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HEALTH AND SAFETY POLICY 

Document Number 

9500 67000 

 

Health and Safety Policy Statement 

Our Goal: “No One Gets Hurt” 

 

The Management of TelTec is committed to the health and safety of 
itsemployees and for all who are involved in our projects.   

Protection of employees from injury or occupational disease is a major 
continuing objective.  We arecommitted to continuing improvement toward an 
accident-free workplace througheffective administration, education and 
training.  All supervisors and workers mustbe dedicated to the continuing 
objectives of eliminating the “near misses” whichwill greatly reduce the risk of 
injuries. 

Our philosophy is that the well being of our company and clients is dependent 
onthe health and safety of our workforce. The Directors promise that 
everyprecaution reasonable in all circumstances will be taken for the 
protection of allworkers. No job is to be regarded so urgent that time cannot 
be taken toundertake it in a safe manner. The welfare of the individual is our 
greatestconcern. 

Supervisors will be responsible for the health and safety of workers under 
theirsupervision.  Supervisors are responsible to ensure that machinery and 
equipmentrequired for use by each worker is safe and that each worker works 
incompliance with established safe work practices and procedures for each 
piece ofequipment. Workers must receive adequate training in their specific 
work tasks toprotect their health and safety. 

All supervisors, employees and subcontractors must protect their own and 
fellowworkers’ health and safety by working in compliance with the 
Occupational Healthand Safety Act and all applicable regulations and safe 
work practices andprocedures established by our company. 
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We recognize that a safe work environment can be established and sustained 
onlythrough a united effort by all employees and subcontractors and that 
theassistance of each person is required. Your attitude and cooperation in 
promotingaccident prevention will assist in achieving our goal: “no one gets 
hurt”, and makeour company the best place to work, one where employees 
share in success. 
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HEALTH AND SAFETY POLICY I N D E X 

 

1. RESPONSIBILITIES 

2. ARRANGEMENTS 

3. PROCEDURES 

4. WORKING AT HEIGHT 

5. LADDERS 

6. ABRASIVE WHEELS 

7. ACCESS AND EGRESS 

8. ASBESTOS 

9. DISPLAY SCREEN EQUIPMENT 

10. ELECTRICITY AT WORK 

11. ALCOHOL AND DRUG ABUSE 

12. NOISE 

13. EYE PROTECTION 

14. HOUSE KEEPING 

15. FIRE PREVENTION 

16. FIRE PROCEDURES 

17. ACCIDENT REPORTING AND INVESTIGATION 

18. ACCIDENT REPORTING PROCEDURES – VISITORS 
&CONTRACTORS 

19. ACCIDENT REPORTING PROCEDURES - CLIENT PREMISES 

20. ACCIDENT BOOK 

21. FIRST AID 

22. FIRST AID ARRANGEMENTS 
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23. DANGEROUS SUBSTANCES 

24. PROTECTIVE CLOTHING AND EQUIPMENT 

25. TEMPORARY AND CASUAL STAFF 

26. VISITORS 

27. SUB-CONTRACTORS 

28. WORKING HOURS 

29. INFORMATION, INSTRUCTION, TRAINING, SUPERVISION 

30. INDUCTION AND NEW EMPLOYEES 

31. PORTABLE ELECTRICAL APPLIANCE TESTING 

32. MAINTENANCE OF PLANT 

33. AUDIT PROCEDURES 

 
1 Responsibilities  

The Managing Director has overall responsibility for the organisation's Health 
andSafety Policy. 

The Managing Director will: - 

• Ensure that expenditure on Health and Safety is provided for in the 
annualbudget. 

• Ensure that sufficient funds are available for the organisation to fulfil 
itsHealth and Safety obligations. 

• Ensure that all management staff understands the implications of 
theorganisation's Health and Safety Policy with regard to their responsibilities. 

• Ensure that appropriate arrangements and procedures are created forHealth 
and Safety throughout the organisation. 

• Ensure that the Health & Safety performance of each area is monitored 
andnecessary corrective action is taken to minimise hazards. 
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Employees of TelTec are required to: - 

• Co-operate and participate in the implementation of the organisationssafety 
policy. 

• Ensure their work is carried out in a safe manner and to use 
appropriatesafety equipment as necessary 

• Report all accidents, damage or dangerous occurrences to 
theirDepartmental Manager whether or not persons are injured. 

 

Under Section 7 of the 1974 H & SAWA, it is the dut y of every employee 

• To take reasonable care for the health and safety of himself and of 
otherpersons who may be affected by his acts or omissions at work; 

• And as regards any duty or requirement imposed on TelTec or anyother 
persons by or under any of the relevant statutory provisions, to cooperatewith 
him so far as is necessary to enable that duty or requirement to be 
performedor complied with. 

• Not to intentionally or recklessly interfere with, or misuse anything providedin 
the interests of health, safety or welfare in pursuance of any of the 
relevantstatutory provisions. 

 

Operations/ Contract / Service Managers 

• The Departmental Managers are responsible for the day-to-
dayimplementation of this Safety Policy within their areas of responsibility. 

• They will ensure that, in their absence, arrangements are made to 
monitorand implement the Safety Policy in their department. 

• They will ensure that the Senior Directors are made fully aware, at all 
timesof any non-conformities or unsafe working practices which subject 
employeesor the Company to Health and Safety risks. 

• They will actively encourage and promote Health and Safety awareness 
intheir departments, through the Contracts / Service Engineers. 
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Electricians / Data Engineers 

• Electricians / Data Engineers are responsible to their 
DepartmentalManagers for ensuring compliance with this Safety Policy, and 
the SafetyPolicy of our clients whilst on their sites. 

• They will continually monitor the activities of their subordinates and 
willensure that all arrangements, safeguards, systems and procedures 
areadhered to in the interests of Health and Safety. 

• They will ensure, through effective supervision that individual employeesare 
not exposed to unnecessary risks as a result of inadequate 
training,experience or induction. 

• They will, as appropriate, report to their Departmental Managers that 
anyunsafe practices or conditions requiring further examination. 

 

Safety Representatives 

Under the Safety Representatives and Safety Committee Regulations 1977, it 
is therequirement for those appointed as safety representatives to represent 
theemployees in consultation with the employer, and also for the employer to 
consultwith the safety representatives, so that arrangements can be made 
which will enableboth employer and employees to co-operate effectively in 
promoting and developingmeasures to ensure the Health and Safety at Work 
of all employees (Regulation 4).To this end, TelTec fully supports all 
recognized safety representatives in pursuanceof their responsibilities 
including: - 

• Investigation of potential hazards 

• Investigation into the cause of accidents 

• Inspection of working areas at agreed times 

• Consultation with HSE inspectors on behalf of their group of employees 

• Attendance at safety meetings. 
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2 Arrangements for Securing the Health and Safety o f Workers 

TelTec will, in consultation with workers and their representatives: 

• Carry out an assessment of the risks involved in work to be carried out 
andtake steps to eliminate or control all potential hazards. 

• Provide all the necessary equipment to allow safe access to and egress 
fromthe place of work. 

• Provide suitable plant to enable the materials used in the course of the 
workto be safely lifted to, and stored if necessary at, the workplace. 

• When working in an open environment, assess the effect of weather 
conditions onthe type of work being undertaken and, if necessary, halt work 
temporarily (oncethe work, plant and equipment have been left in a safe 
condition) until such time asit is safe to continue. 

• When working at dusk, night or dawn, provide sufficient local lighting, so that 
workcan be carried out safely and access and egress are easily visible. 

• Arrange for the regular inspection of all equipment required for working at 
height,particularly where there is a statutory requirement to do so. 

• Appoint a competent person to be responsible for the supervision of the 
erection,altering and dismantling of scaffolding and for the inspection of 
equipment used inwork at height. 

 

3 Procedures for Dealing with Health and Safety Iss ues 

Assessments 

In accordance with the Regulations we have assessed all reasonably 
foreseeablehazards and our staff have been informed and trained as to how 
to minimise oreliminate the risks. Wherever possible our systems of work are 
conducted in sucha way as to eliminate risks completely, where this is not 
practicable our staff willtake such action as is necessary to protect themselves 
and others. 
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Risk Assessment 

We accept that some of our operations may, unless properly controlled, 
createrisks to our employees or others who may be affected by our activities; 
to this endwe will take all reasonably practicable steps to reduce these risks. 
In accordancewith the Management of Health and Safety at Work Regulations 
1999 our SafetyOfficer will: - 

• Ensure that Risk Assessments are carried out to identify any hazards 
andassociated risks within our business activities. 

• Take appropriate steps’ following Risk Assessment to eliminate or reduce 
risks as far as is reasonably practicable. 

• Monitor and review the Risk Assessments as and when 
circumstanceschange significantly. 

Safe Working Procedures 

TelTec have prepared Safe Working Procedures, (a written safe system 
ofwork), to be followed by all involved in the work. Where it is not possible to 
followthe procedure: - 

• A responsible person is to be informed 

• No work is to be undertaken until an alternative procedure is prepared. 

 

4 Working at Height 
 
All reasonable steps shall be taken by TelTec to provide a safe working 
environment for employees required to carry out their trade or professional 
skillsat height. 

We will provide the necessary preventive and protective measures to prevent 
fallsof persons or materials from the workplace and will liaise with any other 
personsinvolved in the work activity. The employee and any other person 
involved in thework activity shall co-operate in the implementation of this 
policy. 

We will provide any information, instruction and training that an employee 
mayrequire to carry out his or her trade or skill in a safe manner when working 
atheight. 
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We will ensure that supervisors responsible for ancillary plant and equipment 
usedfor the work are suitably and adequately trained and capable of providing 
thecorrect information on its use. 

 

5 Ladders 

Under S.2 of the Health and Safety at Work Act 1974, it is our duty to ensure 
sofar as is reasonably practicable, the health, safety and welfare at work of 
ouremployees. Falling off ladders is a common cause of accidents, and we 
takeparticular care to ensure ladders are properly constructed and 
used.Ladders should not be dropped or jarred. Timber ladders receiving a 
heavy blowmay suffer compression damage, distortion, loosened rungs or 
cracked stiles. If itis considered that a ladder had been damaged, it will be 
withdrawn from service. 

Ladders carried on our vehicles are to be properly supported to avoid sagging 
andare to be loaded in such a way as to ensure minimal overhang beyond 
supportingpoints.The company recommends that ladders should only be used 
for short durationwork and for longer periods of working at height scaffold 
towers and platformswill be provided, as is reasonably practicable. 

 

6 Abrasive Wheels 

We will take all reasonable steps to ensure the health and safety of our 
employeeswho work with grinding machines that incorporate abrasive wheels. 
When properlyused, abrasive wheels serve an important purpose. However, 
we acknowledge thathealth and safety hazards may arise from the use of this 
equipment.   

It is ourintention to ensure that any risks are reduced to a minimum.We will 
carry out an assessment of the work activity and take measures to reducethe 
risks found as a result of the assessment to ensure that all equipment usedfor 
grinding operations is maintained in good condition and is suitable for thetask. 
We will also advise all employees, including new employees, who work or 
willwork with abrasive wheels, of the risks to their health and safety and of 
theresults of any assessments we have done. 
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7 Access and Egress 

We are committed to providing a safe place of work and a safe means of 
accessand egress to and from that place of work. In particular, we will ensure 
that: - 

• Articles or substances do not impede safe access and egress at 
theworkplace and that objects which may restrict safe movement within 
theworkplace are removed immediately 

• Employees are encouraged to report any situation where safe access 
andegress is restricted or obstructed and arrange for the appropriate 
remedialaction to be taken immediately. 

 

Confined Space Working 

We acknowledge that working in confined spaces can be particularly 
hazardousand it is therefore our intention to secure the health and safety of 
employees whomay be at risk working in these environments.In particular, we 
will ensure that: 

• A risk assessment of the area and work operation is prepared by a 
manageror senior engineer. 

• A “method statement” is produced and strictly adhered to. 

• A “permit to work” is issued before commencement of the works. 

• A minimum of two persons is present at all times. 

• The necessary PPE equipment is issued. 

• Adequate ventilation is ensured. 
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8 Asbestos 

We acknowledge the health hazards arising from exposure to Asbestos and 
wewill protect our employees and other persons exposed to Asbestos dust as 
far asis reasonably practicable. As a general policy we will not use materials 
containingAsbestos. Where this is not practicable, we will ensure that any 
work carried outwhich exposes our employees or others to the effects of 
Asbestos dust is onlycarried out by competent people using appropriate 
equipment. 

 

9 Display Screen Equipment 

We will take all reasonable steps to secure the health and safety of our 
employeeswho work with display screen equipment (DSE). We acknowledge 
that health andsafety hazards may arise from the use of such equipment, and 
it is our intentionto ensure that any risks are reduced to a minimum.Whilst it is 
generally recognised that the use of DSE can be undertaken withoutundue 
risks to health it is appreciated that some employees may have 
genuinereservations and concerns. We will seek to give information and 
training to enablea fuller understanding of these issues. In particular we will: - 

• Carry out an assessment of DSE activities. Take such actions as 
areappropriate in the circumstances to minimise any identified risks to 
ouremployees who use DSE equipment. 

 

10 Electricity at Work 

All reasonable steps will be taken to secure the health and safety of 
employeeswho use, operate or maintain electrical equipment, we 
acknowledge that work onelectrical equipment can be hazardous and it is 
therefore our intention to reducethe risks as far as is possible. In particular we 
will ensure that: - 

• Only competent people are permitted to maintain electrical equipment. 

• Wherever practicable, electrical equipment will be switched off wheneverany 
maintenance work is required to be carried out 

• Electrical equipment will be periodically inspected by competent people, 
anyequipment found to be defective will be withdrawn from use for repair 
ordisposal. 
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11 Alcohol and Drug Abuse 

TelTec has a general duty under the Health & Safety At Work Act 1974 
toensure as far as reasonably practicable, the health, safety and welfare of 
itsemployees. 

Alcohol or drug and substance misuse by employees and sub-contractors 
canadversely affect the safety and health of themselves or others. Therefore, 
it isCompany policy that any person in the employ of TelTec known to be, 
orsuspected of being affected by alcohol or drugs must be referred to 
theappropriate manager, who will arrange for the correct action to be 
undertaken. 

In the transport industry there is additional legislation in place to control 
themisuse of drugs and alcohol. The transport & Work Act 1992 makes it a 
criminaloffence for workers to be unfit through alcohol and/ or drugs while 
working on orabout the railway infrastructure. 

TelTec requires that all employees must not: 

• Report for work if they are under the influence of alcohol, drugs or 
othersubstances 

• Consume alcohol, drugs or other substances whilst at work 

• Possess alcohol, drugs or other substances whilst at work 

Any person who is taking a course of medication that may affect them at work 
mustreport this to their manager or supervisor. 

The aim of the TelTec’s Drug & Alcohol Policy Statement is to: 

• Make employees aware that to use, possess, consume alcohol, drugs 
orother substance whilst at work will result in disciplinary action beinginitiated 

• That to report for work whilst under the influence of alcohol, drugs or 
othersubstances will result in disciplinary action being initiated 

• Make employees aware that the use of alcohol, drugs or other 
substancescan seriously impair work performance and the safety of 
themselves andothers about them 

• Make employees take a proactive role in improving the health and 
safetyculture within the Company 

• Make employees aware that the Company will support those who 
voluntarilyadmit to alcohol, drug or substance misuse 
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Any individual found to be under the influence of alcohol or drugs, or in any 
wayin contravention of this procedure, will be immediately suspended from all 
workand removed from site. Authority to work for TelTec in any capacity willbe 
suspended until a full investigation has been completed. Where 
suchinvestigations find that this procedure has been contravened, 
disciplinaryproceedings may follow and where appropriate, dismissal may 
result. In suchcases, the individual will not be permitted to work forTelTec in 
anycapacity thereafter and may be reported to other bodies such as the 
police, BritishTransport Police and client representatives as appropriate.  

Where an individual isnot dismissed and if applicable, the individual may be 
required to participate inon-site screening programmes or referred for 
examination by a doctor todetermine the person’s continued suitability for 
employment. 

The Company also recognises however, that alcohol, drugs and other 
substancescan lead individuals into chronic conditions where the addictive 
nature of thesubstance and the behaviour changes that can occur, develop 
into distressing anddifficult long-term habits. If an individual is concerned that 
they may be at risk ofchronic health problems arising from their use of alcohol, 
drugs or othersubstances, they should be encouraged to seek help. 

Employees will be able to discuss their concerns privately and may be sign-
postedto appropriate help and assistance. 

 

12 Noise 

Under the Noise at Work Regulations 1989, three noise "action levels" are 
defined: 

• The first action level establishes a daily personal noise exposure of 
85dB(A). 

• The second action level establishes a daily personal noise exposure of 

90dB(A). 

• The third action level is a peak action level of 140dB(A ) and is likely to 
belinked with the use of cartridge operated tools, guns and similar 
loudexplosive noises. 

Irrespective of action levels we seek to reduce the risk of damage to the 
hearingof our employees to the lowest level reasonably practicable. Where it 
is notreasonably practicable to reduce the level of noise by engineering or 
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othermethods, we supply to our employees, such protective equipment as is 
necessaryto ensure that the risk of damage caused by noise is reduced. 

 

13 Eye Protection 

We are committed to ensure that the eyes and eyesight of all our employees 
andvisitors, and our subcontractors are protected as far as is reasonably 
practicable. 

In particular we will ensure that: - 

• Where appropriate, areas will be designated as „eye protection areas‟ 

• All our employees and visitors and subcontractors comply and co-
operatewith any instruction, whether verbal, in writing or via appropriate 
signage,which seeks to protect the individual’s eyes and eyesight. 

• Work involving the use of hand tools, hammers, chisels, etc., or powerdriven 
portable tools will not be carried out without our employees beingequipped 
with and wearing suitable eye protection or, where appropriate ashield. 

Eye protectors are supplied to our employees on an individual basis where 

required and we maintain additional supplies of equipment to replace those 
itemswhich are lost, damaged or destroyed. 

 

14 Housekeeping 

Poor standards of housekeeping often cause employees to „slip, trip or fall‟, 
andare consequently one of the most common causes of accidents and injury 
at work. 

Many workplace fires are either caused or made worse by poor 
housekeepingstandards. We recognise the need to ensure that good 
standards of housekeepingare achieved and maintained at all times and a 
policy of ‘clean up as you go’ willalways be the preferred option. 

 

15 Fire Prevention 

We are committed to ensuring that any risk of fire at our premises and those 
ofour clients is minimised so far as is reasonably practicable. We 
acknowledge thatdespite this commitment it cannot be assumed that fire will 
never break out andtherefore we will develop and maintain such emergency 
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procedures as areappropriate in the circumstances both in our offices and on 
our Client’s premises. 

In particular we will ensure that: - 

• A Risk Assessment is carried out to highlight potential fire risks. 

• Procedures are in place to deal with the breakout of fire. 

• Means of escape are maintained at all times 

• Fire alarm systems and fire-fighting equipment are regularly tested, 
servicedand maintained in accordance with the requirements laid down in our 
FireCertificate. 

• Planned emergency evacuations are carried out periodically. 

 

16 Fire Procedures 

On our Client’s premises, contract engineers will ensure that all our 
operativesand sub-contractors are aware of the fire procedures applicable to 
that site. In theevent of fire, the safety of life shall override all other 
considerations. If a fire isdiscovered, the alarm should be raised immediately 
by the appropriate method. 

The raising of the alarm should be the first action taken on discovery of any 
firehowever small; TelTec refutes the notion that the alarm should be raised 
only in theevent of a ‘large’ fire. 

All employees are empowered to raise the alarm if they believe there is a fire, 
noauthority should be sought from any other person. We will always 
supportemployees who operate the fire alarm system in good faith, regardless 
of whetheror not it is ultimately determined that a fire existed. We do not 
require ouremployees to attempt to extinguish a fire, but extinguishing action 
may be takenif the employee feels competent and safe to do so. 

 

17 Accident Reporting and Investigation 

It is our policy to investigate all accidents, injuries, diseases and 
dangerousoccurrences; to record and report them where appropriate and to 
formulate actionplans to prevent recurrences of a similar nature. 

Near misses will also be investigated to identify potential risk areas 
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andconditions and wherever possible, measures will be taken to minimise 
thelikelihood of the incident re-occurring. 

In accordance with the Reporting of Injuries, Diseases and Dangerous 
OccurrencesRegulations 1995, we are obliged to notify the enforcing authority 
at the earliestopportunity of any:- 

• Fatal injuries to our employees or other people in an accident connectedwith 
our business. 

• Major injury to our employees or other people in an accident connectedwith 
the business. 

• Dangerous occurrences listed in the Regulations. 

We will also send a written report to the enforcing authority within 10 days of 
anynotifiable incident and also of: - 

• Any other injury to an employee which results in their absence from work 
orbeing unable to do their normal work for more than three days 
(includingdays which would not normally be working days). 

• Any of the cases of ill health listed in the Regulations. 

 

18 Accident Reporting Procedure Visitors/ Contracto rs 

Any non-employee who has or becomes involved in an accident or near 
misswhilst on our premises should report the incident immediately to the 
personresponsible for his/her presence on site.  

If the contact person is not available, thevisitor/contractor should inform a 
responsible person to ensure that the relevantinformation is passed on. 

 

19 Accident Reporting Procedures – Clients Premises  

Any employee or appointed sub-contractor who has or becomes involved in 
anaccident or near-miss whilst on our clients premises should report the 
incidentimmediately to the person responsible for his/her presence on site. If 
the contactperson is not available, they should inform a responsible person to 
ensure thatthe relevant information is passed on. 

Any accident or occurrence should also be reported to the responsible 
contractsengineer who in turn should report to the Safety Officer who will 
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ensure theincident is properly recorded in accordance with the procedures in 
this safetypolicy. 

 

20 Accident Books 

All accidents must be recorded in the Clients Accident Book if the accident 
happenedon a client’s site.  

The Safety Officer will periodically review the accident book in order to identify 
the number and type of accidents, which have occurred. 

All near misses must also be reported as soon as possible so that action can 
betaken to investigate the causes and to prevent recurrence. 

 

21 First Aid 

We are committed to providing sufficient numbers of first-aid personnel to 
dealwith accidents and injuries occurring at work. In particular we will ensure 
that:- 

• Appropriate first aid training is given to those of our employees who agreeto 
become „First-Aiders‟. 

• Adequate and suitable stocks of First Aid equipment are supplied 
andmaintained by the company secretary. 

• Anybody who is injured or becomes ill whilst on our premises is taken tothe 
nearest available medical help, by the swiftest means - if necessary 
anambulance will be summoned. 

• In an emergency situation, our trained and appointed First Aiders 
areempowered to „take charge‟ of the situation and decide what is best for 
theinjured or ill person. 

 

22 First Aid Arrangements 

We will provide, or will ensure that provision is made for such equipment 
andfacilities as are adequate and appropriate in the circumstances for 
enabling firstaid to be rendered to our employees if they are injured or 
become ill at their placeof work. 
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All our service vehicles are supplied with appropriate first aid equipment, 
butassistance may be requested from our customers if serious accidents 
occur. 

23 Substances that are inherently or potentially da ngerous  

We will, in accordance with the Control of Substances Hazardous to 
HealthRegulations 1994, assess as far as possible the exposure of our 
employees to allsubstances hazardous and potentially hazardous to their 
health encounteredwhilst at work, this includes the provision (where 
necessary) of adequaterespiratory and other forms of personal protective 
equipment. 

We acknowledge that no substance can be considered completely safe 
andtherefore everything practicable will be done to ensure that our employees 
are notexposed to substances potentially hazardous to their health. In 
particular we willensure that:- 

• Hazardous substances are used only when safer alternatives are not 
available orappropriate. 

• Engineering solutions are implemented where practicable to minimise 
theexposure of our employees to the effects of hazardous substances. 

• Where exposure cannot be adequately controlled by engineering or 
othermeans, appropriate personal protective equipment will be provided 
toemployees and visitors to our premises or working on our clients site. 

• Information is obtained from the suppliers of hazardous substances, 
andCOSSH assessments carried out, the relevant details are made available 
tothe TelTec Accident Book and our employees to enable them to understand 
thereasons why precautionary measures are sometimes needed. 

We will ensure that any personal protective equipment provided for the use of 
ouremployees, conforms to relevant British and European standards and 
isappropriate and suitable for the job. 

We will ensure that all hazardous and potentially hazardous materials 
andsubstances are stored and handled safely by our employees in 
accordance withrelevant guidance and instructions as may be applicable to 
that material orsubstance. 

 

24 Protective Clothing And Equipment 

We will provide Personal Protective Equipment when the risk presented by 
a workactivity cannot be adequately controlled by other means, in doing so 
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weacknowledge that health and safety hazards will have already been 
identified. 

It is our policy to ensure - through the proper use of PPE that the hazards 
arereduced to the lowest level practicable. In particular we will ensure that: - 

• The contract managers‟ will identify from the findings of the riskassessments 
whether PPE is required and from this issue appropriate PPE. 

• Any PPE supplied provides the maximum protection for the particularhazard. 

• Employees are given such information and instruction as is necessary 
toenable them to understand the importance of wearing PPE where required. 

• Where appropriate, training is given to our employees to enable them towear 
and maintain items of PPE correctly. 

• Ensure that any personal protective equipment provided is maintained 
inrelation to any manner which it is reasonably foreseeable will affect 
thehealth and safety of our employees in an efficient state, in efficient 
workingorder, in good repair and in hygienic condition. 

• Suitable instruction information and training has been given to all 
ouremployees who have cause to wear personal protective equipment. 

All our employees who have been provided with personal protective 
equipmentwill: - 

• Make full and proper use of that personal protective equipment; and 
willforthwith report to us any loss of or obvious defect in that 
personalprotective equipment. 

 

25 Temporary and Casual Staff 

It is the policy of TelTec to protect the Health and Safety of all itsemployees, 
including those who work for us for relatively short periods of time. 

With regard to Temporary and Casual employees in particular, we will 
ensurethat:- 

• They are informed of any special skills, qualifications or requirements 
thatare needed to enable them to function safely and without risk to health. 

 

26 Visitors to Our Offices or Work Sites 
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It is our responsibility to ensure the health and safety of all persons who 
comeinto contact - either directly or indirectly - with our work activities. In 
particular we will: - 

• Inform our visitors and sub-contractors of any particular hazards which 
theymight expect to encounter during their time on-site, and 

• Inform them of any precautions that they should take. 

 

27 Sub Contractors 

We will plan, co-ordinate, control and monitor the activities of Sub-
ContractCompanies to effectively minimise the risks presented to our 
employees, otherpersons on site and the public. In particular we will ensure 
that:- 

• Only sub-contractors who have proved themselves able to discharge 
theirprimary responsibility – to safeguard their employees and other 
personswho may be affected by their undertakings and on our Approved List 
ofContractors will be maintained. 

The list will be controlled by the Safety Officer and will be periodically 
reviewed. 

Sanctions will be applied to Contractors as a result of poor health and safety 

performance including written warnings, suspension, financial penalties 
andremoval from the approved list. 

 

28 Working Alone 

We will assess the hazards and risks associated with lone-workers and take 
stepsto minimise them so far as is reasonable practicable. In particular we 
will: - 

• Ensure that „plant‟ used by lone workers is properly maintained. 

• Consider any special training that may be required for lone workers. 

• Ensure that communication is established with lone worker that 
isappropriate to the circumstances. 

 

29 The Provision of Information, Instruction, Train ing and Supervision 
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Under the Health and Safety at Work Act 1974, we will provide as 
muchinformation, instruction training and supervision as is necessary to 
ensure, so faras is reasonably practicable, the health and safety at work of 
our employees. Inparticular: 

• The Managing Director is responsible for identifying and implementinghealth 
and safety training. 

• All our new employees are informed and trained as necessary with regard 
toCompany safety rules and procedures 

• All our existing employees are informed and trained as necessary withregard 
to any changes or modifications to current Company safety rules 
andprocedures 

• If our employees are transferred or promoted from one job to another 
theyare not allowed to start that new job until and unless they have 
receivedtraining and instruction sufficient to enable them to perform the job 
withoutrisk to their health and safety. 

• An up to date record of all health and safety training is to be kept by 
thecompany. 

• All our employees are made aware of the actions to be taken in 
anemergency i.e. Fire or Serious Injury. 

 

30 Induction of New Employees 

In order to protect the health and safety of our new employees, we will 
provideessential health and safety information and advice, which will be 
incorporated intotheir initial induction training. This training will commence on 
the first day of theiremployment. In particular we will ensure that new starters 
are made aware of:- 

• What to do in an emergency situation - Fire for example. 

• Where and from whom they may obtain First Aid assistance. 

• Any hazardous substances that they may encounter during their work. 

• The circumstances in which PPE should be worn - and where to obtain it. 

• Where to go and who to ask for advice and assistance generally. 

 

31 Portable Electrical Appliance Testing 
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Section 2 of the Health and Safety at Work Act 1974 requires employers to 
provideand maintain plant that is, so far as is reasonably practicable, safe and 
withoutrisks to health. 

The Electricity at Work Regulations 1989, made under the H.S.W.A., imposes 
moredetailed duties. 

One small part of the E.A.W.R., deals in particular with the care, repair and 
testingof portable electrical equipment. The term 'portable' is used in its 
broadest sense.It encompasses equipment, apparatus and appliances, which 
are essentiallymovable or transportable and which are connected to an 
electrical supply, when inuse, by way of a flexible cable. Extension leads, with 
or without plug sockets, arealso included. In one way or another, all electrical 
systems are covered by the 

E.A.W.R. 

All our electrical equipment items are regularly examined and tested 
bycompetent people thus minimising the risk of injury to our engineers. 

 

32 The Provision and Maintenance of Plant and Syste ms of Work 

Effective and suitable provision will be made by us to ensure that all plant 
andequipment that we use whilst on clients sites are adequate and 
appropriate to thejob. We will make effective and suitable provisions to ensure 
that all plant andequipment in use by our staff is maintained and serviced as 
necessary so as toensure as far as is reasonably practicable the risk of injury 
to our employees orothers which would result if the plant and equipment were 
not so maintained. 

It is the duty of all our employees to bring to the notice of our 
ContractsManager/Service manager any failure of, or damage to any item of 
plant orequipment that would create a hazard or risk to the health and safety 
of ouremployees or others whilst on site. 

 

33 Audit Procedures 

A Health and Safety Audit is carried out periodically (at least once per year) 
toassess the effectiveness and reliability of our safety systems, the audit 
iscomprehensive and examines all components of the documents and 
safetymanagement system. Including: - 



 23

A complete review of the Plant and Equipment to evaluate any 
additions,modifications, or obsolescence that may warrant new safety 
measures includingguarding and safe systems of work. 

• A review of all processes to determine if current safe guards and 
safeworking systems are still adequate and followed. 

• A review of current legislation, with updates if required. 

• Consultation with Employees 

In line with Health and Safety (Consultation with Employees) Regulations 
1996, theemployees, both office and site based are brought together on a 
regular basis. 

During these meetings health and safety issues are discussed. Any 
issuesidentified are by then progressed by the management team. 

 

Manual Handling 

The company recommends the avoidance of any hazardous manual 
handlingpractices as far as is reasonably practicable. The contract managers 
will assess therisk of injury from any hazardous manual handling practices 
that cannot beavoided. 

Guidance for safe lifting practice can be found in TelTec’s Training Manual 

See also ‘Manual Handling (A short guide for employers)’ 

Workplace 

Workplace inspections are to be carried out by the Managing Director or 
ContractManagers. 

 

Signed for on behalf ofTelTec Electrical Ltd.  

D. Edmonds 

Director.  

 

 

 


