / ENGINEERING DESIGN STAFF 

 

 
PLANNING 

 
1. Read and understand the Company Policy for Health and Safety and ensure that it is brought 

to the notice of any employees under your control. 
 

2. Ensure that full information on the previous use of a site is obtained to enable any possible 
hazards to be identified. 

 
3. Ensure that information affecting the health and safety of any person on a proposed site is 

brought to the attention of the Contracts Management via the Principal Designer in particular: 
 

(a) The existence of overhead electricity cables. 

(b) Underground services. 

(c) Ground conditions affecting the stability of excavations or safety of operatives (soil, water 
table, toxic substances, gases, etc.). 

 
4. Arrange for sampling and analysis of any suspect materials, soil etc. on site if necessary. 

 
5. Do not enter derelict buildings or use any accesses over structures, roofs, areas where there 

are pits, holes etc. unless you are sure that it is safe to do so. 
 

 
DESIGN CRITERIA 

 
6. Ensure that the design of a building/structure has been considered from Health and Safety 

aspects as follows:- 
 

(a) Any hazardous condition during construction has been highlighted on drawings or other 
documents. 

 
(b) All materials specified have been checked to ensure that safer alternatives are not available 

and full information is provided to Contracts Management, via the Principal Designer. 
 

(c) The Health and Safety of the users of the finished building/structure. 

(d) The Health and Safety of cleaners and maintenance personnel. 

(e) Any hazards which may arise at eventual demolition or dismantling. 
 

 
SITE VISITS 

 
7. While carrying out site visits wear safety footwear and any other necessary protective 

clothing. A safety helmet must be worn on any site at all times. 
 

8. Carry a personal first aid kit in your vehicle and ensure that any first aid materials are 
replaced as soon as they are used or they pass their use by date. 

 
9. Report any accident, however minor, to your manager as soon as possible. If the accident 

occurs on site inform Site Management also. 
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LAND TEAM 

 
DUTIES 

 
1. Recognise the Land Team have a responsibility for Health and Safety even at pre-acquisition 

stage. 
 

2. Understand Clause CDM-2 ñInvestigating Potential Sitesò. 
 

3. Be aware of the risks of lone site visits and take the defined action to mitigate those risks. 

 
4. Ensure consultant designers complete the competency questionnaire before undertaking 

work for us and that they carry out and provide Risk Assessments. 
 

5. Include a brief summary of Health and Safety matters for each Land Appraisal. 
 

6. Ensure that immediately upon acquisition all land owned by the Company is covered under 
the Companyôs Public Liability Insurance. 

 
7. When we acquire a piece of land the Land Director is responsible for making sure it is 

secured and remains secure. 
 

8. When we own residual land long-term, the Land Director is responsible for ensuring it is left in 
a safe condition initially and where possible secured against public access. 

 
9. Where prevention of public access is not feasible the land should be inspected on a quarterly 

basis to ensure it remains in a safe condition. Inspections must be recorded. A management 
contract may be set up if necessary. 
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CUSTOMER SERVICE TEAM 

 

 
DUTIES 

 
1. Recognise the particular hazards of operating in an occupied home. 

 
2. Be aware of the potential hazards of lone working and take whatever action is necessary to 

mitigate those risks. 
 

3. Make the customer fully aware of what you are doing and any hazards associated with it. 
 

4. Never leave work in an unsafe condition. 
 

5. If it is necessary to shut off gas or electricity during the course of the work, make sure the 
customer knows that and does not try to re-connect while you are working. 

 
6. When you restore gas or electricity make sure pilot lights are working and time switches are 

reset. 
 

7. Never enter a customerôs home if there is a young person under the age of 18 unsupervised. 
 

8. Ensure Sub-Contractors comply with these rules. 
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QUANTITY SURVEYING, ESTIMATING AND BUYING STAFF 

 

 
DUTIES 

 
1. Understand the Company Policy for Health and Safety. 

 
2. Ensure that Health and Safety information relevant to any materials or substances specified in 

the Companyôs contract documents is passed to the appointed Principal Designer for the 
project. 

 
3. Ensure tenders are adequate to cover sound methods of work and reasonable welfare 

facilities. 
 

4. Ensure that Pre-tender Health and Safety Plans are included in Tender Documents. 
 

5. Report on unsafe practices observed when visiting sites. 
 

6. Have a knowledge of the various statutory requirements governing the Companyôs work. 
 

7. Set a personal example by wearing appropriate protective clothing when visiting sites. 
 

8. Ensure that all Sub-contractors, Suppliers and Statutory Undertakings are properly selected 
using the competency questionnaire. 

 
9. Make Health and Safety a material consideration for payment of any stage of the work. 

 
10. Particularly be aware of Clause CDM-1. 

 
11. Sub-Contractor questionnaires are to be sent to supply and erect suppliers as well as regular 

Sub-Contractors. 

 
12. Design questionnaires are to be sent to any material supplier who has a design input. 

Examples are roof truss, floor beam, flue, boiler and lift manufacturers. 
 

13. Be aware that decisions you make such as changing one product for another, or changing a 
Sub-Contractor, can have an effect on Health and Safety. 

 
14. Suppliers are to be sent the letter (Clause CDM-Appendix 5 in this manual) regarding their 

competency in respect of Crane off-load and Mechanical Lifting Facilities. Their replies are to 
be assessed, ideally, before placing an order. If this is done afterwards then their compliance 
must be assured. 
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OFFICE MANAGER 

 

 
1. Read and understand the Company Policy for Health and Safety and ensure that it is brought 

to the notice of all employees under your control. 
 

2. Ensure that the requirements of the Offices, Shops and Railway Premises Act 1963, the 
Workplace (Health, Safety and Welfare) Regulations 1992, and any other relevant statutory 
requirements are complied with. 

 
3. Ensure that all office machinery is safe, fitted with any necessary guards or safety devices 

and is serviced and maintained as recommended by the manufacturer. 
 
 

RISK ASSESSMENTS 
 

4. Ensure that a risk assessment has been carried out of any substance or work activity 
hazardous to employeeôs Health and Safety and that appropriate control, measures, training, 
instruction, protective clothing etc. have been provided. 

 
5. Ensure that an assessment has been carried out of any noisy process or plant hazardous to 

health and that appropriate control measures, training, instruction, protective clothing etc. 
have been provided. 

 
 

OPERATING PROCEDURES 

 
6. Ensure that staff required to use office machinery are trained in its use and are not permitted 

to carry out any repairs unless authorised. 
 

7. Ensure that offices are laid out and maintained to ensure safety of staff and visitors. 
 

8. Arrange all necessary insurance and carry out any necessary reporting of incidents to 
insurers. Provide an appropriate accident investigation report to insurers where necessary. 

 
9. Ensure that a Fire Certificate is obtained or that a fire risk assessment is prepared for the 

offices, if necessary, and that all firefighting equipment is maintained, fire exits kept clear and 
fire drills organised on a regular basis. 

 
10. Ensure that first aid facilities are available. 

 
11. Ensure all incidents are reported in accordance with the Company Policy. 

 
12. Ensure that staff work safely and do not take unnecessary risks. 

 
13. Ensure all necessary welfare provisions are provided and maintained. 

 
14. Set a personal example. 
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OFFICE BASED STAFF 

 
DUTIES OF STAFF 

 
1. Read and follow the Companyôs Policy for Health and Safety and carry out all work in 

accordance with its requirements. 
 

2. Ensure that the clothing and particularly the footwear worn at work is suitable from a safety 
viewpoint. 

 
3. Do not use, repair or maintain any office equipment or machinery for which you have not 

received full instructions or training. 
 

4. Report any defects in office equipment or machinery immediately to the Supervisor. 
 

5. Find out the position of the first aid box. 
 

6. Know the procedure in the event of a fire. 
 

7. Report any accident or damage, however minor, to a Supervisor. 
 

8. Ensure that corridors, office floors, doorways, etc. are kept clear and free from obstruction. 
 

9. Do not attempt to lift or move, on your own, articles or materials that are likely to cause injury. 
 

10. Do not attempt to reach items on high shelves unless using steps or a properly designated 
hop-up: do not improvise or climb. 

 
11. Suggest ways of eliminating hazards and improving working methods. 

 
12. Smoking is not permitted in any of the offices whatsoever. 

 
13. Warn new employees, particularly young people, of known hazards. 
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COMPETENCY STATEMENT 

 
1. NU living is committed to ensuring that all personnel employed the Company are competent 

to carry out their roles and responsibilities in the Company. 
 

2. The recruitment and placement of all Directors and Employees will be based on demonstrable 
competencies including: 

a)   Relevant past experience, backed up with independent references 
b)   Suitable academic and/or vocational qualifications 
c)   The ability to successfully demonstrate skills relevant to the position 
d)   The ability to successfully demonstrate an attitude suitable for the responsibilities 

of the position 
 

3. Where training needs are identified as necessary to ensure the competency of any Company 
Employee, then the Company will provide such training as is needed. 

 
4. To ensure ongoing competency, every employee will be subject to a periodic appraisal by 

their Line Manager. The competency of Company Directors will be ensured through a system 
of continuous peer review. 
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NEW EMPLOYEES INDUCTION 

 

 
This procedure is to be carried out by the Manager in charge of the Workplace Site where the new 
employee will be required to work. 

 
1. Explain to the new employee what he/she will be required to do and to whom he/she will be 

directly responsible. 
 

2. Explain to the new employee the Company Safety Policy and related documents, its purpose 
and ensure that the employee is aware of his/her responsibility. 

 
3. Ascertain if the new employee has any disability or illness which could prevent him/her 

carrying out certain operations safely or require additional protective measures. 
 

4. Warn new employees of any potentially dangerous areas of operations on site or in the 
workplace. 

 
5. Warn the new employee of any prohibited actions on site or in the workplace, e.g. entering 

specific areas without a safety helmet, operating plant unless authorised, etc. 
 

6. If there is any training or instruction required, inform management, e.g. abrasive wheels, 
cartridge tools, scaffold inspection, VDU inspection etc. 

 
7. Issue to the new employee any protective clothing or equipment necessary, e.g. safety helmet, 

goggles, ear defenders, wet weather clothing, etc. (and where appropriate, first aid kit for car). 
 

8. Show the new employee the location of the first aid box and explain the procedure in the 
event of an accident, in particular, the necessity to record all accidents, however trivial it may 
appear at the time. 

 
9. NU living have a standard induction form which is to completed and signed by the Employee 

and kept in the Personal File of that Employee. 
 

10. The term Employee in this context means any person working at the workplace and is to 
include temporary staff and sub-contractors. 
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MONITORING AND REVIEW 

 
 

1. Health and Safety policy and performance will be a regular agenda item for board meetings. 
 

2. The Health and Safety Policy will be formally reviewed at least every 13 months and when 
legislation dictates. Revisions to the Policy will be discussed and agreed by the Board, before 
distribution. 

 
3. All employees will be expected to bring to the notice of their immediate Manager any areas 

where the Company Policy on Health, Safety and Welfare appears to be inadequate. 
Suggestions will be passed to the Director responsible for safety for consideration. 

 
4. The Safety Consultant will visit the Company sites/premises at regular intervals and will report 

on hazards, defects or breaches of Regulations observed during the visit. 
 

5. A report of the inspection will be left on site/premises and a copy of this report will be sent to 
the Director responsible for safety so that he can establish where the appropriate procedures 
in Company Policy have not been complied with or are deficient. 

 
The visit shall include the site sales office and/or show-home with a view to both public safety 
and safety of NU livingô Employees. 

 
6. The Construction Director will produce a narrative report on Health and Safety which will 

include reference to any reportable accident or incident in the period. The report will be 
included in their monthly board papers and copied. 

 
7. The Safety Consultant will undertake a safety audit at NU livingô permanent office once a 

year.ô The audit report and recommended actions will be discussed and actioned by the 
Board. 

 
8. The objective of the Company at all times will be to learn by the mistakes of others and with 

the assistance of Construction Safety UK, be aware of potential hazards and deal with them 
proactively. 

 
9. Where accidents, incidents or near misses do occur, the Safety Advisor, in addition to any 

formal paperwork, is to prepare a note of recommendations for the lessons that NU living can 
learn from the event. This note should be copied to all other Directors and to the Group Health 
and Safety Co-ordinator. 
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COMMUNICATION OF HEALTH AND SAFETY INFORMATION 

 
1. In order to ensure the Health and Safety of all, it is important that the Company effectively 

communicates information regarding Health and Safety both internally and externally. 
 

2. Health and Safety will be included on the Agendas of all relevant meetings 
 

 
3. All relevant Health and Safety information will be distributed appropriately, making use of 

notice boards, newsletters or by direct mail shot. 
 

4. Where Company activities could affect the Health and Safety of members of the public, 
appropriate steps will be taken to ensure they are informed of the risks and how they will be 
controlled. 



 

NU living Health and Safety Policy and Procedures Manual HSP-17 

Issue 2.4  September 2015 Page 1 of 1 

 

 
ALCOHOL AND DRUG ABUSE 

 

 
Alcohol or drug abuse by employees and sub-contractors (including supervisory and management 
staff) can adversely affect the safety and health of themselves or others at our workplaces. Therefore 
it is the policy of this Company that any person known to be, or strongly suspected of being, affected 
by alcohol or drugs must be referred to the appropriate manager who must arrange for the person to 
be removed from the workplace. 

 
It must be noted that symptoms suggesting that a person is under the influence of drugs or alcohol 
may be created by other conditions e.g. heat exhaustion, hypothermia, diabetes, etc. Also, the person 
may be affected by legitimate medication prescribed by a doctor. These conditions, while still requiring 
the person to be removed for safety reasons from their work, will obviously affect any disciplinary 
action that may be considered. Therefore, if there is any doubt as to the personôs 
condition or cause of their condition medical advice should be sought immediately. 
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LONE WORKING 

 
 

People who work by themselves without close or direct supervision are found in many work situations, 
for example: 

*  Sales Advisors in the sales office/show house; 

*  Customer Servicesô Managers meeting customers; 

*  Customer Servicesô Operatives working in customerôs property; 

*  Site operatives working in isolation on larger sites; 

*  Site management working out of hours; 
 

There is no general reason why people should not work alone, however, there may be special risks 
that require two or more people to be present. It is important that the lone worker is not put at any 
greater risk than other workers. This is achieved by carrying out a specific risk assessment for the 
role and implementing control measures. 

 
When carrying out a risk assessment it is important to consider whether the risks associated with the 
job can be properly controlled by one person. Other considerations must include: 

 
*  Whether the particular workplace exposes the lone worker to extra risk ï e.g. work in confined 

spaces; work in deep excavations; work after dark, would present additional risks to the lone 
worker; 

*  Whether the lone worker has safe access and egress; 

*  Whether all of the plant, equipment, substances and materials can be handled safely by one 
person ï by working alone is the individual creating additional risks such as manual handling? 

*  Whether there is a possibility (whether real or perceived) of violence from others ï this is of 
particular concern to sales and customer service staff who must interact with the public; 

*  Whether individual employees are at additional risk ï female employees will often be perceived to 
be at greater risk of being attacked while working alone; 

*  Whether the individual is medically fit and suitable for working alone ï certain medical conditions 
would make lone working high risk if there is a danger of the individual being taken ill. 

 
CONTROL MEASURES 

 

 
1. Wherever possible Lone Working should be avoided. However, it is acknowledged that this 

will not always be an option. 
 

2. No work is permitted on any site where NU living is Principal Contractor, unless there is a 
ñResponsible  Personò on site (see CDM-20). 

 
3. All Lone Workers must carry a mobile phone with them while they are working alone. 

 
4. Steps must be taken to ensure that a responsible person is informed of your whereabouts 

during any Lone Working. This includes when working out of normal working hours. 
Arrangements must be made to make contact by a specified to time to ensure personal 
safety. 

 
5. If a Lone Worker has not reported back by a specified time alternative steps must be taken to 

ensure their safety. Initially by attempting to contact the individual. If attempts to contact the 
Lone Worker are unsuccessful you should consider contacting the emergency services. 
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6. Lone Workers who are required to meet with member of the public for example Sales 
Advisors and the Customer Care team will be issued with Personal Attack Alarms for use in 
emergency. 

 
7. Where an employee is regularly required to work alone they will be offered suitable training. 

 
8. Where an employee works alone they will have access to a personal first aid kit. 

 

 
SALES ADVISORS / CUSTOMER SERVICES MANAGERS AND OTHERS WORKING WITH 
MEMBERS OF THE PUBLIC 

 
In addition to the above general considerations the following should also be considered when carrying 
out a risk assessment for Sales Advisors and Customer Services Managers working alone: 

 
*  Where possible position the site sales complex in close proximity to the site office. 

*  All sales complexes will be fitted with a panic alarm. In the sales office/cabin a panic button will 
be located under the desk. In all show homes panic buttons will be located in the main bedroom 
and in the hall. 

*  Establish an emergency procedure between Sales Advisors and Site Management, for example 
the use of code words to request help if a dangerous situation arises. 

*  Ensure there is adequate parking for employees as close as possible to the sales complex and in 
a well-lit area and with a well-lit route from the sales complex to the parking area. 

*  Where ever possible restrict hours of work to site hours so that other NU livingô 
employees will be relatively close at hand. 

*  Where arranging to meet members of the public, if possible ensure this takes place during 
working hours and during daylight. Request  basic details from the customer when making 
arrangements e.g. their name, address, and the names of anybody else who will be present. 

*  If possible arrange for meetings to take place in the sales office or the regional office. When 
meeting customers in their own home ensure that  appointments, addresses, and a contact 
number are recorded in an accessible place. 

*  Everybody in a lone working situation should carry a mobile phone. 

*  Each member of the sales staff team will be issued with a personal attack alarm and shall receive 
training in its use. Personal attack alarms will be check on a regular basis, and replaced as 
required. 

*  All Lone Workers interacting with members of the public should be given training in basic personal 
safety. 

 
 

CUSTOMER SERVICE OPERATIVES 

 
In addition to the above general considerations the following should also be considered when carrying 
out a risk assessment for Customer Service Operatives and others carrying out construction and 
maintenance operations on their own. 

 
*  Where construction/remedial works are to be carried out within an occupied premises 

consideration should be given to the above requirements for those working with members of the 
public; 

*  Particular attention must be paid to gaining access to the work area ï is scaffold required, can 
ladders be secured etc. 

*  Regular contact must be maintained with the Customer Care Manager, and it is the responsibility 
of the Customer Care Manager to ensure Operatives are sufficiently supervised in their work. 

*  Any material or equipment required for the job must be capable of being handled by one person 
unless other arrangements are made to deliver materials to and from the work place. 
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OFFICE SAFETY 

 
FIRE PRECAUTIONS 

 

 
1. A copy of all fire risk assessments in accordance with the fire reform regulations April 2007 

and Fire Precautions Log Book for these premises will be kept by the Office Manager. 
 

2. Where any adaptations or alterations are planned for the premises, these must be checked 
against the last fire risk assessment by a competent person. Fire risk assessments must be 
documented and stored for periodic checking. 

 
3. The following checks and tests etc. will be carried out in accordance with the conditions 

specified in the risk assessment and the fire precautions log book. 
 

a)   FIRE EXTINGUISHERS 

 
*  Check monthly to see that they are in their proper position, have not been discharged or have 

lost pressure (if fitted with an indicator). 
 
*  Annual inspection by a competent person. 

 
*  Test discharge extinguishers on rotation basis (this should be combined with staff training). 

(Discharge frequency depends on type of extinguishers - the Safety Supervisor will provide 
information on requirements as requested). 

 
b)   FIRE ALARM 

 
*  Daily inspect panel for normal operation. 

*  Weekly test system. Operate each manual or automatic call position on a rotation basis. 
Examine batteries and connections. 

*  Quarterly and annual inspection and test by a competent person. 

c)   FIRE DETECTORS 

*  Regular visual inspection. 
 
*  Annual test by competent person. 

d)   AUTOMATIC DOOR RELEASES 

*  Weekly test in conjunction with fire alarm test. 

e)   EMERGENCY LIGHTING 

*  Monthly test of self-contained luminaries for sufficient time to check all luminaries. 

 
*  Six-monthly test of self-contained and central battery systems for a continuous period of one 

hour. 
 
*  Yearly test of full duration. 
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f) FIRE INSTRUCTIONS 

 
*  Every six months all staff should receive fire instruction to include - discovering a fire, hearing 

the fire alarm, the assembly point, calling the fire brigade, making safe power supplies etc., 
use of fire alarms and fire extinguishers and means of escape routes. 

 
g)   FIRE DRILLS 

 
*  A fire drill should he arranged by the Office Manager without advance warning at least 

annually, preferably every six months. 
 

h)   FIRE EXITS 
 

All department heads must check that fire exits and routes are clear and unlocked at least 
daily preferably at the start of the working day. 

 
NOTE - when carrying out test of alarms, fire drills etc., the fire brigade must not be called out. 

 
GENERAL FIRE PRECAUTIONS 

 
Fire extinguishers must not be removed from their designated positions unless being used to fight a 
fire. 

 
They must never be used to stop open doors. 

Fire check doors must not be propped open. 

Fire instructions notices must be displayed in appropriate positions. 
 
 

 
OFFICE MACHINERY AND EQUIPMENT 

 
1. Only persons who have been appointed by the Office Manager are authorised to carry out 

any repairs or maintain office machinery. 
 

2. All guards, cover plates etc. must be kept in position. 
 

3. Machinery must be switched off and isolated when not in use EXCEPT in the case of data 
processing, facsimile transmission and other machinery designed to remain connected to a 
power supply. 

 
4. All cables must be routed safely to machinery. Where cables must cross access ways then 

purpose made cable covers will be provided and used. 
 

5. Electrical repairs must be carried out by qualified personnel. 
 

6. Adequate ventilation must be provided when using cleaners or when recharging machines 
with liquids, toners etc. Disposable gloves will be provided for use when handling solvent 
cleaners. 
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GENERAL OFFICE HEALTH AND SAFETY 
 

1. Information on any substances used in the offices must be obtained and all requirements 
relating to storage, use, disposal etc. must be fully complied with. 

 
2. Note that certain cleaning materials when mixed may react and give off toxic fumes e.g. 

bleach mixed with some form of acid based cleaner gives off chlorine. 
 

3. Filing cabinets, if not of the safety type which permits only one drawer to be open at a time, 
should be secured. 

 
4. Mobile steps or hop-ups must be used to reach items on high shelves. 

 
5. Window cleaning to be carried out in a safe manner. 

 
6. Welfare facilities and first aid equipment must be provided and maintained. 
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DISPLAY SCREEN EQUIPMENT (DSE) 

 
INTRODUCTION 

 
The NU living Health and Safety Policy provides information and guidelines concerning display 
screen equipment plus the hazards and control measures which comply with the legal requirements. 

 
 

LEGAL DUTIES 

 
1. Employers have to analyse workstations of employees who 'habitually' use DSE's for a 

significant part of their everyday work. Employers must look at the hardware, the environment 
and factors specific to the individuals using the equipment. Their views may be sought as part 
of the assessment and where risks are identified, the employer must take steps to reduce 
them. 

 
2. Ensure workstations meet minimum requirements concerning equipment, environment, 

interface between computer and users. 
 

3. Plan work so there are breaks or changes of activity: The length or number of these is not 
specified precisely in the Regulations, as the need for breaks depends how intensely and for 
how long the employee has been using the DSE. But short, frequent breaks are better than 
longer less frequent ones and ideally the individual should have some discretion over when 
they are taken. 

 
4. Employees who are covered by the Regulations can ask their employer to pay for eye and 

eyesight tests. This is a test by an optician/doctor. These employees are entitled to further 
tests at regular intervals - the optician/doctor doing the first test can recommend when the 
next should be.  If as a result of the test corrective spectacles are required, for the display 
screen work of the employee, employees can ask their employer to refund the cost of basic 
frames and lenses. If in the meantime an individual has visual problems which may be 
related to work with DSE the employer has to provide another test on request. Guidance on 
this matter has been circulated to Regional Finance Directors by the Company Secretary. 

 
5. Provide Health and Safety Training: This is to make sure employees can use all aspects of 

their workstation equipment safely and know how to make the best use of it to avoid health 
problems, for example adjusting the chair. 

 
6. Provide information: This should cover what the employer has done to comply with the 

regulations, such as reduce risks and arrangement of breaks. 
 
 

HAZARDS 
 

The main hazards associated with this equipment include: 
 

a)   Work related upper limb disorders e.g. temporary fatigue or soreness in the hands, arms, 
shoulders etc., occupational cramp, chronic soft tissue disorders such as peritendinitis or carpal 
tunnel syndrome. 

b)   Prolonged static posture or awkward positioning. 
c)   Temporary visual fatigue - poor positioning, poor legibility of screen or documents, lighting, poor 

screen image. 
d)   Fatigue or stress. 
e)   Photosensitive epilepsy. 
f) Environmental factors e.g. humidity, heating, ventilation, static electricity. 
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PLANNING PROCEDURES 

 
The Office Manager will ensure that the following arrangements are carried out in connection with the 
use of this equipment:- 

 
1. Identify the equipment which is classed as a workstation and assess the risks to health and 

safety of those operators who use them habitually or for continuous periods of an hour or 
more. HSP Appendix 2 can be used to identify who is classified as a ñHabitual Userò of DSE. 

 
2. Arrange for workstations to conform to the relevant standards. 

 
3. Plan work activities so that, where possible, short breaks away from the display screen are a 

regular feature. If this is not possible then deliberate breaks or pauses must be introduced. 
 

4. Encourage Habitual Users of DSE equipment to have regular eyesight tests and ensure 
refund of the cost of such tests as well as the cost of basic frames and corrective lenses 
identified as necessary for DSE work, by the tests. The cost of corrective spectacles will only 
be refunded where the test result is confirmed in writing on the white copy of the ñVDU/DSE 
Certificate of Recommendationò form, issued by the optician. Guidance on the provision of 
eyesight tests and corrective glasses has been circulated to Regional Finance Directors by the 
Company Secretary. 

 
5. Arrange for relevant Health and Safety training of operators, and provide adequate 

information regarding these aspects. 
 

TRAINING 
 

Training will be provided for those persons defined as users or operators, and will cover the health 
and safety aspects associated with the equipment, including recognition of risks, and their causes, 
adjustment of seating and equipment positions, cleaning and maintenance, use of breaks, 
consultation arrangements, eye test arrangements. 

 
MONITORING 

 
The Office Manager will:- 

 
a)   Ensure that agreed procedures are implemented. 
b)   Ensure that defective equipment is reported promptly and rectified as soon as possible. Where 

there is a risk to Health and Safety, the equipment will, if appropriate, not be used until remedied. 
c)   Ensure that breaks are taken when planned, or when necessary, and organise work to 

accommodate them. 
 

CONTROL MEASURES 

 
In order to minimise any potential risks to the Health and Safety of VDU operators, the following 
guidelines have been drawn up. It should be stressed that, where the terminal is not used 
continuously, minor faults in equipment placement or design are not crucial. Conversely when 
intense and continuous operation is required the need for optimum workplace and screen 
characteristics become crucial. These guidelines should, therefore, be the subject of full 
consultation between Management and Operators. 

 
1. OPERATOR SELECTION 

 
a) Any potential operator who suffers from photosensitive epilepsy must seek specialist medical 

advice before carrying out any work on a VDU. 
b) Common tranquillisers e.g. Valium, Librium, etc., affect the speed of eye movements and 

could compound any eye strain problems. (Alcohol has a similar effect). Any potential 
operators being prescribed such drugs should consult their doctor to see whether such work 
will aggravate their condition. 
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2. TRAINING 
 

a) All operators will receive basic instruction in the use of VDU. 
 

3. WORK ORGANISATION 

 
a) Whenever possible, work should be arranged so as to prevent long periods of continuous 

viewing of the terminal by a single operator. Where work on VDU's is continuous then suitable 
regular breaks should be incorporated into the work cycle (many organisations have agreed 
that a break should be taken after one hour continuous viewing at VDU's). 
Periods of work not involving viewing of the VDU integrated into the overall job cycle will also 
assist in preventing operator fatigue. 

 
4. DISPLAY SCREEN 

 
a) The display screen should be set at right angles to the viewer's line of sight, and should be 

freely adjustable to suit the operator. 

b) Characters should be clear and easily legible, sharp and well defined, with a stable image. 

c) Screens should be cleaned at regular intervals using the manufacturer's recommended 
method, and should be free of reflected glare and reflections. 

 
d) Equipment will be regularly maintained in line with the manufacturer's recommendations in 

order that problems with display visibility do not occur. 
 

e) Wherever possible the operator should be able to adjust the brightness and contrast to suit 
the conditions. 

 
5. WORKPLACE DESIGN 

 
a) Seating 

 
Comfortable chairs should be provided for use with VDU's which have both an adjustable 
backrest and adjustable seat height. The backrest should adjust both up/down and fore/aft in 
order to provide good lumbar support. Such facilities are crucial where the terminal is used by 
more than one person, and the ideal position is where the forearm is horizontal when operating 
the keyboard. For smaller operators, a footrest may be required to attain a proper seated 
position and a proper relationship to the work surface. 

 
b) Viewing Distances 

 
Where VDU's are used in conjunction with documents (i.e. to transfer information) then to 
enable easy reading of both, the viewing distance (from the eyes) should be within the range 
450mm to 550mm and should not exceed 700mm. The distance from the eyes to the screen 
and from the eyes to the document should be approximately equal in order to minimise 
changes in focus. 
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c) Keyboard 
 

Text entry ("regular" typing) requires equal use of both hands for keying, so that keyboard 
should be directly in front of the operator, at a comfortable height and with sufficient space in 
front to provide support for the hands and arms. Data entry, however, usually requires one 
hand for typing and the other for such activities as maintaining a source document reference 
position or manipulating source documents for data entry; then the keyboard should be directly 
in front of the keying hand leaving a large area free for the activity of the other hand. The 
keyboard should, therefore, be detachable from the display screen console, tiltable and a 
document holder should be provided where necessary. 

 
d) General 

 
Where the operator uses many documents, sufficient desk space should be made available. 
The desktop and equipment should have matt surfaces in order to prevent reflections and 
glare. Cables and wiring should not be allowed to trail over desks or across floors. 

 
6. ENVIRONMENTAL FACTORS 

 
a) Lighting 

 
A luminance of between 300 to 500 lux is recommended since this will permit the reading of 
source documents without impairing screen legibility. Alternatively a supplementary desk light 
may be provided to assist the reading of source documents. External windows whose light is 
reflected from the screen should be provided with curtains or preferably blinds in order to 
avoid glare. 

b) Heating 

Heating standards for rooms in which VDU's are located should be the same as those for 
general office work. (Overheated rooms may cause drowsiness and dryness in the eyes). All 
VDU's generate heat and so where a number of terminals are in use one room consideration 
should be given to the provision of additional ventilation. Consideration should also be given 
to humidity, to ensure an adequate level is established and maintained. 

 
c) Noise 

 
Care should be taken at the planning stage to avoid irritation and stress to operators (and 
other staff in the vicinity) from printer noise. The extent to which this may be a problem will 
depend on the equipment chosen. 

 
7. SOFTWARE 

 
This must be suitable for the task, easy to use and adaptable to the operatorôs experience/knowledge 
and must provide information in a suitable format and at a suitable pace. 
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DRIVING ON COMPANY BUSINESS 

 
SCOPE 

 
This procedure applies to all NU livingô employees driving company vehicles for business or social 
purposes, and to all other NU livingô employees when driving on company business. 

 
 

REQUIREMENTS OF DRIVERS 
 

All drivers are required:- 
 
¶  To obey all driving laws and to drive in accordance with the Highway Code. 

¶  NOT to drive when under the influence of alcohol or drugs, including any medication that can 
cause drowsiness or for which users are warned not to drive or operate machinery; 

¶  NOT to smoke in any vehicle that is deemed as a company owned; 

¶  to drive safely at all times; 

¶  to adjust head restraints to the correct position for the driver and all passengers; 

¶  to plan the journey with safety in mind by identifying the route, including places for rest breaks of 
at least 15 minutes every 2 hours; 

¶  to avoid driving in the early hours of the morning or without a normal night's sleep; 

¶  to share the driving, where possible; 

¶  to stop immediately when feeling drowsy and have a rest; 

¶  NOT to have a mobile phone switched on when in a petrol station, either in the vehicle or on the 
person; 

¶  NOT to use a mobile phone whilst driving (see HSP-25); 

¶  NOT to read or transmit any form of text messaging facility whilst driving (see HSP-25); 

¶  NOT to drive for excessive periods without taking a break. As a guide, driving should be limited to 
a maximum of 400 miles, or a total of 8 hours, within any continuous period of 24 hours (this 
includes both working and rest hours.  Frequently it is taken as the period from midnight to 
midnight).   Where such trips are unavoidable an alternative means of transport should be 
considered; 

¶  to report all injuries incurred whilst travelling on company business to their manager in 
accordance with NU livingô Health and Safety Procedure; 

¶  to ensure all loads and luggage are appropriately secured; 

¶  NOT to drive a vehicle in an unroadworthy condition; 

¶  When visiting sites, to park appropriately as directed by signage or by site management. 
 

 
¶  NU living undertakes NOT to set work targets or impose schedules that may require staff to drive 

inappropriately (whether at high speed or for long periods). 
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USE OF MOBILE PHONES BY DRIVERS 

 

 
LEGAL DUTIES 

 
Since 1st December 2003 it has been an offence to use a hand-held phone or similar device when 
driving. The penalty will be a £60 (from February 2007) fixed penalty, or a maximum of £1,000 on 
conviction in court - drivers of goods vehicles, can be fined up to £2,500. Drivers still risk prosecution 
(for failure to have proper control) if they use hands-free phones when driving. 

 
The regulations only apply to hand-held devices which is something that 'is or must be held at some 
point during the course of making or receiving a call or performing any other interactive 
communication function'. Therefore, hands-free equipment is not prohibited and the Department for 
Transport (DfT) has confirmed that 'pushing buttons on a phone while it is in a cradle or on the 
steering wheel or handlebars of a motorbike is not covered by the new offence, provided you do not 
hold the phone'. 

 
The DfT is clear that you still risk prosecution for failing to have proper control of a vehicle, if using 
hands-free when driving. If there is an incident, the use of any phone or similar device might justify 
charges of careless or dangerous driving. 

 
Kits that use 'Bluetooth' or a cable connection will only be regarded as truly hands-free if they are 
mounted in a cradle on the dash-board. A holder that plugs into a cigarette lighter is acceptable. 

 
 

NU LIVING POLICY 

 
This policy applies when driving in a company car, whether used for business or social purposes, or in 
your own car when driving on company business. Courtesy cars and hire cars are treated the same 
as company cars. 

 
Whilst the legal position is set out above, the Companyôs view is that drivers cannot concentrate 
sufficiently on driving whilst using even a hands-free phone. Therefore a mobile phone should not be 
used whilst driving. 

 
Any breach of this rule will be a disciplinary offence. If you refuse to take a call whilst driving you will 
not be disciplined. You must not send or access any form of text message, internet or video image 
whilst driving. 

 
Driving includes being stationary in traffic and waiting at traffic lights. If you park your car to make or 
receive a call, whether on a hands-free or hand-held phone, you should have the hand-brake on and 
the engine switched off. 

 

 
RECOMMENDATIONS 

 
You must ensure that your phone will switch to voicemail if a call is not answered and check for 
messages at regular intervals only when parked. If you make a call to anyone on a mobile phone, 
always check with them that it is convenient and safe for them to take the call. 
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ñHABITUAL USERò CHECKLIST 
 

A habitual user of a VDU/DSE is someone to whom 4 or more of the following statements apply. 
 
 
 

a)   The member of staff is dependent on the use of VDU/DSE to do the job as alternatives are 
not readily available 

 

b)   The member of staff has no discretion as to the use or non-use of VDU/DSE 
 

c)   The total time spent at the VDU/DSE exceeds 2 hours per day 

d)   The member of staff uses VDU/DSE more or less daily 

e)   The fast transfer of information between the member of staff and the screen is an important 
requirement of the job 

 

f) The performance requirements of the system demand high levels of attention and 
concentration by the member of staff, for example where the consequences of error may be 
critical 

 

g)   The member of staff uses a conventional keyboard 



 
 

 
 
 
 
 
 
 
 
 
 
 
 

2. Accident reporting 



CONTENTS 
 

Procedure  Revision 

  Date 

 

AIR-1 

AIR-2 

AIR-APPENDIX 1 

 

ACCIDENT REPORTING PROCEDURE 

FATAL ACCIDENT PROCEDURE 

ACCIDENT REPORTING FORM 

 

September 15 

September 15 

September 15 

 
 
 
 
 
 

 
* Issued subsequent to amendments made following CSUK Ltd check through. 
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1 LEGISLATION 
 

1.1 The requirement for the formal notification of accidents to the enforcement authorities is contained in The 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR). 

 
2 DOCUMENTATION 

 
2.1 The following documents are required for compliance with this procedure: 

a) BI 510 Accident Book 
b) Accident/Incident Report Form. (AIR-Appendix1) 
c) Form F2508 Report of an injury or dangerous occurrence. 

d) Form F2508A Report of a case of disease 
 

3 REPORTING PROCEDURES 
 

3.1 There are three types of occurrence, which have to be reported under RIDDOR. These are injuries incurred at 
work, dangerous occurrences and occupational diseases. The following sections provide instruction and 
guidance on complying with RIDDOR. 

 
3.2 The appropriate level of line management must investigate all reportable occurrences. It is the responsibility 

of the Relevant Director1 to ensure that the requirements of this procedure are complied with, within the areas 
for which they are responsible. The accident/incident report form (Appendix 1) is designed to ensure that 
information about the lessons learned is passed through the organisation, in accordance with NU livingô Health 
and Safety Policy. 

 
3.3 The Incident Contact Centre (ICC), to whom all reportable accidents have to be reported will be contacted by 

the Safety Consultant (SC) as follows: 
 

By Post To : Incident Contact Centre 
Caerphilly Business Park 
Caerphilly 
CF83 3GG 

By Telephone or Fax 
(charged at a local rate) 

Tel: 0845 300 9923 
Fax:  0845 300 9924 

By Internet to: http://www.riddor.gov.uk/ 
http://www.hse.gov.uk/index.htm 

By email to: mailto:riddor@natbrit.com 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 RELEVANT DIRECTOR  refers to : 

NU living ï Construction Director 
2 SC = Safety Consultant Jody Kennedy of Construction Safety UK Ltd 

http://www.riddor.gov.uk/
http://www.hse.gov.uk/index.htm
mailto:riddor@natbrit.com
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4 REPORTING REQUIREMENTS ï GUIDANCE 

 
The following chart sets out the reporting process to be followed in the event of an accident / 
incident at work 

 
 

Personal Injury at Work 
WHEN THE INVESTIGATING / 

ENFORCING AUTHORITY 
ARRIVES AT THE SCENE, 

FOLLOW ALL INSTRUCTIONS 
GIVEN.    KEEP RELEVANT 

DIRECTOR1 INFORMED 

 
FATALITY 
(Section 4.1) 

 
YES 

 

INFORM BY PHONE 
Safety Consultant 
(SC)2 & Relevant 

 
 
RELEVANT DIRECTOR 1 

APPOINTS ACCIDENT 
INVESTIGATION TEAM 

 

NO 

 
 

MAJOR INJURY - (Section 4.1) 
Any fracture (except finger, thumb or toe). 
Any amputation - dislocation of 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 from electric shock or burn, leading to unconsciousness or requiring 
resuscitation or admittance to hospital for more than 24 hours. 
Any other injury that : leads to hypothermia, heat induced illness or 

unconsciousness 
Requires resuscitation. 
Requires admittance to hospital for more than 24 

 
 
 
 
 
 

 
YES 

 
REFER TO AND FOLLOW 
GUIDANCE GIVEN IN NU 
LIVING FATAL ACCIDENT 

PROCEDURE 

 
 
 
INFORM THE S C BY PHONE 

INFORM RELEVANT 

DIRECTOR1
 

SEND THE F2508 TO THE S C 
WITHIN 7 DAYS. 

S.C. STARTS INVESTIGATION 
hours. 
Loss of consciousness caused by asphyxia or by exposure to a harmful 
substance or biological agent. 
Either of the following conditions which result from the absorption of any 
substance by inhalation, ingestion or through the skin: 

a)  acute illness requiring medical treatment. 

b) loss of consciousness. 
Acute illness which requires medical treatment where there is reason to believe 
that this resulted from exposure to a biological agent or its toxins or infected 

 
NO 

 
 
 
 

COMPLETED ACCIDENT 
INVESTIGATION REPORT TO 

BE SENT TO RELEVANT 

DIRECTOR1
 

 
 
 
 
Entry 

in 
B1510 

 
 

OVER 7 DAY INJURY - (Section 4.2) 
(A PERSON WHO SUFFERS) AN INJURY AT WORK WHICH RESULTS 
IN 7 CONSECUTIVE DAYS OFF WORK.  DO NOT COUNT THE DAY OF 

THE ACCIDENT OCCURRED BUT (DO) INCLUDE WEEKENDS AND 
STATUTORY HOLIDAYS. 

 
NO 

 
YES 

INFORM CONTRACT MANAGER  OR 
RELEVANT DIRECTOR1

 

SEND THE F2508 TO THE S C 
WITHIN 4 DAYS. 

LINE MANAGEMENT INVESTIGATION 
REPORT TO BE FORWARDED TO 

RELEVANT DIRECTOR1
 

 

 
 

MINOR INJURY - (Section 4.3) 
AN INJURY WHETHER OR NOT REQUIRING FIRST AID 

AND WHICH MAY RESULT IN TIME OFF WORK OF LESS THAN 7 
DAYS 

 
 
YES 

AN ENTRY IS TO BE MADE IN THE 
B1510. THE LINE MANAGER IS TO 

COMPLETE THE NU LIVING ACCIDENT 
AND INCIDENT REPORT FORM FOR 

CASES INVOLVING TIME OFF WORK. 
THE COMPLETED FORM IS TO BE 

SUBMITTED VIA LINE MANAGEMENT 
TO THE CONTRACT MANAGER / 

RELEVANT DIRECTOR1
 

 
 
 
 

2 RELEVANT DIRECTOR refers to: 

NU living ï Construction Director 
2 SC = Safety Consultant ï Jody Kennedy of Construction Safety UK Ltd 

 
 
 
 
 
 

* Please note where Sales Negotiator is referred to in this section that it is to be taken to mean the person who conducts the 
Pre-Handover Demonstration with the customer. Depending on circumstances this may be the Sales Negotiator, Site 
Manager or a member of the Customer Care Team. 
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4.1 Fatality or Major Injury 

 
A fatality or major injury must be reported immediately, internally by the Site Manager and for 
offices the Nominated Person, to the Relevant Director and externally by the SC to the Caerphilly 
Incident Contact Centre (ICC). Where the person involved was carrying out normal office duties 
on NU livingô premises, the ICC will inform the Environmental Health Dept. of the Local Authority 
(LAEHD) for that area. Where the person was carrying out construction / factory work or was on 
a construction / factory site at the time, the local area office of the HSE will be informed. Either 
of these Authorities may then contact NU living for further details. 

 
The ICC must be informed by the fastest practicable means, usually telephone or via web site. 
This will be done by the SC on behalf of the Company. Therefore the person making the call to 
the SC must give clear and concise information on the incident. Consider compiling the following 
information before contacting the SC: - 

 

WHAT: Find out what has happened, do not speculate, stick to known facts 
WHERE: Precise location of the accident. 
WHEN: Time/date of the accident. 
WHO: Details of the injured party(ies). Are they employees, persons working 

in NU livingô premises, or members of the public? 
 

The SC will pass on any subsequent instructions received from the HSE/LAEHD. Alternatively, 
you may be contacted direct by the enforcement authorities, so take notes as appropriate. 
Ensure that any instructions given to you by the enforcing authorities are implemented 
immediately. The Relevant Director or Contract Manager (for accidents that occur on site) or line 
manager, is responsible for ensuring that the F2508 is submitted to the SC within 7 days of the 
accident occurring. A copy is to be forwarded to the Relevant Director and a copy held on file. 

 
The Relevant Director will either take charge of, or nominate a deputy to take charge of the NU 
livingô investigation into any fatality or major injury. When a deputy has been nominated, a copy 
of the completed investigation report is to be forwarded to the Relevant Director and a copy held 
on file. 

 
In all incidences where a fatality has occurred, you should refer to the NU livingô Fatal Accident 
Procedure and follow all appropriate guidance given therein. 

 
4.2 Over Seven Day Injury 

 
When determining an over 7 day injury under RIDDOR, (see the flow chart) the day the injury 
occurred is not counted but weekends and public holidays are. The fact that an organisation 
does not work at weekends is not taken into account by the regulations. 
On the fourth day of absence due to a workplace injury, an F2508 must be completed and 
communicated to the SC. A copy will be sent to the Relevant Director and a copy held on file. 
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4.3 Minor Injury 
 

 
*  for injuries which do not require first aid treatment, a record of the injury will be made in the 

BI 510 Accident Book; 

*  for injuries which require first aid treatment and/or which result in time off work of less than 7 
days record the injury in the BI 510 Accident Book 

*  For non-reportable injuries that result in time off work, the Head of Construction (for 
accidents that occur on site) or the line manager will investigate and complete the NU living 
Accident and Incident Report Form. The completed Report Form will be forwarded through 
the line management chain to the Relevant Director and a copy held on file. 

 
5 DISSEMINATION 

 
5.1 Accident and Incident Report Forms will be copied to the Company Secretary who will make 

them available for discussion / action at meetings. 
 

5.2 In circumstances where NU livingô employees are injured on a site under the control of another 
principal contractor, the injured person will inform the principal contractor when possible. In this 
situation the principal contractor will provide the appropriate response to any accident or incident 
involving NU livingô staff. It is however NU livingô duty to carry out any notifications required 
under RIDDOR. Under CDM it is the principal contractorôs responsibility to compile the accident 
statistics for the site. 

 
5.3 Where the injury is the result of violence the SC are to be informed. The SC will inform both the 

ICC and the police. 
 

6 DANGEROUS OCCURENCES 
 

6.1 The list of dangerous occurrences identified in the regulations is summarised below: 

¶  Lifting machinery, including lift or hoist, crane or derrick, mobile powered access platform, 
window cleaning or access cradle, excavator, pile driving rig or frame, or fork lift truck, which 
either collapses, overturns or there is a failure of any load bearing part. 

¶  Contact with an Overhead Electric Line; when plant or equipment unintentionally comes into 
contact with an un-insulated line that exceeds 200 volts or causes an electrical discharge by 
coming into close proximity to it. 

¶  Electrical Short Circuit or overload attended by fire or explosion which results in the 
stoppage of the plant involved for more than 24 hours or which has the potential to cause the 
death of any person. 

¶  Explosion or fire occurring in any plant or premises which results in the stoppage of that 
plant or as the case may be, the suspension of normal work in those premises for more than 
24 hours, where the explosion or fire was due to the ignition of any material. 
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6.2 Incidents involving the following are also classed as dangerous occurrences: 

 
Pressure systems, Freight containers, Explosives, Biological agents, Malfunction of radiation 
generators, Breathing apparatus, Diving operations, Collapse of scaffolding, Wells, Pipelines or 
pipeline works, Carriage of dangerous substances by road, Collapse of building or structure, 
Escape of flammable substances, Escape of substances. 

 
Further advice can be sought from the SC. 

 
6.3 If a Dangerous Occurrence occurs during NU livingô operations the Contract Manager / Relevant 

Director will be informed immediately. The SC will be informed by telephone using the procedure 
outlined in Section 4 above. 

 
7 REPORTABLE DISEASES 

 
7.1 The list of reportable occupational diseases is contained in RIDDOR Schedule 3. Amongst 

those that may be relevant to NU livingô staff are leptospirosis, tetanus, occupational dermatitis, 
tuberculosis, infections due to biological agents and occupational asthma. 

 
7.2 Any employee diagnosed by a medical practitioner as suffering from a reportable disease will 

submit a medical certificate to the NU livingô Personnel Department, via line management, as is 
the requirement for a person who is absent from work. When such a medical certificate is 
received the advice of the SC is to be sought. 

 
7.3 On confirmation that a reportable occupational disease has been notified the Relevant Director is 

to be informed immediately.  The Relevant Director will ensure that an F2508A is submitted to 
the SC and a copy held on file. 

 
7.4 The Relevant Director is to carry out, or appoint a nominated deputy to carry out an investigation 

into the circumstances leading to the diagnosis being made.  Where a deputy has been 
nominated, a copy of the completed investigation report will be forwarded to the Relevant Director 
and a copy held on file. 

 
8 ADVICE 

 
8.1 Advice on the interpretation and/or other implementation of the procedure can be obtained from 

the SC. 



 

NU living Health and Safety Policy and Procedures Manual AIR-2 

Issue 2.4  September 2015 Page 1 of 1 

 
 
 
 

FATAL ACCIDENT PROCEDURE 
 
 

 

Action to be taken in the event of a fatality: 
 

 
1 The person/s finding the body must raise the alarm at once. No attempt should be made to move the 

body. If the body is in a confined space on no account may the confined space be entered by anyone 
prior to the arrival of the Emergency Services. 

 
2 Immediately the alarm is raised a 999 call should be made to the Emergency Services. The Site 

Manager is responsible for ensuring that this happens. 
 

3 The Site First Aider should examine the body only if it is safe to do so. Only if there are vital signs and 
it is for life saving purposes, may the body be moved. 

 
4 The Site Manager must ensure that the Director is notified immediately. He in turn must notify the 

Companyôs  insurers. 
 

5 The HSE, Construction Director and the Insurers should be notified in accordance with the Company 
Procedure. The Site Manager must ensure that all instructions received from these organisations are 
followed. 

 
6 Unless otherwise instructed by the above organisations, the Site Manager should instruct a 

Supervisor to clear the area of other personnel and screen the body from view where possible. The 
immediate area must remain undisturbed as far as possible. Only where there is ongoing risk to 
others may remedial action be taken. If it is safe to do so, plant or machinery may be isolated or shut 
down, provided this does not change the material evidence. 

 
7 The next of kin must be informed as soon as is practicable and transport offered where necessary. 

 
8 All witnesses to the event should be asked to remain on site, whenever possible, until statements 

have been taken by the authorities and the SC. When this is not possible contact details must be 
obtained before a witness is allowed to leave. 



  
Accident Book 

 
 
 
 

Incorporating the Reporting of Incidents, Dangerous 

Occurrences and Third Party Incidents 
 
 
 

Job No.: 
 

Job Titl e: 
 

Address: 
 

 
 
 
 
 
 
 

Local Casualty Hospital:  
 

Address: 
 

 
 
 
 
 
 
 

Name of Person Responsible for stor ing Accident Reports: 



  
Accident Book 

 

 
Reporting and Recording Of Accidents and Incidents 

 
This Book must be used to record Accidents, Incidents, Dangerous Occurrences, Near Misses, and 

Environmental and Third Party Incidents, which occur in connection with SNH activities.  It is also the 

SNH version of the Statutory Accident Book. 

 
All incidents and accidents are to be repor ted by email and phone to the Construction Director 

immediately 
 

 
 

Classif ication of Incidents 
 
¶ Fatal ¶ Major ¶ 7+ Days 

¶ 1st Aid ¶ No Treatment ¶ Dangerous Occurrence 

¶ Environmental Incident ¶ Security  
 

Causation 
 
¶ Manual Handling ¶ Falls over 2m ¶ Falls under 2m 

¶ Slip/Trip ¶ Small Tools ¶ Struck/Struck By 

¶ Other 
 

Key Hazards (for example) 

 
¶ Working at Height ¶ Traffic Management ¶ House Keeping 

 
Equipment Involved (for example) 

 
¶ Scaffolding ¶ Nail  Gun ¶ MEWP 

 
Part of Body Injured (for example) 

 
¶ Leg ¶ Arm ¶ Hand 

 
Type of Injury (for example) 

 
¶ Fracture ¶ Laceration ¶ Graze 



For SNH, Sub-Contractor and Third Party Accidents and Incidents 

YOUR LINE MANAGER MUST BE PROMPTLY INFORMED OF ALL INCIDENTS 

1.   Project Details 

Job No.: Job Titl e: 

Site Manager: Site Telephone No.: 

2.   Details of Injured Party  (Completed by the Injured Party or Site Manager) 

Full  Name: 

Address: 

Postcode: Telephone No.: 

Occupation/Trade: 

Date of Bir th/Age: NI No.: 

Employerôs Name: 

Address: 

Postcode: Telephone No.: 

Status of Employee: 
(Domestic S/C, Labour Only S/C, Agency Labour, Visitor, Member of the Public) 

3.   Incident Details  (attach photographs) 

Date of Incident:  Time of Incident:  

Exact Location: 

Brief Summary of the Incident:  

4.   Declaration of Person Completing Section 2 

Full  Name: 

Address: 

Postcode: Telephone No.: 

Signature: Date: 



COMPLETED BY SITE MANAGER  (*refer to front pages) 

5.   Supporting Information 

Classif ication of Incident*: 

Causation*: 

PPE Worn: 
 

Underfoot Conditions: 

 
Weather: 

 

 

Lighting:  
 

 

Surr ounding Environment:  
 
 
 
 
 
 
 

Key Hazards*: 
 

 
 
 
 
 

Equipment Involved*:  
 
 
 
 

6.   Injured Party Details 

Part of Body Injured*:  

Type of Injury*:  

Date of IP Return to Work:  (if  known) 
 

IPôs Period on this Site: 
 

IPôs Period in this Occupation: 

Consecutive Days Work ed on this Site: 

IP Inducted by Whom: 

Relevant Tool-Box Talk by Whom: 

IPôs Skill Card Held:  (CSCS etc.) 

Supervisorôs Skill Card Held: (CSCS etc.) 



7.   Additional Information (include diagram, details of Emergency Services involved, Media involvement etc.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8.   Witnesses  (provide Names, Addresses and contact numbers) 



 

9.   Immediate Action Taken (include 1st Aid provided, steps taken to make safe etc.) 

 

10. Actions Taken to Prevent Recur rence 

 

11. Site Managers Declaration 

Full  Name: 

Signature: Date Completed: 

COMPLETED BY SAFETY I NSPECTOR 

Will a full  Investigation be Carr ied out:  YES: NO: 

If  YES, by Whom: 

Is the Incident Reportable (F2508 completed): YES: If  YES, Date: NO: 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. Construction Design & 
Management Policy 



 

CONTENTS 
Procedure  Revision 

Date 
INTRODUCTION 

CDM-1 PRELIMINARY PROCEDURES September 15 

CDM-2 INVESTIGATING POTENTIAL SITES September 15 

CDM-3 PRE-CONSTRUCTION PLANNING MEETING September 15 

CDM-4 COMMENCING DEVELOPMENT WORK September 15 

CDM-5 SELECTION OF CONTRACTORS September 15 

CDM-6 CDM REGULATIONS 2015 September 15 
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CDM-10 DUTIES OF PRINCIPAL CONTRACTOR September 15 
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(GRANTING AUTHORITY) 
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CDM- 
Appendix 9 

LETTER TO RESPONSIBLE PERSON 
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* Issued subsequent to amendments made following CSUK Ltd check through. 



INTRODUCTION 
 
 
 

THE PURPOSE OF THIS DOCUMENT 
 

 
The Construction (Design & Management) Regulations 2015 (CDM) require the company to produce a 
safety plan for each project it commences. This document has been put together to provide the 
management, planners and contractors with guidance in the preparation of project Health and Safety 
plans. 

 
It outlines the standards which NU living will expect to be complied with on all sites as an absolute 
minimum. 

 
This procedure brings together operational information from the Group Health, Safety and Welfare Policy. 
It is not intended to be exhaustive but it deals with the major repetitive operations which are performed in 
our business. 

 
Where this document or the Companyôs Health and Safety Policy or Risk Assessment Manuals contain 
information about planning and suitable management responses to hazard control, this must be complied 
with. Where it is foreseen that the standards laid down are not adequate management will need to prepare 
additional risk assessments and/or working method statements. 
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PRELIMINARY PROCEDURES 
 

 
a) TENDERING AND PLANNING 

 
At tendering, negotiating and planning stages, the requirements of this Company Policy 
must be taken into account by all employees involved in these processes. 

 
Any aspects of work not covered by this Policy must be planned by the responsible 
Contract/Line Manager in conjunction with advice from the Safety Consultant and written 
procedures defined. 

 
Pre-contract meetings will be held with the Safety Consultant if particular Health and 
Safety matters require discussion. 

 

 
 

b) TRAINING 
 

All supervisory staff will receive training in their responsibilities as defined in this Policy. 
Training will be repeated at 2-yearly intervals and whenever changing legislation or 
working methods require. The Construction Directorôs Secretary will establish and 
maintain a database record of the safety training received by staff and will alert the 
relevant manager when the 2-year refresher training of an employee is required. 

 
Any operatives required to carry out key tasks (e.g. fork lift truck operation etc.) will be 
provided with necessary training. 

 
Training will be arranged by the Safety Consultant as requested by management. 

 

 
 

c) 1) SUB-CONTRACTORS 
 

The Development Manager will ensure that all potential sub-contractors are assessed 
with regard to Health and Safety competence and resources. The pre-qualification 
questionnaire for contractors in the CONTRACTOR SELECTION Section of this 
Procedure will be used and the advice of the Safety Consultant may be sought. The 
selection of sub-contractors will take into account their Safety Policy, accident record 
and previous performance with respect to accident and ill health prevention on site. All 
sub-contractors will receive a copy of the Company Policy Statement and a list of 
responsibilities with every order placed. The following paragraph will be inserted on all 
orders to sub-contractors: 

 
"Please see attached copy of our Company Policy Statement for Health, Safety and 
Welfare and list of responsibilities for sub-contractors on this Company's sites. Your 
acceptance of this order will be deemed to include acceptance of the requirements of our 
Company Policy". 

 
"Please contact the writer should you require further information on any matter in 
connection with health, safety or welfare". 
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2) SUB-CONTRACT DESIGNERS 
 

The Development Manager will ensure that potential sub-contract designers are 
assessed with regard to their Health and Safety competence and resources. The pre- 
qualification questionnaire for designers in the CONTRACTOR SELECTION Section of 
this Procedure will be used and the advice of the Safety Consultant may be sought. Sub- 
contract designers will be required to comply with the same duties as those imposed on 
NU livingô designers by this Procedure, by the conditions of contract. 

 
A thorough review of each Sub-Contractor must take place at least every 2 years or at 
any time if circumstances change. 

 

 
 

d) SUPPLIERS 
 

The following paragraph will be inserted on all orders to suppliers or hire companies 
providing any article or substance for use at work: 

 
"In accordance with Section 6 of the Health and Safety at Work Act 1974, we would be 
pleased to receive your confirmation that the article or substance to be supplied is, so far 
as is reasonably practicable, safe and without risk to health whilst being prepared for 
use, used, cleaned or maintained. Also, in accordance with the above, please supply 
details of any tests or examinations carried out and full instructions for the safe use etc. 
of the article or substance. 

 
Please note that we also must be informed of any updated information in respect of this 
article or substance in the future". 

 
All information received from suppliers will be passed to site/workplace supervision for 
implementation or reference on site. 

 
e) NOTIFICATIONS 

 
The Development Manager will appoint the Principal Designer. The Construction 
Director will ensure that the time between appointment of the Principal Designer and the 
commencement of works on site will be sufficient for them to fulfil their responsibilities, 
including the notification of the project to the HSE. (See CDM-4 in this section) 

 
The Construction Director will confirm that the Safety Consultant is aware of all new sites 
when planning for construction commences. This also applies to new workshops, offices 
or other workplaces. 

 
The Contract/Site Manager will make any necessary notifications in respect of Fire 
Certificate, Offices or Ambulance Authority. 

 
The Contract/Site Manager will notify relevant Authorities as required by specific Policy 
sections, e.g. Underground and Overhead Services, Explosives, etc. 
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f) PROTECTION OF PUBLIC 
 

All necessary measures required for the protection of the public will be allowed for and 
planned. In particular: - taking into account the recommendations contained in Health 
and Safety Executive Guidance Note GS7, ñAccidents to Children on Construction 
Sitesò, and HSG151 Protecting the Public. 

 
g) DOCUMENTATION 

 
The Development Manager will ensure that a complete copy of the Company Policy for 
Health, Safety and Welfare is issued to the Site/Workplace for reference. A copy of the 
current Employers' Liability Insurance Certificate will be issued for display. 

 
All necessary statutory notices, Regulations and registers and accident report forms will 
be issued to Site/Workplace. These will be supplied by the Safety Consultant if required. 

 
The Site Manager must ensure that all documentation supplied is displayed as 
necessary and that Regulations and Company Policy are available for reference as 
required. 

 
The Site Manager must ensure that all registers, site inspection reports and other 
documentation relating to Health and Safety are returned to the office for safe keeping at 
the completion of the contract and that the Company Secretary is responsible for 
ensuring that this documentation is maintained at the office in a safe place for a 
minimum of 3 years. 

 
h) PROHIBITION/IMPROVEMENT NOTICES 

 
If a prohibition or improvement notice is issued by an Inspector of an Enforcement 
Authority (Health and Safety Executive, Local Authority), the person to whom it is issued 
must comply immediately with any instructions on the notice. They must also ensure that 
the Construction Director responsible for the activity is informed either directly or through 
their appropriate Manager. 

 
The Construction Director is responsible for ensuring that both the Group Co-ordinator 
for Health and Safety is advised within 24 hours of any notice being served. 

 
The Safety Consultant will be informed by the Construction Director and asked to 
provide advice on the measures necessary to comply with the notice. 
When remedial measures have been taken the Construction Director will contact the 
Inspector  who issued the notice to inform him/her of action taken. 
This will be confirmed in writing. 
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INVESTIGATING POTENTIAL SITES 

 
INTRODUCTION 

 
As a developer, NU living recognises that it has the duties of a client under the Construction 
(Design and Management) Regulations 2015 (CDM) and this process begins at the very earliest 
stage of site investigation. 

 
The Land Director will ensure that the procedure is followed. 
Pre-visit checks and controls:- 
*  Liaise with the site owner about potential hazards 
*  Current Health and Safety File availability 

 
The investigation of potential development land will expose those involved to a number of 
potential hazards. Significant hazards arising from site investigation include the following:- 

 
*  Risks arising from unaccompanied visits 
*  Risk from contact with toxic materials 
*  Risk of fire or explosion 
*  Risk of disease caused by animals 
*  Risk of electrocution from existing services 
*  Risk when entering confined space 
*  Risk of fall 
*  Risk of buildings collapse 
*  Risk from the presence of unauthorised members of the public. 

CARRYING OUT THE INVESTIGATION 

The following precautions must be taken before visiting site:- 
 
*  Staff involved in investigation should be provided with suitable protective equipment 

including as a minimum: safety helmet; waterproof safety footwear and hi-vis jacket. 
 
*  The existing site plans should be checked before visiting site to ensure that there is 

knowledge of existing underground and overhead services. 
 

The position of such services should be clearly highlighted on any plans which are used 
during the investigation so that staff are aware of relevant hazards. If it is necessary to 
carry out any digging operation then suitable location equipment must be used to locate 
all existing underground services accurately. 

 
*  Upon arrival at site suitable warning signs and/or barriers should be erected at site 

entrances to warn any other persons entering the site of the presence of the 
investigation team. This may be done in such a way as not to prejudice the confidential 
nature of the work. 

 
*  If plant and machinery is to be used during the investigation then public access to the 

site must be closed off. 
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*  If the site is believed to be contaminated then a suitable safe method of work must be 
prepared before any digging takes place on site. Expert advice must be sought. 

 
*  Trial holes should be dug with care taking into account local circumstances. 

 
Any holes which are more than 1.2 metres deep must be properly supported or battered 
back to a safe angle before persons enter. 

 
Trial holes should be back filled as quickly as possible and the soil compacted. Any soil 
samples should be handled with care, the assumption being that they are contaminated 
until analysis has been completed. 

 
*  Areas where water exists or is likely to be present on site should be examined and if 

necessary steps taken to ensure that they are safe for site operatives and local residents 
during the investigation. 

 
*  Existing buildings on site can contain a number of hazards and when carrying out 

investigation of existing buildings the following risks should be taken into account:- 
 

*            The overall stability of the building 
*            The safety of staircases and floors 
*            The conditions of existing electrical / gas services 
*            The presence of asbestos 
*            The storage of chemicals or other toxic materials in the building 
*            The presence of rats in the building or drains nearby 
*            The presence of protected species such as bats, newts and badgers 
*            The presence of extensive pigeons droppings in the roof or other area 
*            The likelihood of flammable or fragile materials within the building 

 
The risks listed above will require positive planning action to be taken before work proceeds. 
This will be carried out by the manager responsible for the investigation. It is not acceptable for 
staff to put themselves at risk in order to carry out investigation without proper planning. It may 
be necessary to provide shoring systems to stabilise buildings or have certain hazardous 
materials removed early in the construction process for the protection of the health of 
employees and contractors. 

 
*            If you are in any doubt do not enter! 

 

 
 

UNACCOMPANIED SITE VISITS 
 

Sometimes it will be necessary to make site visits alone. This presents particular hazards 
especially if there are old buildings on site. 

 
Before entering a site alone telephone a responsible person at your office and let them know 
your location and intended duration on site. Always carry a mobile phone with you. 

 
When you leave the site telephone the same person to let them know you are safe. 
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You are to brief the responsible person that if they do not hear from you within the period you 
specify, they are first to try and contact you and if unsuccessful they should take alternative 
steps to check that you are safe. This may be by contacting the Agent or the emergency 
services if necessary. 

 

 
 

SITE DRAWING SURVEY 
 

When considering the suitability of proposed development land it will be necessary to obtain 
certain essential information before work commences. An up to date ordinance survey plan will 
be obtained and the precise boundary of the site established. Consideration will be given to 
foreseeable hazards and any planning report prepared will contain comment on at least these 
topics:- 

 
*  The siteôs previous use for industrial purposes which may have led to soil contamination 

either generally or in areas of the site. If the site has been used for tip or land-fill services 
there may be risks to operatives on site as well as risk of leaching into the surrounding 
area. Certain land fill sites will produce methane and action to contain or control this will 
normally be essential. 

 
*  The siteôs previous use as consecrated ground 

 
*  The siteôs previous use for the burial of animal carcasses 

 
*  The presence of public rights of way across the site 

 
*  The siteôs previous use for military purposes 

 
*  The existence of overhead or underground services such as electricity, 

telecommunications, gas, water or oil 

 
*  The risk of flooding due to close proximity with local water ways or as a result of the local 

water table 
 
*  The existence of buildings either listed or otherwise which may be unstable or contain 

toxic material 
 

The above information may be available in an existing Health and Safety file. The Site Owner 
and Principal Designer should be asked about this. 

 

 
 

RECORDING INFORMATION 
 

Having established what risks if any exist, these are to be summarised with other information on 
the Land Appraisal for use by others (including the Principal Designer).  As additional 
information comes to light the summary report is to be kept updated. 
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UNAUTHORISED MEMBERS OF THE PUBLIC 
 

Derelict sites attract undesirable members of the public. 
 

If you are in any doubt of your safety do not proceed and avoid challenging them.  Make 
arrangements with the Agent to be accompanied or to have the people removed. 

 
If there are small children on the site, for their own safety you should ask them to leave.  If they 
fail to do so, and you are concerned for their safety, call the police. 

 

 
 
 

PRE-QUALIFICATION OF DESIGNERS 
 

It is customary to get a consultant architect to produce a sketch scheme for the development 
and sometimes specialist engineering advice will be sought at the acquisition stage. 

 
It is the responsibility of the person defined in the paragraph below, to ensure in these 
circumstances, the Consultants are assessed for their competence and complete the Pre- 
Qualification For Designers Form (see Appendix 3 in this section of the manual). 

 
It is the responsibility of the Land Director to determine who within his Company is to be 
responsible for assessing the pre-acquisition design consultants. The chosen person may be 
the Land Director or the Development Project Manager or Director according to circumstance 
but the responsibility must be clear. 

 
The Consultants are to produce design risk assessments although it is acknowledged that these 
may be limited at this stage. 

 

 
PRE-CONSTRUCTION PLANNING MEETING 

 
The planning of the construction phase on projects where NU living is the Principal Contractor 
will be overseen by the Construction Director. 

 
As planning progresses towards the commencement of construction on a new development the 
design, survey and build management team will progressively plan the operation under the 
direction of the Construction Director / Contract Manager in order to meet health, safety and 
environmental legal standards. 

 
The requirements of the Company Health and Safety policy and local needs as a result of 
special circumstances will be taken into account when planning is undertaken. All reports 
relating to design, site investigation and environmental matters will be taken into consideration 
for inclusion in the Construction Health and Safety Plan together with the matters highlighted 
below:- 
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SITE PLANNING CHECKLIST OF MATTERS TO BE CONSIDERED FOR INCLUSION IN THE 
CONSTRUCTION HEALTH AND SAFETY PLAN 

 
*  The project will be notified to the Health and Safety Executive by the client. 

 
*  Requirements for temporary accommodation 

 
*  The location, size and layout of the site compound taking into account means of access, 

security and fencing arrangements 
 
*  The provision of welfare facilities including hot and cold water to toilets, washing and 

drying facilities as appropriate 
 
*  Canteen arrangements with facilities for heating water and food 

 
*  First Aid and emergency requirements for the project 

 
*  Storage arrangements within the compound for mobile plant, timber; trusses, drainage 

equipment, brick and blocks and fuel oils 

 
*  Arrangements for the supply of electricity, gas and drainage to the site compound and 

other areas 
 
*  The supply of sufficient and suitable fire extinguishers and other emergency equipment 

 
*  The supply and location of telephone facilities for the site. 

 
*  Confirmation of emergency telephone numbers including nearest hospital, gas, electricity 

and water board 
 
*  The position of the nearest public telephone box to the site should also be displayed 

 
*  Arrangements for the storage of liquefied petroleum gas 
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*  The display of statutory notices and company information boards 
 
*  Arrangements for cleaning and maintaining all facilities 

 
*  A site plan will be prepared highlighting the position of buried services, overhead cables 

and similar hazards. This plan will be displayed prominently on site 
 
*  Consideration for site fencing and security taking into account local requirements 

brought about by the presence of children, local occupants and others in the community. 
If necessary arrangements will be made for the safety consultant to visit the site to give 
further practical advice. 

 

 
 

RISK ASSESSMENT AND SAFETY PLANS 
 

The Construction Director will ensure that a Construction, Health and Safety Plan is developed 
for every project on which NU living is the Principal Contractor. 

 
Consideration will be given to the construction processes that will be required as site work 
progresses. Consideration will be given to health, safety and environmental standards and the 
safety plan will be extended by the provision of specific detailed risk assessments and planning 
procedures as necessary to cover significant risk activities. Such material will be made 
available on site by the Site Manager for reference by all concerned in the construction activity. 
The Site Manager will keep the Construction Health and Safety Plan updated. 
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COMMENCING DEVELOPMENT WORK 
When commencing work on any new project it is important that good working relationships are 
developed with all parties who live or work in the area surrounding the development. Contact 
should be made with the police force, statutory bodies, local authority and all other appropriate 
sections for the community. This will invariably have a positive effect on how smoothly the 
development progresses. All such points of contact will be set out in the Construction Health 
and Safety Plan. 

 
PREPARATION FOR SITE COMMENCEMENT 
In making a start on the development work the Construction Director will take into account the 
following essential matters and where relevant, ensure that they are included in the 
Construction Health and Safety Plan:- 

 
*  Check and establish all site boundaries to avoid risk of dispute in the future. 

 
*  Make personal contact with persons living or working in adjacent properties. If 

appropriate contact will be made with local schools, youth groups and various other 
similar bodies. 

 
*  Establish where public rights of way, footpaths or access to adjoining property are and 

make suitable arrangements to ensure that these are kept open and if necessary 
protected by physical barriers, warning signs or lighting. 

 
*  Make appropriate arrangements for fencing off the entire site or appropriate working 

areas to ensure that public access is restricted in the construction area. 
 
*  Plan routes for vehicles, plant and pedestrians to ensure that there is adequate 

segregation of personnel and machinery. 
 
*  Ensure welfare facilities are available on site before work commences (as a minimum 

Oasis units containing male and female toilets, hot and cold running water, canteen 
facilities, dry room etc.). 

 
*  Provision for suitable warning signs will also be an acceptable means of informing 

members of the public of areas they are not authorised to enter. 
 
*  Make arrangements for the erection of necessary Health and Safety warning signs and 

information for site visitors. 
 
*  Make plans to reduce the impact of noisy plant and machinery on site, obtaining the 

advice of the site safety consultant where appropriate. 

 
*  Make arrangements to protect any overhead service cables which may pass on or near 

to the site. 
 
*  Ensure that all underground services are clearly marked both on site on the site plan 

which will be displayed clearly for reference by all persons. 
 
*  As work progresses on the installation of site compound offices and welfare facilities 

check regularly to see that all services are installed in compliance with local authority 
and statutory requirements. 

 
*  Make arrangements for temporary lighting to be made available for works areas, the 

compound and parking areas. 
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* Ensure there is a first aider, (somebody who has a valid 4 day First Aid at Work 
Certificate) usually the Site Manager, available on site as well as a fully stocked first aid 
kit.  Make arrangements for emergency procedures. 

 
*  Ensure that an appointed person is available on site to cover for when the first aider is 

away from site. 
 
*  Check staff training records to ensure that plant operators meet statutory requirements. 

 
*  Make arrangements to display the Employerôs liability insurance certificate, the Health & 

Safety Law Poster and notification of the site to the Health and Safety Executive. 
 
*  Establish adequate and suitable fire precautions in line with the current guidance from 

the Loss Prevention Council: ñFire Prevention on Construction Sites ï The Joint Code of 
Practice on the Protection from Fire of Construction Sites and Buildings Undergoing 
Renovationò Sixth edition September 2005. This code of practice shall be implemented 
on all NU livingô sites regardless of size. 

 
*  Make arrangements for an adequate supply of personal protective equipment for the 

number of persons engaged on the site. 
 
*  Consider emergency evacuation procedures and if necessary write these up and bring 

them to the attention of all personnel on site. 
 
*  Ensure that COSHH and general risk assessment material is available. 

 
*  Establish the site safety filing system which enables easy reference to all documents 

amended to the project safety plan. 
 
*  If cranes or heavy lifting gear are to be brought to site ensure that necessary 

test/examination certificates are available on site and that all lifting operations are 
adequately planned before commencing. 

 
*  A suitable banksman/signaller should be available who is more than 18 years of age and 

competent to carry out the duties of a banksman/signaller. 
 
*  When planning general storage areas make available safe level areas with suitable 

access. Materials which are stored should remain level during wet weather. Stacks 
should be no more than two pallets high and easily accessible. Racks must be provided 
for roof trusses and other timber to ensure that these are stable at all times. Specific 
arrangements must be made for the storage of flammable materials in a segregated area 
with suitable firefighting equipment available nearby. 
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NOTIFICATION OF A PROJECT TO HSE 
 

 
Responsibility for the Notification of a project rests with the Client (Clients duties regulation 
12(1) 

 
Notifications to HSE are usually made on the F10 form. 

 
Any changes in the details of appointees or to the description or details of the project must be 
communicated to the Client at the earliest opportunity to allow additional notification to be sent 
to the HSE. 

 
All designers involved in the feasibility stage of a construction project must assume that their 
design will be constructed, i.e. they must comply with the CDM duties placed on designers. 
The Safety Consultant is available to give advice on matters relating to notification. 

 

 
 
 

CONSORTIUM SITES AND SEGREGATED SITES 
 

Large sites may have several developers working in adjacent areas and in some circumstances 
NU livingô sites may be split such that groundworks or demolition works are segregated from 
superstructure works.  In these cases there is likely to be more than one Principal Contractor on 
site. 

 
Each Principal Contractorôs area of responsibility must be clearly segregated and defined with 
physical barriers wherever possible. 

 
Principal Contractors must liaise and consult with each other throughout the duration of the 
project to ensure their activities do not cause Health and Safety problems for the others.  In 
particular there must be careful liaison over the management of the common areas of a site for 
example the access routes to and from each site, especially where these routes lead through 
occupied areas of the site.  In these circumstances a site wide traffic management plan must be 
agreed. 

 
In most circumstances different phases of the same project should not be controlled by more 
than one Principal Contractor at the same time as this can cause problems particularly as the 
boundaries move as construction progresses. 

 
Where successive Principal Contractors are used on a single project then the first Principal 
Contractor should develop the Construction Phase Health and Safety Plan and then pass this 
onward to the next Principal Contractor for them to develop for their phase of the works.  In 
these circumstances arrangements will have to be made to ensure a continuity of site wide 
facilities such as welfare facilities, first aid, security, signage etc. 
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SITE OFFICES 
 

 
LEGAL STANDARDS 

 

 
 

1. The Site Manager will apply for a Fire Certificate (through the local office of the HSE) if 
there are likely to be more than 20 people employed in the site office or if there will be 
more than 10 people in a site office above or below ground level as required under the 
Fire Certificate (Special Premises) Regulations 1976. Where a Fire Certificate is not 
required, all fire precautions in accordance with the findings of a fire risk assessment. 

 
2. All temporary accommodation on site will comply with the standards in Fire Prevention on 

Construction Sites ï The Joint Code of Practice on the Protection From Fire of 
Construction Sites and Buildings Undergoing Renovationò Sixth edition September 2005. 

 
PLANNING 

 
3. All fire extinguishers shall comply with the BSEN 3 and will be serviced and maintained 

at regular intervals. Training will be provided to members of staff in their use. 
 

4. The Site Manager will ensure that all offices are cleaned out daily and waste paper is not 
allowed to accumulate. 

 
5. Any liquefied petroleum gas heating appliance shall be used in accordance with the 

requirements of Company Policy. 
 

6. Any electrical installation shall be to the requirements of the IEE Regulations and shall 
be installed, tested, altered and maintained by qualified electricians only.  Testing shall 
be carried out on installation and then at intervals not exceeding 3 months. 

 
7. The Site Manager will ensure that any office machinery is installed safely and that it is 

maintained and serviced in accordance with manufacturer's recommendations. 
 

8. Training will be provided in the use of office machinery and no person may operate or 
service any machinery unless authorised to do so. 
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WELFARE AND FIRST AID 
 

PLANNING PROCEDURES 
 

All work will be tendered for or negotiated in accordance with the relevant standards and the 
appropriate risk assessments carried out. 

 
The Site Manager will establish the welfare and first aid requirements before work starts, taking 
into account sub-contractors' requirements if applicable. 

 
If the company is working as a sub-contractor; the Site Manager will arrange with the main 
contractor before company employees are sent to site that all necessary welfare and first aid 
arrangements are provided. Where this is not the case they will be provided by the Company. 

 
All necessary first aid equipment must be arranged before work commences, and if necessary, 
advice should be sought from the Safety Consultant who can arrange the supply of materials if 
required. 

 
Copies of the regulations may be kept on sites or workplaces and the Safety Consultant will 
provide advice on the requirements when requested. 

 
MONITORING 

 
The Site Manager will ensure that all planned welfare and first aid facilities are provided and that 
they are maintained to the standards that are set out in HSG 150 Health and Safety in 
Construction. 

 
Where the Company has arranged to use the facilities provided by another contractor; the Site 
Manager will report any deficiencies in facilities provided by the contractor to his manager. 

 

 
 

SPECIAL WELFARE ARRANGEMENTS 
 

Where short term work is to be carried out on a site where the provision of huts or mobile units 
is not reasonably practicable, the minimum of equipment to be carried in vehicles is: 

 
a) Drinking water container. 

 
b) Means of boiling water (taking into account requirements for safety and ventilation if LPG 

used - see section in the Company Procedures). 
 

c) Hand cleanser in dispenser. 
 

d) Paper towels or other suitable means of drying hands. 

e) Storage facilities for protective clothing. 

f) Adequate first aid equipment. 
 

g) Suitable toilet facilities (See HSE Construction Information Sheets 18 and 46). 
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SELECTION OF CONTRACTORS 
 

 
 

The Development Manager will ensure that the contractorôs questionnaire in this section is sent 
to prospective contractors and that their response is evaluated. The Development Manager will 
ensure that the designerôs questionnaire in this section is sent to prospective designers and that 
their response is evaluated. Both such evaluations will be made before a contract is awarded. 

 
1.        Contractor's Safety Policy 

 
2.        Content of Contractor's Policy 

 
2.1      Does the statement of general policy contain: 

 
*  a clear declaration of the Contractor's intention to provide safe and healthy 

working conditions for their own employees and to ensure that work done by 
them does not adversely affect the Health and Safety of anyone else e.g. other 
Contractors or Companiesô employees or members of the public? 

 
*  Reference to employer/employee consultation? 

 
*  Reference to the Contractor's policy on obtaining advice necessary to determine 

the risks to health and safety in their work and the means by which they monitor 
the implementation of their policy? 

 
*  Information on how the policy is to be brought to the notice of all employees? 

 
*  Is the statement signed by a director or partner of the Company and dated to 

show when it was last reviewed and updated? 
 

 
 

2.1.1   Organisation for carrying out the policy 

 
The section of the policy which defines the organisation of the company for Health and Safety 
should include: 

 
*  The duties and responsibilities for Health and Safety allocated and recorded in a 

clear and logical way with everyone knowing who and what they are responsible 
for and to whom they are responsible. This is often shown by means of a "Family 
Tree" company structure diagram supported by detailed lists of Health and Safety 
duties for each function within the company. 

 
*  The organisation should show that final responsibility is placed on a named 

senior director or partner in the company. 
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2.13 Arrangements for carrying out the policy 
 

The arrangements section of the policy defines the procedures, working methods, standards 
etc. that the Contractor has adopted to carry out its work safely and in compliance with the legal 
requirements and should refer to the following: 

 
*  The procedures for dealing with identified hazards associated with activities 

carried out as part of the normal work of the Contractor such as scaffolding, 
excavations, lifting operations, electrical equipment, health hazards, plant, 
transport, protection of machinery, effective inspection and maintenance of plant 
and equipment, housekeeping, work in premises occupied by others, etc. 

 
*  The identification of precautions and procedures for dealing with special risks 

relating to types of site, building, processes and work activities e.g. work at 
heights, work in zoned areas, electrical equipment for use in flammable 
atmospheres -BASEEFA approved, demolition, steel erection, falsework, 
asbestos materials entry into confined spaces etc. 

 
*  Safe systems and methods of work for all company activities including 

maintenance and cleaning machinery and plant. 
 

*  Accident reporting and investigation procedures including arrangements for 
looking at and analysing accident statistics and near misses. 

 
*  Provision and use of protective clothing and equipment including the wearing of 

safety helmets. 
 

*  Procedures for introducing new machinery or processes. 
 

*  Assessments and planned control measures for substances hazardous to health 
used or encountered by the Contractor's workforce and procedures for the 
introduction of new substances. 

 
*  Emergency procedures for fire and explosion. Facilities for the use and storage of 

highly flammable liquids, LPG and other flammable or explosive substances. 
 

*  Arrangements for obtaining and communicating to employees information about 
Health and Safety matters, including the requirements of the Company policy and 
the requirements of any person who is in control of premises where the 
Contractor may be required to work. In particular the arrangements for new 
employees and young persons. 

 
*  Arrangements for identifying training needs and for providing adequate training to 

all levels of personnel. 
 

*  Procedures for the selection and control of Sub-contractors. 
 

*  Arrangements for: Health and Safety inspections; reporting procedures; safety 
audits etc.; and how the implementation of the Policy is monitored, updated, 
improved etc. 

 
*  Arrangements for welfare facilities and first aid. 
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2.2 The Contractor should indicate that he has informed all his personnel of his policy. 

This is achieved in various ways - display of the policy statement at sites, issue of 
Booklets, issue of statement to all new starters etc. 

 
3. Contractor's Health and Safety Services 

 
The Management of Health and Safety at Work Regulations 1999 require any Employer of 5 or 
more persons on construction work to appoint in writing a suitably qualified person or persons to 
give the employer advice on the legal requirements and safety matters generally and to check 
that the Contractor's work is being carried out in accordance with the legal requirements and 
recommended methods. 

 
3.1 Does the Contractor have a Safety Department, Safety Adviser or use a Safety 

Consultant? 
 

3.2 If so, do the personnel named possess appropriate experience or qualifications? 

 
3.3 All the services listed in the questionnaire should be available to the Contractor from 

their safety function. 
 

Site inspection reporting procedures should include a written report which is copied to a 
high level manager in the Contractor's organisation. Examples of reports supplied should 
not be simple 'tick-in-the-box" type reports but should ideally highlight hazards, provide 
advice and indicate other matters checked and discussed during the inspection of the 
site. 

 
Inspections are usually made every 2 or 3 weeks but may be made more frequently on 
complex sites. Very large or potentially hazardous sites may require a full time on-site 
Safety Adviser which could be included as a requirement of the contract by NU living if 
thought necessary. 

 
3.4 If the contractor has answered NO to question 2.2 then the answers to this question 

should be studied carefully. It is unlikely that the required high standard of Health and 
Safety will be met without qualified personnel assisting the Contractor; however there 
are some Companies who provide extended training to all their managers and have 
introduced self-audit schemes etc. which work extremely well. The arrangements made 
must comply with the legal requirement to appoint a Safety Supervisor referred to above. 

 
3.5 If the Contractor is a member of RoSPA, British Safety Council, Safety Group, or other 

Health and Safety organisation this can demonstrate a positive commitment especially if 
it is indicated that Senior Management are involved in the organisation by attending 
meetings, membership of committees etc. An Employersô federation may also have a 
Safety Committee or similar function. 

 

 
 

4. Contractor's Health and Safety Performance 

 
4.1 The accident record of the Construction Industry is particularly bad therefore a careful 

study of any figures provided by the Contractor should be made. 
 

If the Contractor cannot produce accident records this can be an indication of a lack of 
interest in Health and Safety matters. 
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4.2 The Accident records should include details of accidents involving Sub-Contractors and 
members of the public etc. This information is asked for in the accident summary if no 
other records are available. Any figures provided should be related to the size of the 
Contractorôs numbers of employees. A low figure may be a result of poor administration 
on the part of the Contractor. 

 
4.3 Prosecutions, Prohibition Notices, Improvement Notices provide information on the 

Contractor's past performance but may have been the event which made a Contractor 
begin to take Health and Safety seriously or to make changes in the way he carries out 
his work therefore the information on actions taken following the enforcement action 
should be checked to ensure that positive steps were taken to avoid a similar 
occurrence. 

 
4.4  Safety Awards made by various bodies can be an indication of good standards 

depending on the criteria used for making the award. Examples of awards are RoSPA 
Gold, Silver or Bronze awards. 

 
5. Contractor's Experience 

 
5.1 Information may be available on the experience of the Contractor from members of Nu 

Livingô staff, and this should be checked. 
 

5.2 If the Contractor has carried out work for NU living before, were the Health and Safety 
aspects of the work dealt with satisfactorily? The Company Manager involved with the 
Contractor previously may provide an assessment based on the performance previously 
noted. Any deficiencies reported will be raised with the Contractor if necessary. 

 
5.3 A long experience record of the type of work will be essential for high risk specialist 

activities such as demolition, asbestos removal, work in confined spaces etc. 
 

6. Training 

 
The response to these questions should be checked against the policy of the Contractor as 
noted above. 

 
6.1 Directors and Senior Management should have attended basic Health and Safety 

appreciation courses. 
 

6.2 Site Supervision, in addition to a basic course, should attend courses on subjects 
relevant to the work of the Contractor and the supervisors' duties as defined in the 
Contractor's policy e.g. scaffold inspection, excavation safety, monitoring atmospheres in 
confined spaces, first aid etc. 

 
6.3 Operatives must be given appropriate practical training to enable them to carry out their 

work safely and to meet legal requirements for ñcompetent personsò required to carry out 
certain work e.g. mounting of abrasive wheels, use of cartridge fixing tools, scaffold 
erection, plant operation, use of breathing apparatus, use of woodworking machines etc. 

 
In some cases schemes for certification are in operation and should be insisted upon 
e.g. scaffolding, operation of various categories of plant and transport. 

 
6.4 Induction training procedures for new employees or when starting a new project should 

be considered a positive indication 
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7. Sub-contractors 

 
7.1 Contractors should indicate that they adopt similar procedures for the selection and 

control of Sub-contractors as NU living. 
 

 
 

8. Joint consultation 
 

8.1 The appointment of Safety Representatives by recognised Trade Unions has not been 
widespread in the construction industry probably because of the mobile nature of the 
workforce therefore the lack of Safety Representatives and formal joint consultation 
procedures will not be unusual. If a Contractor does state that he has joint consultation 
procedures with, or without, Trade Union Safety Representation this will be a positive 
indicator. 

 

 
 

9. Insurance arrangements 
 

9.1 The insurance cover required by contractors may be specified by NU livingô insurers and 
therefore as part of a Contract, specific insurance cover may be necessary. 

 
If this is the case this section should be altered to ask whether the cover is to the 
minimum requirements of NU living. 

 
The response to this section should be checked by NU livingô insurers. 
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CONSTRUCTION (DESIGN & MANAGEMENT) REGULATIONS 

 
1.  The Construction (Design & Management) Regulations 2015 (CDM) require that certain key 

appointments (see below) be made and detail the responsibilities of these appointees. 
 

2.  NU living may be between one and four of these CDM duty holders, for example as a 
'Client/Developer', the company may also make the in-house appointments; Designer and 
Principal Contractor. Whichever of these roles are being undertaken, the following will be Nu 
Livingô policy for implementing the CDM regulations: 

 
3.  The following procedures also set out the generic safe working practices in a number of 

areas of the companyôs operations, which have to be included in the Construction Phase 
Health and Safety Plans (CHSP). Where such practices are included in a CHSP they will be 
project specific. Additional generic safe working practices are set out in the NU living 
Construction Health and Safety Manual, which must be read in conjunction with this Policy 
document. 




