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Pestproof Ltd,  
Mitre Street, 
Failsworth,  
M35 9BY  

 
HEALTH & SAFETY POLICY @ 27/02/2019 

 
 
GENERAL STATEMENT 
 
It is the policy of this organisation to structure its commercial activity in such a way that the 
Health & Safety of all our employees, clients, visitors and members of the public is of paramount 
importance. 
 
The Senior Management Team have reviewed the Health, Safety Legislation when considering 
corporate responsibilities and setting the organisations Health and Safety Policy and Objectives. 
 
 
ORGANISATIONAL RESPONSIBILITY 
 
The organisation will ensure, as far as is reasonably practicable, the Health, Safety and Welfare 
of all employees.  The organisation will manage its processes in such a way and as far is 
reasonably practicable, that the safety and welfare of persons not employed by this organisation 
are also protected and not exposed to risks. 
 
This policy document explains in broad terms (and in a more detailed Appendix) what must be 
done by everyone within the organisation to achieve these objectives.  The aim is to provide a 
sound basis for the co-operation between everyone involved and is intended to encourage 
continuous improvement of our Integrated ISO Standards Quality Assurance, Occupational 
Health & Safety and Environmental Management System performance. 
 
Steve Ivell takes overall responsibility for Health and safety within Pestproof Ltd. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PESTPROOF 
Pest control & proofing 

specialists 
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OBJECTIVES AND COMMITMENT 
 
Our objectives towards fulfilling this policy are to: 
 
Concentrate on the elimination of risks to persons as a first priority, then on risk reduction, 
prevention of injury and loss due to damage. 
 
Identify the Health & Safety hazards and manage those hazards so that the risks are efficiently 
controlled through training and correct PPE. 
 
Work to safety standards which satisfy our statutory requirement and reflect good industry 
practices. 
 
Review and develop these standards continuously and when changes in Legislation, Industry 
practice or Technology occur, revise them accordingly.  We are committed to consult with 
employees on Health, Safety and Welfare issues by: 
 
Ensuring our employees are trained to understand and carry out their job responsibilities.  This 
will involve, but will not be limited to, selection, training, re-training, supporting and continuous 
assessment of employee performance. 
 
Continually monitoring this policy by auditing and reviewing its effectiveness in the workplace 
 
 
LEGAL OBLIGATIONS 
 
The organisation recognise the legal obligations placed on it by the Health & Safety at Work Act 
1974 and other Statutory Legislation, as may be applicable to our undertaking. 
 
Our Health & Safety documentation and records are maintained and will be freely accessible to 
contractors, visitors and any other person(s) who may be affected by our operations. 
 
Employees will be made aware of this facility and are obliged to familiarise themselves with the 
contents of this guidance as it may contain essential information for their Health and Safety and 
Welfare.  Should any employee have any questions on any Health & Safety related matter they 
must raise it with their immediate manager/supervisor. 
 
 
 
 
 
 
 

 
 
Signed by the organisations Managing Director 
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Organisational Roles & Responsibilities: 
 
The Directors of this organisation accept their collective responsibility to support and maintain 
sound Health & Safety Management practices compatible with this Policy Statement. 
 
The Board have nominated a dedicated Health & Safety Manager who will ensure all Health & 
Safety Risk Management topics are comprehensively addressed. 
 
Occupational Health & Safety Management Representative: 
 
This person has been assigned by the Health & Safety responsible seniors to develop and 
maintain the organisations Health & Safety specific Policy Targets & Objectives. 
 
In this capacity, the Health & Safety Management Representative will endeavour to promote a 
positive Health & Safety culture including evaluating potential Health & Safety priorities, verifying 
system adequacy and organising communication and training on related topics. 
 
Policy & Procedure implementation including accident & incident reporting, investigation and 
analysis will be conducted on a day to day basis. 
 
Health & Safety Management Team: 
 
Personnel representing all organisational functions will be invited to participate as members of 
the Health & Safety Management Team, who will meet on a scheduled basis to support the 
Health & Safety Director and Occupational Health & Safety Management Representative in 
developing a positive Health & Safety working environment throughout the organisation. 
 
The Health & Safety Team members will feed back on the effectiveness of Health, Safety & 
Welfare arrangements to assist in the identification of system improvements and further review 
accident & incident trends to make recommendations for resolution of concerns. 
 
Managers and Assistants: 
 
Organisational job profiles clarify that Team Leaders are expressly responsible and accountable 
for their demarcated areas Health & Safety compliance. 
 
In this capacity they must set appropriate safety management standard and monitor employee 
welfare to ensure health issues are addressed promptly to avoid unnecessary escalation. 
 
Employees: 
 
Employees must act in a responsible manner and take ownership for their own Health & Safety 
at work as well as others who may be affected by their actions. 
 
All employees are obliged to comply with Health & Safety Policies & Procedures specifically 
designed for their welfare including using the defined accident, injury and hazard near miss 
reporting mechanism, provided for in the OHSAS 18001 system. 
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Components of the Occupational Health & Safety System defined within the 
Employees Handbook 

 
Alcohol/Substance Abuse – defines the organisations Policy prohibiting Drugs & Alcohol 
consumption throughout the workplace. 
 
Health & Safety – confirms the availability of trained First Aiders with qualified skills to handle 
First Aid situations common to the workplace and the general provision of First Aid facilities 
available on-site. 
 
Workstations, Display Screen Equipment (DSE) & Visual Display Units (VDU) – defines the 
organisations protocols for compliance with these regulations including eye sight testing and 
support with optical prescriptions. 
 
Fire/Emergency Evacuation - confirms trained Fire Marshall’s responsibility to assist with the 
organisations approved Emergency Evacuation procedure and also to undertake daily checks to 
ensure that good fire security practices are being addressed in all areas under their jurisdiction. 
 
This Section further identifies the S8 OFI Occupational Health & Safety/Hazard & Near Miss 
reporting mechanism that initiates reporting, investigation and management address of 
accidents, illness and hazard concerns arising in the workplace. 
 
Office Environment – demonstrates the organisations Socially Responsible attitude to 
providing a safe working environment and comprehensive welfare facilities reflecting the 
Workplace (Health, Safety & Welfare) Regulations 1992.and promoting No Smoking and Eat 
Healthy Policies for all employees. 
 
Security – addresses the inclusion of Visitors & Sub-contractors in the organisations Health & 
Safety system provisions. 
 
The organisations Occupational Health & Safety System underpins all of the above policies with 
Generic & Specific Risk Assessments undertaken by Competent Persons, the results from 
which are communicated to the Health & Safety Management Team and personnel concerned. 
 
The organisation are committed to ensuring all personnel receive Competency Skills Training 
appropriate to their roles and responsibilities including topics involving Health & Safety functions 
such as Lifting & Handling, First Aid and Fire Marshall responsibilities etc. 
 
The organisation provide a Safe Workplace & `Fit for Purpose` Equipment by implementation of 
rigorous Maintenance programmes and holds appropriate certification  records to demonstrate 
Fire Safety, Electrical Safety & Apparatus specifications etc conform to planned arrangements. 
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PURPOSE OF HEALTH & SAFETY SYSTEM POLICIES & ARRANGEMENTS: 
 
To establish how our organisation deals with its health and safety commitments to its 
employees, its customers and the environment in general. This document is to be used to 
establish standards and a commitment to safety in these important areas. It should also be used 
to brief staff, as a reference document and the guidelines to judge all relevant activity.  From 
time to time the details of the policies and the arrangements will be reviewed to ensure that they 
remain valid and useful. 
 
 
Specific Topics, Provisions and Detailed Arrangements 
 

 Asbestos 

 Display Screen Equipment 

 Drugs & Alcohol 

 Electricity 

 Fire Precautions 

 First Aid & Accidents 

 Hazardous Substances 

 Lone Working 

 Manual Handling 

 Noise 

 Occupational Health Risks (leptospirosis, AIDS, clinical waste, needle stick injuries) 

 Personal Protective Equipment 

 Safety Signs 

 Smoking in the workplace 

 Stress at Work 

 Vehicles and Driving 

 Violence & Aggression to Staff 

 Waste Management 

 Work Equipment 

 Working at heights 

 Workplace Safety 
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THE CHARACTERISTICS OF THE CORRESPONDING HEALTH & SAFETY AIMS AND 
OBJECTIVES. 
 
An organisation that values its staff 

 
Strategic aim: 
 

To provide and implement polices in the fields of Health & Safety, occupational health, 
associated employment polices and employee assistance programmes that promote a 
safe and healthy working environment. 
 
Our organisation will do this by: 
 
Reviewing its statutory Health & Safety Policy to ensure it is consistent with this aim. 
 
Providing linkages and reference to Health & Safety in appropriate employment policies. 

 
An organisation that places emphasis on good management practice in all aspects of its 
activities. 

 
Strategic aims: 
 

To ensure that the emphasis on good management practice embraces health & safety 
management. 
 
To ensure that managers can provide evidence that this is the case. 
 
To ensure that health & safety advice is well founded and broadly based.  

 
 
An organisation that plans for ongoing improvement and regularly reviews its 
performance. 
 
Strategic aims: 
 

To ensure that health & safety is an integral part of the planning and review cycle at all 
levels. 
 
To ensure that all staff have current knowledge of health & safety performance within 
their own scope of works.  

 
Top Management will do this by: 
 

Requiring reporting on health & safety performance and plans at all meetings 
 
Requiring individual operatives to include in their professional development the 
maintenance of knowledge of good health and safety practice 

 
An organisation that aims to be consultative in relation to policy formulation and to 
communicate openly with employees on issues that they consider important 
 
Strategic aims: 
 

To ensure that all appropriate formal and informal groups include health & safety in their 
considerations. 
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To ensure appropriate consultation in relation to policy formulation 
 

To maintain transparency in relation to health & safety issues. 
 
Our organisation will do this by: 
  

To require feedback on plans and decisions from such groups on health & safety 
concerns, and any records to clearly show due process. 
 
Ensuring that consultative forums have appropriate representation 

 
Providing managers and staff with sufficient information and context to enable them to 
understand issues and questions decisions proposed or made.  
 

An organisation that having established the destination (vision, mission) requires 
faculties and services to develop their own routes (strategies) 
 

Strategic aims: 
 

To establish clear wide guidance on health & safety objectives and where appropriate, to 
establish clear wide performance standards 
 
To optimise the effectiveness of health & safety performance standards by setting these 
within the culture and the organisation 

 
To provide appropriate resources to assist operatives in the devising of their own safety 
management arrangements 

 
To be clear about limits to discretion in complying with health & safety objectives, 
standards and procedures 

 
 
Our organisation will do this by: 
 

Providing a resource of guidance to health & safety objectives, standards and 
procedures 
 
Ensuring that staff resources are provided (a) to prepare guidance (b) to support units in 
the preparation of their safety arrangements 

 
Ensuring that where practices and procedures are mandatory these are included in the 
resource and those units integrate these with their local arrangements. 
 

1. An organisation that rewards and recognises good performance seeks to lift adequate 
performance and is intolerant of poor performance. 

 
Strategic aims: 
 

To ensure health & safety is integrated into performance management at individual 
levels. 
 

Our organisation will do this by: 
 

Building the review of health & safety awareness into the appraisal and development 
process as appropriate 
 
Integrating the review of the health & safety performance 

 
Taking seriously instances of staff failing to observe health and safety procedures. 
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Arrangements for Carrying Out the Company Policy on Health & Safety 
 
The following notes are applicable to our services. 
 
Vehicles 
 
 
All Company vehicles will be serviced regularly at the time or mileage’s stated by the vehicle 
manufacturer as follows: 
 

(a) In the case of the vehicles owned by the Company at an authorised garage 
approved for servicing purposes by the Company. 

 
(b) In the case of leased or hired vehicles on the premises approved by them. 

 
All vehicle defects should be reported immediately to the Managing Director for remedial 
attention to be given. 
 
Drivers are responsible for ensuring that their vehicles are in a roadworthy condition with 
particular attention being paid to brakes, steering, tyres, windows and door locks. 
 
Unattended vehicles must be kept securely locked and with nothing of value on show. (To avoid 
theft from the vehicle) No matter how short is the period during which the vehicle is unattended? 
 
Vehicles must at all times be loaded in a safe manner. All chemicals should be kept either in 
their original sealed packaging or in containers which have close tight fitting lids. 
 
Decanting of materials should take place outside the vehicle in a suitable location. 
 
Any spillages of chemicals occurring in the vehicle should be removed without delay. 
 
It is the firm responsibility of the vehicle driver to ensure that the fire extinguisher is in good 
working order and the first aid kit provided is kept well stocked and replenished when necessary. 
 
Emergency Procedures and handling of Poisons/ Chemicals 
 
Most pesticides are toxic to humans. Therefore when handling chemicals, strict attention should 
be paid to the manufacturers’ instructions and precautions for each individual 
material. Disposable gloves should be worn to avoid contact with the skin; dust masks should be 
worn to avoid inhalation of any dust 
 
All poisons and non-toxic chemicals used by the Company should at all times, whenever 
practicable stored in original containers. When this is not possible, they should be stored in 
sealed containers clearly labelled with the name of the chemical, all safety precautions and if the 
chemical id toxic, the word POISON clearly written on the container. 
 
Protective clothing must be worn at all times when handling or mixing pesticides or other 
dangerous chemicals. Rubber or synthetic gloves should be worn at all times. Light fume masks 
should be worn at all times where there is the slightest risk of inhalation of dust or droplets 
forming. Eye protection should be worn in such situations also. Suitable gloves must be worn at 
all times when handling dead bodies and feral cats. Gloves and protective face equipment must 
be worn when dealing with wasps and bees.  

 
Prolonged exposure to cleaning fluids and other chemicals can in certain instances cause rash 
and skin disorders. Therefore good personal hygiene is called for, wash hands frequently and 
makes use of barrier creams. 
 
If skin contact with a chemical does occur, follow the safety instructions on the manufacturer’s 
label. 
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All empty containers previously containing pesticides or cleaning materials shall be thoroughly 
washed before disposal. All spoons, scales, measures or other materials used to mix or 
dispense chemicals shall be washed after use. 
 
When mixing concentrates with water always add the concentrate to the water to minimize the 
risk of accidental splashing NEVER the other way round 
 
All wounds and skin abrasions must be kept covered with a suitable sized waterproof dressing 
when engaged in pest control duties or when handling chemicals. This is of paramount 
importance when engaged in rodent control work. 
 
All baiting points must be laid in a manner to make them inaccessible to children and non-target 
animals. Where complete inaccessibility is not possible all practicable measures should be taken 
to make them inaccessible. The occupier should be advised of any danger in writing under those 
circumstances. 
 
The occupier should be advised of the location of the baits and must be advised, preferably in 
writing of the type of bait being used (Trade Name). Active ingredients and an emergency 
contact number for advice should this be subsequently required. These details should be 
recorded in the REPORT BOOK. 
 
Under NO CIRCUMSTANCES will pesticides be given to members of the public or to customers 
for their own application - Such steps will be deemed to be GROSS EMPLOYMENT 
MISCONDUCT. 
 
When engaged in spraying operations full protective clothing must be worn from the time of 
commencing mixing to washing of equipment after use. If spraying out of doors, keep upwind 
avoiding spray drift. Never attempt to repair a defective sprayer whilst it is under pressure and 
never attempt to clear a choked nozzle by lowing through it. 
 
All operators will thoroughly wash their hands and face in hot water with soap after mixing 
poisons, after spraying operations, before eating, drinking and smoking. It is good practice to 
wash hands after each service call. 
 
If at any time during treatment operations you fee faint, drowsy or ill, stop work immediately, 
advise your Manager or Supervisor and seek medical advice. 
 
Equipment Materials 
  
Employees will, as far as reasonably practicable, ensure that items of equipment under their 
control are properly maintained. 
 
It is the duty of all employees to promptly return defective or damaged items of equipment 
including all equipment issued to provide personal protection to enable repair to be carried out or 
equipment to be replaced without unnecessary delay. 
 
The Company will make provisions for suitable and adequate training in the use of equipment 
used by employees whilst carrying out their duties. No person shall operate any item of 
equipment unless he is an authorised person. An authorised person as is defined as: 
 

(a) A person who has been trained in the use of an item of equipment etc, and who has 
been given permission to use that item of equipment. 

 
(b) A person who has been instructed to use an item of equipment by a person who has 

been given the authority to do so by the Company. 
 

(c) A person being trained in the use of an item of equipment whilst under the 
supervision of a person trained in its operation 
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External Working 
 
The nature of the services supplied by the Company requires that much of an employee’s time 
will be spent on the premises of third parties. In view of the difficulties which this situation can 
present the following procedures should be adhered to when operating on the premises of 
others: 
 

a) All employees must report on arrival at the premises of a third party to the designated 
person and similarly report to him/her before leaving. 

 
b) Observe the safety rules and instructions given by persons enforcing the safety policy 

of the third party, including all codes of practice. 
 

c) Familiarise themselves with all fire exits, fire alarms and fire evacuation procedures. 
 

d) Obtain any relevant permit to work authorisation before commencing operations. 
 

e) Advise the designated person of the trade name and active ingredient of any 
preparation used on the premises. 

  
 

Overhead Working 
 
Prior to mounting, employees should ensure that means of access, e.g. steps, ladders, scaffold, 
hydraulic platforms and other appliances are in good condition and state of repair. 
 
Means of access should always be positioned on a secure, level and firm base. The correct ratio 
of height to ground distance for a ladder is 4:1 
 
Ladders must always be supported by a second person or physically secured to prevent 
movement using a ladder stopper. 
 
No person shall operate hydraulic lift equipment unless trained in its use. At all times such 
equipment shall be operated in strict compliance with the instructions stated on the machine and 
in accordance with the operating code issued by the hirer. 
 
In all areas where overhead work is being carried out, suitable and sufficient warning signs must 
be provided at ground level. All areas below overhead workings shall be made secure so as to 
prevent unauthorised access and risk of injury though accidental dropping of materials. 
 
Lifting/Manual Handling 
 
All lifting should follow the KINETIC HANDLING procedure, I.E. Lifting with a straight back and 
legs. By using the legs to produce the lifting power, not the back, as this reduces the risk of 
spinal injury and reduces fatigue. 
 
Lifting should be carried out with the aid of any suitable mechanical aid such as a fork truck, 
pallet tuck, and sack trolley wherever possible to reduce the risk of injury. 
 
 
Lift only within your capacity and always seek help where the load is bulky or is an awkward 
shape or size. 
 
Remember that incorrect or over – ambitious lifting can cause serious pain and long term or 
even permanent disability. 
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Use of Air Rifles 
 
Operations involving air rifles will only be carried out by operators trained in the use of such 
equipment for the control of pests. 
 
On no account must air rifles be left unattended for any period of time, no matter how short, 
unless placed in a lock fast location. 
 
Ammunition used should always be of correct calibre and during transit and storage should 
always be kept secure. When in transit or being carried, air rifles must be in an ‘unlocked’ state 
and unloaded. 
 
Care must always be taken to ensure a clean kill and that all shot animals are retrieved 
immediately. In order to ensure minimum suffering, all wounded animals shall be killed only in a 
manner approved by Natural England. 
 
In order to minimise suffering to target animals, care must be taken to ensure that all air rifles 
are accurately sighted before treatment commences. 
 
Under no circumstances will shooting be carried out in a location where there is any risk of injury 
or damage to any person, non-target animals or property. 
 
Should any air rifle or ammunition be lost or stolen, the Police must be informed immediately. 
 
Electrical 
 
Always treat electricity with respect, especially as it can cause injury or death if misused. 
 
When installing, servicing or repairing electrical apparatus. e.g. (Ultra Violet Fly Killers) The 
electrical power should be switched off at a location to ensure that the item receiving attention is 
fully isolated. On NO ACCOUNT should attempts be made to disconnect equipment into LIVE 
junctions such as live spurs.  
 
All equipment especially electrical equipment and cables should be examined for defects prior to 
use. 
 
Where possible battery operated hand tools should be used to reduce the risk of electrical shock 
and the likelihood of tripping on cables. 
 
Risk Assessment 
 
Prior to work commencing a risk assessment will be completed by a competent person (usually 
a Surveyor, Supervisor, Manager or Director of the company. In the case of repetitive work a 
generic risk assessment has been provided giving general guidance covering most situations. 
Situations which are not covered and include unusual work will require a separate risk 
assessment. 
 
The risk assessment will identify any potential hazards which may occur when the work is being 
completed, who may be affected and the ways to remove or minimize those risks. It is vital that 
the risk assessment is read carefully and adhered to all times. 
 
If  changes have take place since the risk assessment was completed, or whilst work is being 
carried out which affect the work procedure and risk assessment, it is important that the 
assessment. It is important that the assessment is reviewed and the appropriate changes are 
made to the safety measures and out work procedures.  
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Control of Substances Hazardous to Health 
 
Under The Control of Substances Hazardous to Health Regulations 2002 (COSHH), employers 
have a legal obligation to control the exposure of employees and others, to substances 
hazardous to health. Hazardous substances can take many forms including; 
 

 Substances used directly at work for example cleaning substances paints, solvents, 
adhesives etc, 

 Substances generated during work activities; fumes or dust produces through your 
work 

 Naturally occurring substances; flour, grain, dust, anthrax, etc 

 Biological agents such as bacteria. 
 
 
 
Any substance classified as hazardous to health under the Chemicals (Hazard Information and 
packaging for Supply) Regulations 2002 will require a COSHH assessment.  To make it easier 
any substance displaying one of the following symbols will require an assessment;  
 
 

T+       T       Xn       C         Xi   
     Very Toxic               Toxic                    Harmful              Corrosive                  Irritant  
 
(These symbols are only relevant to specific substances for example adhesives, further advice is 
required for substances generated during a work process, naturally occurring substances and 
biological agents) 
 
NOTE: Just because a substance can be bought in a supermarket or a DIY Store doesn’t mean 
it is not hazardous. The regulations require you the employer (including the self employed) to 
carry out an assessment of the substances used.  There are 8 steps that need to be followed: 
 
STEP ONE:  Assess the risk to health from the substances either being used or created 
 
STEP TWO: Decide what precautions are needed - You must not allow work to be carried out 
where hazardous substances are involved, without considering the risks and putting 
precautionary measures in place to protect employees and others who may be effected by the 
work. 
 
STEP THREE: Prevent or adequately control exposure - If it is possible you should:  
 
Change the process or activity so that the hazardous substance is not needed,  
Replace it with a safer alternative,  
 
Use it in a safer form, for examples pellets instead of powder,  
 
Use appropriate work processes for example use processes that minimise the quantities used 
in the process or totally enclose the process 
 
Control exposure at source for example with local exhaust ventilation, reducing the numbers 
of staff exposed to a minimum and reducing the time of exposure 
 
Provide personal protective equipment for example facemask, respirators, protective clothing 
etc. This must be done as a last resort where the aforementioned have been implemented and a 
risk is still present from the hazardous substance. 
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STEP FOUR: Ensure the control measures are maintained and used   properly and that the 
safety procedures are followed. 
 
STEP FIVE: Monitor exposures. 
 
STEP SIX: Carry out appropriate health surveillance,  if applicable 
 
STEP SEVEN: Prepare plans and procedures to deal with accidents, incidents and 
emergencies. 
 
STEP EIGHT: Ensure employees are properly informed, trained and supervised. 
 
Any person supplying a hazardous substance for use at work has a legal obligation to supply 
upon request a Safety Data Sheet. This document will provide all the necessary information for 
you to carry out a suitable assessment of the risk associated with the product.  
 
Accidents 
 
In the event of an accident it is important that medical attention is sought immediately where 
appropriate. For minor cuts and grazes a first aid kit is supplied for all field staff in company 
vehicles. Field staff must ensure that their first aid kits are maintained and well stocked at all 
times. A first aid kit is also available at the H/Q office. 
 
Accidents or injuries must be reported to the H/Q office to be included in the accident book (S8 
OFI reporting system). It is the employee’s responsibility to ensure this is completed and the 
report should be signed. 
 
All accidents or injuries will be investigated by the Health & Safety coordinator. We will 
thoroughly investigate all accidents to endeavour to ensure that they do not happen again by 
putting in place suitable safety control measures to eliminate the hazard which lead to the 
accident. 
 
Who should report an incident 
 
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR), 
place a legal duty on:  

 employers 
 self-employed people 
 people in control of premises 
Work related, major injuries or seven consecutive days unable to fulfil normal duties, work 
related diseases, and dangerous occurrences (near miss accidents) will be recorded in the S8 
OFI Analysis Register and subject, as applicable, to on-line RIDDOR reporting 
Details on Reporting:  
Reporting accidents and ill health at work is a legal requirement. The information enables the 
Health and Safety Executive (HSE) and local authorities, to identify where and how risks arise, 
and to investigate serious accidents. They can then help and provide advice on how to reduce 
injury, and ill health in your workplace.  
The responsible person will report all incidents and keep appropriate records. They will do this 
by calling the Incident Contact Centre on 0845 300 99 23. Our organisation will provide the ICC 
Consultant with answers to any relevant questions concerning the incident. Our organisation will 
then send a report on to the relevant enforcing authority. Copies of the respective information 
recorded will be kept on file; this will ensure that RIDDOR requirements are met. Full details of 
all reportable incidents will be recorded. 

 
Any major injuries (defined as) 
Any over-3-day injuries – where an employee or self-employed person is away from work or 
unable to perform their normal work duties for more than 3 consecutive days;  
Any injuries to members of the public or people not at work where they are taken from the scene 
of an accident to hospital;  
 

http://www.hse.gov.uk/riddor/guidance.htm#reportable
http://www.hse.gov.uk/riddor/guidance.htm#reportable
http://www.hse.gov.uk/riddor/guidance.htm#disease
http://www.hse.gov.uk/riddor/guidance.htm#disease
http://www.hse.gov.uk/riddor/guidance.htm#dangerous
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Any relevant work-related diseases;  
Any dangerous occurrences – where something happens that does not result in an injury, but 
could have done;  
 
Time Scale: 
 
Our organisation will ensure that all incidents are reported in line with the following HSE 
guidelines. 
 
Although the Regulations specify varying timescales for reporting different types of incidents, it is 
advisable to ring and report the incident as soon as possible by calling the Incident Contact 
Centre on 0345 300 99 23          
In cases of death, major injury, or dangerous occurrences, you must notify the enforcing 
authority without delay, most easily by calling the Incident Contact Centre on 
   0345 300 99 23          
Cases of over-three day injuries must be notified within ten days of the incident occurring.  
Cases of disease should be reported as soon as a doctor notifies you that your employee suffers 
from a reportable work-related disease.  
 
Our organisation will keep Records of:  
 
Any reportable injury, disease or dangerous occurrence - This will include the date and method 
of reporting; the date, time and place of the event; personal details of those involved; and a brief 
description of the nature of the event or disease.  
Records will be kept: 
 
By keeping copies of report forms within the S8 OFI Analysis system (subject to P&C access       
status) 
 
Training 
 
It is vital that all employees are properly trained to carry out the duties requested. Any 
deficiencies in training must be discussed with your immediate supervisor or manager so that 
additional training can be given. Re-training will be arranged as necessary to maintain a high 
standard of competency for all employees. 
 
Induction Health & Safety training will be given to all new employees. Additional Health & Safety 
training will be given which is relevant to all new work procedures and refresher training will be 
given periodically to update all employees on Health & Safety and safe systems of work. 
 
Training certificates and details of courses attended will be retained in the H/Q office and can be 
supplied to any interested parties as required. 
 
Review 
 
Health & Safety standards, procedures and reporting will be reviewed annually or in the event of 
any major changes in legislation or working practices. Employees are encouraged to make 
representation where they feel improvements to the Health & Safety standards can be achieved. 
 
Regular meetings will be held to discuss Health & Safety issues and to provide refresher training 
where appropriate. 
 
All equipment, especially electrical equipment and cables, should be examined for defects prior 
to use. 
 
Where possible battery operated hand tools should be used to reduce the risk of electrical shock 
and the risk of tripping over loose cables. 
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Health Surveillance 
 
COSHH assessments of the pesticides used by our organisation, detail mandatory requirements 
for their use and the need for appropriate personal protective equipment (PPE) - Our 
assessments have shown that provided correct procedures and PPE are employed when using 
pesticides any risk of exposure above safe working limits is very low. All employees must follow 
the mandatory requirements at all times. Heath and Safety wellbeing must be monitored and any 
significant changes reported for closer investigation.  
 
Any employee reporting any health concerns can be referred to a doctor specialising in 
occupational health for medical examination. 
 
Any employee working with display screen equipment for significant parts of their work should 
have regular eye examinations by an optician. The cost of such examinations will be reimbursed 
by the company. 
 
Asbestos  
 
Under the control of Asbestos at Work Regulations 2012 there is a duty to take special care to 
manage asbestos in non-domestic premises. We must also take care in domestic premises 
because asbestos can be present. 
 
Prior to work taking place it is vital that you familiarize yourself with the premises and find any 
information the site may have regarding asbestos on the premises. A risk assessment and 
method statement should then be developed using the information provided. Where information 
is not available, assume that there are asbestos containing materials and develop a risk 
assessment method statement accordingly. 
  
Where asbestos is suspected in a premise, do not attempt to move or disturb it. Inform your 
supervisor/manger who will arrange for the area to be assessed by a suitable asbestos removal 
expert. No work must be carried out until the all clear is given or the area is properly de-
contaminated. 
 
Personal Protective Equipment 

 
 On joining our company employees will be supplied with suitable Personal Protective 
Equipment. (PPE) allowing you to work safely. It is vital that individuals maintain PPE in good 
order and ready for use at any time. If personnel require additional PPE for a special procedure, 
or simply need to replenish existing stock this can be ordered via your supervisor or manager 
 
Regular monitoring of work procedures by managers and supervisors will be carried out 
randomly to ensure risk assessments are being followed. Failure to follow the risk assessment 
and safe systems of work will result in disciplinary procedures being instigated. 
 
Staff Welfare 
 
Introduction 
 
Our organisation recognises the benefit from treating the well-being of their workforce as a 
primary concern. People give of their best when they are able to work happily together, free from 
unnecessary concerns and operate in an open, "no-blame" culture which supports individuals. 
 
The welfare of an individual is a combination of physical, mental and social wellbeing - In this 
"triangle of health", all three elements need to be present. The absence of one or more element, 
whether at home or at work, can have a substantial impact on a person's overall welfare. 
 
It is not always possible to separate the stresses and strains of home life from those 
encountered in the workplace. Each individual reacts differently to particular circumstances and 
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whatever the source of that reaction, it has the potential to affect working performance and 
behaviour towards colleagues. 
 
In order to create an environment in which employees can feel comfortable in seeking 
assistance to resolve particular problems, employers need to have knowledge and 
understanding of how best to provide support. This policy is fully supported by our organisation. 
 
The company recognises that its employees are its most valuable asset and is fully committed to 
creating a working environment which is conducive to the welfare of all employees and which 
enables them to realise their full potential 
 
Our organisation fully embraces its statutory duty to ensure the health, safety and welfare of its 
employees, so far as is reasonably practicable. 

  
Recognising that this duty of care extends to mental well-being, the company is committed to 
ensuring that adequate provision is made to fulfil that responsibility in line with current best 
practice. 
 
All employees are required to take adequate care of their own health, safety and welfare, and to 
co-operate with their employer on such matters.  The company wishes to develop and maintain 
an open and communicative working environment which enables employer and employee to co-
operate in a mutually beneficial manner. 

 
Toilet and washing facilities provided   
 
Our organisation will provide adequate toilet and washing facilities for our employees.  
 
Enough toilets and washbasins for those expected to use them

 
people should not have to queue 

for long periods to go to the toilet 
 
Where possible, separate facilities for men and women failing that, rooms with lockable doors 
 
Clean facilities to help achieve this walls and floors will be tiled (or covered in suitable waterproof 
material) to make them easier to clean. 
 
Provide a supply of toilet paper and, for female employees, a means of disposing of sanitary 
dressings;  
 
The facilities will be well lit and ventilated;  
The facilities will have hot and cold running water;  
There will be enough soap or other washing agents;  
There will be a basin large enough to wash hands and forearms if necessary;  
There will be means for drying hands, eg paper towels or a hot air dryer;  
 
Employees are working at temporary worksites?  
Arrangements will be made with the respective site to use the facilities, where these are not 
available the use of public toilets and washing facilities should be used. Our organisation will 
refund any monies spent using public toilet facilities while in their employment and while working 
of site.  
 
Drinking Water 
 
Our organisation will provide drinking water and ensure that:  
 
It is free from contamination and is preferably from the public water supply bottled water 
dispensers are acceptable as a secondary supply;  
 
Pestproof Ltd will ensure that it is easily accessible by all employees;  
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Pestproof Ltd will ensure there are adequate supplies taking into consideration the temperature 
of the working environment and types of work activity;  
 
Cups or a drinking fountain are provided.  
 
Arrangements for meal breaks 
 
Our organisation will ensure there is a suitable seating area for workers to use during breaks the 
area will be regularly cleaned and located where food will not be contaminated. Washing 
facilities will be provided nearby, and a means of heating food or water for hot drinks. Good 
hygiene standards will be maintained. 
 
Provision for changing and storing clothing 
 
Our organisation will provide adequate changing facilities.  
 
The changing room will be readily accessible;  
Will contain, clothing storage and washing facilities;  
Will provide seating;  
Will provide a means for hanging clothes   
Will ensure the privacy of the user 
Separate changing facilities will be available to men and women.  

 
Consultation with Associates   
 
Policy on consultation with members of staff:  
  
The company recognises the importance of consulting with its staff on matters of health, safety 
and welfare.  
  
Consultation Process  
The company will normally consult with its staff directly. This may be done on a one to one basis 
with the individual person or in conjunction with other members of staff. However consultation for 
health and safety issues may also take place though its Health and Safety Meetings.  

 
Consultation with Staff 
The company will actively involve its staff in all issues relating to health and safety in the 
workplace. The Company will consult on decisions affecting or involving:  
  
Any change which may substantially affect the health and safety at work of individual member of 
staff, for example in procedures, equipment or working methods.  

  
The Company’s arrangements for getting competent persons to help satisfy health and safety 
legislation  

  
Information that a member of staff must be given on the likely risks and dangers arising from 
their work, measures to reduce or get rid of these risks and what they should do if they have to 
deal with a risk or danger. 
  
The planning of health and safety training 

  
The health and safety consequences of introducing new technology - In complying with these 
requirements the Company will consult with members of staff on an individual basis.  

 
This will be achieved by writing to each individual on any issues listed above and provide 
adequate time for them to respond either verbally or in writing, normally within 7 days.  
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Representatives of Employee Safety  
  
Local Health and Safety Committee  

  
The Company will form a local Health and Safety Committee; this committee will include a 
member of staff from the following groups. Administration, Service and Management 

 
The committee will meet as a minimum annually to review minutes of previous meetings and to 
agree new action points should they be found necessary.  

 
Duties of Senior Managers / Responsible Persons  
It shall be the duty of all Senior Managers to investigate all issues and concerns raised by any 
member of staff. It is also the duty of all senior managers to keep all members of staff informed 
of any changes and to display the minutes of previous meetings on the notice board.  
 
Duties of Members of Staff  
The co-operation of all members of staff is essential in maintaining and improving the safety 
performance of the Company. It is crucial that members of staff raise any concerns with their 
Immediate Manager. If they believe that the matter has been ignored or not addressed then the 
matter will be brought to the attention of the Managing Director.  

 
Compliance:   

 
The Health & Safety at Work Act 1974   
The Management of Health & Safety at Work Regulations 1999   
The Employee (Consultation) Regulations 1996 (2008)    
Safety, Health and Welfare at Work (General Application) 
 
Arrangements for Co-Operation and Communication with 3RD Parties   
 
Our organisation recognises the importance of consulting with 3rd parties on matters of health, 
safety and welfare.  
  
Consultation Process  
The company will consult with a 3rd party directly. This will be done by contacting the 3rd party 
directly and confirming agreed details in writing. However it is possible that consultation for 
health and safety issues 3rd parties may be invited to attend Health and Safety Meetings relevant 
to any projects that may be relevant. 

 
Communication with 3RD Parties 
The company will actively involve a third party in all issues relating to health and safety in the 
workplace. The Company will consult on decisions affecting or involving:  
  
Any change which may substantially affect the health and safety at work of individual member of 
staff, for example in procedures, equipment or working methods.  
 
Information that a member of staff must be given on the likely risks and dangers arising from 
their work, measures to reduce or get rid of these risks and what they should do if they have to 
deal with a risk or danger. 
 
The health and safety consequences of introducing new technology - In complying with these 
requirements the company will write to a 3rd Party and keep them informed of any new 
technology that be relevant or affect them in any way. 

  
The company will allow seven days for the 3rd party to acknowledge the receipt of the notification 
of the new technology. 

 
Duties of Senior Managers / Responsible Persons  
It shall be the duty of all Senior Managers to ensure that all issues and concerns raised by a 
third party are attend to with out delay. It is also the duty of all senior managers to keep all 
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members of staff informed of any changes with regard to an changes to the arrangements 
concerning a 3rd party and to display the minutes of previous meetings where changes have 
been made on the notice board.  

 
 
Duties of Members of Staff  

The co-operation of all members of staff is essential in maintaining and improving the 
safety performance of the Company. It is crucial that members of staff raise any concerns 
regarding a 3rd party with their Immediate Manager. If they believe that the matter has 
been ignored or not addressed then the matter will be brought to the attention of the 
Managing Director.  

 
Emergency Procedures (Accidents & Spills) 
 
MOTOR VEHICLE ACCIDENTS 
 
After the immediate duties of helping the injured, warning other drivers and clearing debris from 
the road, notify the office, the local law enforcement agency, and then accomplish the following:  

 If pesticides were spilled, contain and absorb pesticide to minimize environmental 
contaminations. For details, refer to Pesticide Spill Procedures Section.  

 Record as many facts as possible on the forms provided for each vehicle and which 
should be kept in the vehicle at all times.  

 Photograph the accident scene and any areas subjected to pesticide contamination.  
 If questioned by law enforcement officers or news media: 
1. Be cooperative about the facts 
 
2. Do not intentionally misrepresent the truth 
 
3. If you feel a question is not appropriate, inform the questioner that it is  
     inappropriate, and you do not wish to give him the answer at that time 
 
4. Do not volunteer information. Do not guess as to the extent of personal injury,  
    property damage, or pesticide damage 
 
5. Report the accident by telephone to the local office of the carrier of liability  
    insurance as soon as possible 

 
 
CHEMICAL SPILLS (Emergency Preparedness) 
 
This section will function as a guide for the handling and control of chemical spills released into 
the environment as a result of a vehicle accident or emergency incident. Topics to be covered 
are: spill reporting requirements, spill containment, spill clean-up, and follow-up procedures.  
 
At the Scene of an Emergency Incident 
The first step in dealing with an emergency incident which has resulted in a chemical spill is to 
determine if there has been any personal injury. If personal injuries have been sustained, 
immediately seek emergency medical assistance.  
  
Spill Containment 
Company personnel at the scene of the incident, after aiding any injured parties, should 
determine the extent of damage and whether there has been a release of material. If a spill has 
occurred, it is critical that prompt and effective action be initiated to control and contain the spill 
and flow of material. If the spill is a result of a truck accident and a leak has developed, efforts 
should be taken to stop the leak.  
Quick and effective containment of an accidental spill is critical in minimizing potential 
environmental impacts. Use a borrowed shovel to dig up sod or dirt to construct a dam at any 
spill site. If the spill material flows into a ditch or depression, block the flow at both ends to 
reduce further movement.  
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Notifying the Office 
Once all reasonable efforts have been taken to contain the spill, the office should immediately be 
notified. When calling the office, explain the nature of the emergency incident (i.e., vehicular 
accident, hose rupture, other), report personal injuries, time observed, location, and report spill, 
if any, including volume and duration. It is important to tell the office immediately if you need 
additional on-site assistance in spill containment, etc.  
Office personnel who receive an emergency incident call should record the following information: 
1. Name of caller and call-back number  
2. Time observed  
3. Location 
4. Material released  
5. Cause of release  
6. Volume and duration 
7. Present and anticipated movement of contaminants  
8. Weather conditions  
9. Personnel on scene  
10. Action initiated  
11. Person to contact on scene  
 
Spill Site Clean-Up 
 
Upon notifying the office and providing all pertinent information, and returning to the scene of the 
emergency incident, efforts should now be taken to remove all spilled material and assess other 
related damage.  
If the spilled material was not able to be completely contained, trace the flow of the material to its 
ultimate outlet. Again, it is important to determine exactly what type of material spilled and 
amount. The amount of material spilled can be calculated by adding the quantities sprayed that 
day (from invoices) and subtracting from the total fill. (See section on Reporting for a review of 
spill report requirements.)  
Spill material at the scene should be recovered with pumps or buckets to the greatest extent 
possible. Regulatory agencies on the scene may order the surface area excavated and 
removed. In the case of ordered excavation, it will be necessary to contract with an outside 
concern as soon as possible, preferably the same day, to complete the ordered excavation.  
All excavated material then becomes waste and it is your responsibility to ensure proper 
disposal. If pesticides were involved in the spill, the excavated material must then be tested for 
hazardous waste characteristics. You must properly dispose of excavated or clean-up material 
within 60 days.  
If the material spilled is removed and does not include the removal of soils, you should 
determine if it will be feasible to beneficially reuse the materials. If the material cannot be reused 
and it is to be discarded, the material must be tested for hazardous waste characteristics.  
The spill site should be photographed. It will be helpful to take pictures at various angles and to 
include all contaminated areas. The landowner should be notified, explaining materials spilled 
and potential related problems. Personnel should remain on the scene as long as needed or 
until the area has been adequately restored.  
If questioned by law enforcement officers, news media or regulatory agency representatives, be 
cooperative. Present known facts concerning the spill incident and be honest in your answers. 
Do not volunteer information or make guesses as to the extent of personal injury, property 
damage, or pesticide damage. If you believe a question is inappropriate or you are uncertain, 
inform the questioner that you will have an answer at a later date. If you are asked about the 
chemical constituents in the spill material, you may provide the chemical name. If questioned 
about quantities of materials spilled, explain that this information will be available when it is 
determined.  
 
S8 OFI Analysis Spill Report 
 
Any pesticide spill which is a threat to the environment, a hazard to human or animal life, or 
potentially endangers any of the above must be reported to the appropriate authorities and 
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should be recorded on an OFI Report Form. In the report the following information must be 
recorded: 
 
1. Date of spill  
2. Time of spill  
3. Cause of spill  
4. Location of spill and path of spilled pesticide(s)  
5. Total quantity spilled  
6. Exact quantities of components spilled  
7. Other circumstances  
8. Date recorded and signature  
 
Spill Incident Follow-Up 
 
After the spill site has been cleared and spill material removed, it will be necessary to follow-up 
and note any developments. Return to the site of the incident and review the spill area and flow 
path. Note any changes or symptoms of damage. Take pictures of all areas to document follow-
up visit. The incident site and path of pesticide flow must be observed at least 48 hours after the 
incident, and then once every three days thereafter for two weeks.  
If surface excavation was required in the spill, it will be necessary to wait for test results for 
characteristics of hazardous waste. All spill waste clean-up material must be properly disposed 
of within 60 days of the incident.  
 
PERSONAL INJURY ACCIDENTS  
 
Employee  
Pesticide Contamination 
The first step in any accidental contamination with pesticides is to take action to prevent the 
absorption of the chemical.  

 Swallowing - If pesticides are accidentally swallowed, follow directions on the COSHH 
Sheets and product label information. Medical attention should be sought immediately if 
concentrates are swallowed. Take a copy of the label to the medical facility.  

 Eye Exposure - Wash the eyes immediately with large volumes of water. Wash for at 
least 15 minutes. In the branch use the eyewash fountain. The handheld eyewash bottle 
is for immediate action in the field. It will then be necessary to get to another source of 
water such as a hose spigot or sink to continue the flushing. It may be necessary to 
manually extract the eyelids because pain will cause the eyelids to close. If there is either 
pain or reddening of the eye after rinsing, get medical attention.  

 Skin Exposure - Remove contaminated clothing as soon as possible. Promptly wash 
contaminated skin with soap and water at the site. Shower and change into clean 
clothing before resuming any other activity.  

2. Dog Bites 
Dog bites that break the skin should receive medical attention to alert public health officials 
to observe the dog for possible signs of rabies. In most areas, this requires medical 
confirmation of the injury.  
3. Traumatic Injuries 
Any injury that requires first aid emergency medical treatment should promptly be reported to 
the office. Injuries or other illness that compromise driving skills should be reported to the 
office so that arrangements can be made for an alternate driver to return the vehicle to the 
branch.  
 

Customer Complaints - Human Exposure  
Customers that allege personal injury from pesticide exposure should be dealt with in a 
courteous understanding manner. Determine if they are unhappy with the service, seeking 
information or reassurance, or if they wish to make a claim against the Company. Obtain a 
description of the claimed injury, persons involved, date of claimed injury, name and phone 
number of physician providing medical care. You may inform the complainant (customer or 
neighbour) that we will require medical documentation of any claim of personal injury. Enter the 
appropriate information on the Report of Personal Injury Claim Form.  
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Do not hesitate to provide the customer or the customer's physician the identity of the materials 
used at the time of an alleged injury. We will require skin patch tests to support claims of allergic 
contact dermatitis and will, in these circumstances, need to provide diluted samples. However, 
do not provide samples of chemicals.  
 
 
Customer Complaints - Pet Exposure  
The principles of dealing with customer complaints concerning pet exposure are similar to those 
for human exposure. Again, determine the nature of the complaints, the date the alleged illness 
or injury was first seen, the identity, age, sex and breed of animal involved and the name and 
telephone number of the veterinarian.  
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Annual Holiday Entitlement & Authorisation 

 
Entitlement: 
 
Holiday entitlement details are stipulated in your contract of employment together with any leave 
reservation required if specified to cover national holidays (e.g.) Christmas break etc. 
 
Carrying over holidays to the following year: 
As a corporately responsible employer, we encourage all employees to enjoy their full annual 
holiday entitlement and only in extreme circumstances will consider carrying over holidays to the 
following year. 
 
Holiday Request Forms: 
Employees should organise days off with their line manager and preferably give sufficient notice 
to ensure company resource can accommodate same. 
 
Length and Duration of Holidays: 
The organisation reserve the right on giving reasonable notice to request employees take annual 
holidays outside of traditionally busy commercial periods. 
 
Holiday requests would will not normally involve more than 2 consecutive weeks away from the 
business unless specially authorised at the time of booking leave. 
 
Refusal of Holidays: 
If for business needs, holiday requests are declined, the organisation accept no liability for any 
financial commitment incurred, so please ensure holiday requests are authorised before booking 
arrangements etc. 
 
Adjustments to Holidays: 
Holiday allocation will be in proportion to the leave period remaining on the date when your 
employment begins. 
 
On leaving the organisation, you will be entitled to holiday leave in proportion to the holiday year 
worked on the date when your appointment ended. 
 
If you have been paid for more holidays then this entitlement, then the balance will be deducted 
from any final payment made.  If you have been paid for fewer holidays than your entitlement, 
then the balance will be paid with your final payment. 
 

Absence From Work 
Appointments: 
Employees, where possible, should arrange appointments for Medical, Dental or other personal 
affairs outside of normal working hours.  Authorised absence from work will be at the discretion 
of the company and must be agreed in advance with your line manager. 
 

Sickness & Injury: 
Notification of Absence: 
If you are unavoidably unable to come to work, you or someone on your behalf must notify your 
line manager as soon as possible on the first morning of absence. 
If the absence continues, you will be required to keep the organisation fully informed of the 
situation. 
 
Period of Absence: 
Sickness absence exceeding 7 calendar days must be supported for the whole period of 
absence with a Doctors medical certification. 
The organisation monitor employee attendance levels as part of our welfare culture and reserve 
the right to seek alternative medical information in this context. 
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Returning from Absence: 
Upon returning to work - if you have been suffering from a notifiable disease, such as food 
poisoning, measles, mumps, scarlet fever etc - you must not report to work without prior 
clearance from your doctor. 
 
(SSP) Statutory Sick Pay: 
Our organisation are responsible for paying SSP if you are eligible.   
The maximum SSP period payable is 28 weeks per one sickness absence period at rates 
specified by law.  SSP is subject to income tax deduction and all other earnings related 
deductions. 
SSP is paid per qualifying days on which sickness prevented you working.  Generally, SSP is 
not payable for the first 3 qualifying days you would normally work which are termed `waiting 
days` but this may not be the case if you are absent on more then one occasion within a short 
duration. SSP is only paid when a period of sickness absence is for 4 or more consecutive 
qualifying days. 

Maternity Rights 
 

When pregnancy confirmation certification is issued, please let us see this as soon as possible. 
 
Ante-natal care: 
Pregnant employees and new mothers are entitled to normal rates of pay for any appointments 
attended during working hours related to anti-natal care (supported by relevant appointment 
cards etc.). 
 
Ordinary maternity leave: 
Employees are entitled to 26 weeks ordinary maternity leave and retain the right to return to 
work in their old job - these rights apply regardless of length of service or number of hours 
worked.  If you work full-time, you do not have the right to return to your position in a part-time 
capacity without prior consultation with the organisation to discuss and agree such a request. 
 
Ordinary maternity leave can commence at any time from the 11th week before the expected 
childbirth. For maternity purposes, childbirth is a live birth before the end of the 24th week of 
pregnancy or a live still birth after the 24th week of pregnancy. 
 
Additional maternity leave: 
If employees have completed at least 26 weeks continuous service by the end of the 15th week 
of their expected childbirth - they are entitled to take additional maternity leave commencing at 
the end of ordinary maternity leave and ending 26 weeks later.  NB: All standard Terms & 
Conditions of employment are maintained throughout the ordinary maternity leave period with 
the sole exception of wages/salary. 
Standard T & Cs are not maintained during any period of additional maternity leave but the 
period of absence does count as continuous service.   
 
Notification: 
To safeguard your employment rights, the organisation must be advised in writing by the 15th 
week before the expected week of childbirth that: 
   

 You are pregnant 

 The expected week of childbirth date (accompanied by an EWC MAT B1 certificate)  

 Your intended maternity leave start date 
 
The organisation will advise you within 28 days to confirm your `return to work` date.  These 
dates can be amended with reasonable notice on either side.  
 
Returning to work: 
If you wish to return earlier than the full entitlement date agreed, written notice must be provided 
for the organisation to agree and organise same, as applicable. 
Employees failing to return to work after the end of programmed maternity leave will be subject 
to the normal rules regarding absence. 
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Whilst you do not need any qualifying service or maximum number of hours to be entitled to 
maternity benefits to qualify for (SMP) Statutory Maternity Pay from the organisation, you need 
to have the following: 
 

 At least 26 weeks continuous service by the end of 15th week before the expected week 
of childbirth 

 Average earnings above the National Insurance lower earnings limit during the 8 weeks 
preceding the above `qualifying week` 

 
Employees meeting these conditions are entitled to a maximum of 39 weeks Statutory Maternity 
Pay calculated as: 
 

 6 weeks at 90% of normal weekly earnings 

 33 weeks at the lower rate of SMP or 90% normal weekly earnings (lesser rate prevails) 
 
NB:  Employees not qualifying for company SMP may be entitled to Maternity Allowance from 
the Benefits Agency. 
 
Sickness absence during pregnancy: 
If whilst pregnant you are absent from work for a related reason, at any time within the 4 weeks 
before your EWC, the ordinary maternity leave period will begin on the 1st day of absence.  
Pregnancy related absence before the 4th week, will only be regarded as ordinary maternity 
leave at the start of the 4th week. 
Absence from work in the run-up to planned maternity leave may affect the (90%) higher rate - 
because it is based on average earnings in the 8 weeks prior to the qualifying week. 
 

Adoption Rights: 
 

Ordinary Adoption Leave: 
 
Employees electing to take adoption leave who have a minimum of 26 weeks continuous service 
at the point of adoption, may have the right to 26 weeks ordinary adoption leave.  This leave 
may commence at the point of placement or upon pre-notice 14 days before that date.  
 
Employees are entitled to return to work in their old job after the ordinary adoption period.  Full-
time workers do not have the right to return in a part-time capacity, though this may be subject to 
discussion with the organisation who may consider such requests in writing and with as much 
notice as possible.  All standard Terms & Conditions of employment are maintained with the sole 
exception of wages or salary; throughout the ordinary adoption leave period. 
 
Additional Adoption Leave: 
 
Employees entitled to ordinary adoption leave may be eligible for additional adoption leave 
commencing at the end of the ordinary term and ending 26 weeks later.  Normal T & Cs of 
employment are not maintained during any additional adoption leave period - but this period of 
absence will count as continuous service. 
 
Notification: 
 
The organisation must be notified in writing no later than 7 days after being matched with a child 
for adoption.   
 

 The date of placement of the child for adoption 

 The date employees intend to commence adoption leave 
 

Employees must provide an approved adoption agency Adoption Certificate - the company will 
then write within 28 days confirming your return to work date. 
 
Dates of intention to commence adoption leave may be changed by giving the organisation at 
least 28 days written notice of same. 
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Returning to Work: 
 
If employees take the full entitlement of adoption leave, they will come back to work on the date 
previously specified by the company. 
 
Employees wishing to return early, must give the organisation 8 weeks written notice of an 
earlier return date.   
 
Employees failing to return to work at the end of agreed adoption leave will be subject to the 
organisations absence rules. 
 
Adoption Benefits: 
 
Employees entitled to Statutory employment leave with average earnings above the NI lower 
earning limit during the 8 weeks prior to the week in which a child was matched for adoption are 
entitled to Statutory Adoption Pay (SAP) from the organisation.   
 
If you meet these conditions, you are entitled subject to special rules where the adoption is 
disrupted or where the child reached age 18, to a maximum of 29 weeks SAP, being the lesser 
of: 

 The standard rate of SAP or 

 90% of normal weekly earnings. 
 

In order to be paid SAP, you must notify the company in writing providing the following 
information within a minimum of 28 days before the date you wish your SAP period to begin: 
 

 Name & Address of the Approved Adoption Agency 

 The date the child is expected to be placed for Adoption/or the actual date of Placement 

 The date you were informed that the child was being placed with you for Adoption 
 

 
Paternity (Birth) Rights: 

 
Male employees with at least 26 weeks continuous service at the end of the 15th week before 
the expected week of childbirth, are entitled to choose either 1 week or 2 consecutive weeks of 
Statutory Paternity leave under the following conditions: 
 
1) You reasonably expect to have responsibility for the child's upbringing 
2) You are the biological father of the child or partner of the child's mother 
 
Paternity leave can commence at any time during the period of 56 days commencing with the 
date on which the child is born or the 1st day of the EWC (whichever is the later). 
Prior notice must be given of the intention to start paternity leave, either on: 
 
1) The actual birth date 
2) As specified number of days after the birth 
3) A predetermined and later date than the 1st date of the EWC 
 
All paternity leave Terms & Conditions of employment are maintained with the sole exception of 
wages/salary. 
 
Paternity Benefits: 
 
If you are entitled to Statutory Paternity leave and your average earnings were above the 
National Insurance lower earnings limit during the 8 weeks before the 15th week preceding the 
EWC, you are entitled to be paid Statutory Paternity Pay (SPP) during the SPP period based on 
whichever is the lesser rate of: 
 

 The Standard Rate of SSP 
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 or 90% of normal weekly earnings 
 
Employees must notify the organisation of their intentions by latest the 15th week of the EWC to 
safeguard employment rights for this purpose. 
 
Time off for dependents: 
 
In the unfortunate event of a family bereavement or other emergencies, the organisation retains 
the discretion to permit reasonable time off work without pay to assist individuals with their 
commitments. 
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Display screen equipment (DSE) 

 
Display Screen Equipment (DSE) based work can potentially have serious effects on health.  
 
DSE users can experience a range of different physical and psychological health problems 
including eyestrain, blurred vision, headaches, and musculoskeletal problems including 
repetitive strain injury (RSI) and work related upper limb disorders (WRULD).  
 
Problems are caused by a combination of badly designed jobs, equipment and work 
environment. However, most of these conditions are preventable by giving attention to the way 
in which work is organised, and providing appropriate equipment and workplaces.  
 
Associated hazards  
• Musculoskeletal injuries.  
• Repetitive Strain Injury (RSI).  
• Work related upper limb disorders (WRULD).  
• Visual fatigue.  
• Stress.  
 
Employer’s responsibilities  
 
Pestproof Ltd is committed to ensuring that employees are not subjected to adverse health 
effects as a result of the use of display screen equipment. For the purpose of this policy, a user 
is defined as someone who is required to use DSE equipment for a significant part of his/her 
working day 
 
 Pestproof Ltd, in consultation with employees, will fulfil its obligations by: -  
 
• Identifying all DSE users as defined by regulations.  
• Reducing the risk associated with DSE use to the lowest reasonably practicable level.  
• Ensuring the risk assessment process is undertaken with the involvement of the employee.  
• Providing suitable work equipment and arrangements for regular breaks.  
• Ensuring that all DSE users receive sufficient information, instruction and training relating to 
risks to health and how these can be avoided.  
• Incorporating task changes within the working day in order to prevent intensive periods of on-
screen activity.  
• Arranging and paying for eye and eyesight tests on request by identified DSE ‘Users’.  
• Contributing towards corrective appliances (glasses), where recognised ‘Users’ require these 
solely and specifically for working with DSE.  
 
Pestproof Ltd will ensure that, where required all new-starters will complete a DSE assessment 
questionnaire. Where a user raises a matter related to health and safety in the use of display 
screen equipment, the company will: -  
 
• Take all necessary steps to investigate the circumstances.  
• Ensure appropriate corrective measures are taken.  
• Advise the user of the actions taken.  
 
Employees have a responsibility 
 
 • To inform the employer in confidence as soon as possible if a health problem arises through 
the use of display screen equipment.  
• To work in accordance with any advice or guidance given by the employer. 
• To familiarise themselves with the contents of the relevant risk assessments.  
• Request Pestproof Ltd to arrange and pay for eye and eyesight tests where required and if the 
employee is identified as a user of DSE equipment. 
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Driving at work 
 
It has been estimated that up to a third of all road traffic accidents involve somebody who is at 
work at the time, making work-related road crashes the biggest single safety issue for most UK 
businesses. Promoting sound health and safety driving practices and a good safety culture at 
work may well spill over into private driving, and could reduce the chances of employees being 
injured in a crash whilst away from work.  
 
Associated hazards  
 
• The driver: - competency, training, fitness and health.  
• The vehicle: - suitability, condition, safety equipment (seat belts), and ergonomic 
considerations.  
• The journey: - routes, scheduling, time, distance, weather conditions.  
 
Employer’s responsibilities 
 
Pestproof Ltd will ensure that: -  
 
• Where possible, Pestproof Ltd will give consideration to the avoidance of driving or use an 
alternative mode of travel, where these are reasonably practicable alternatives. If driving is 
absolutely necessary, risk assessments will be undertaken for all work-related driving activities 
in consultation with employees. 
• The necessary control measures will be implemented and communicated to employees.  
• Drivers are fit and competent to drive: that he/she holds a valid driving licence, is suitably 
insured, is familiar with the vehicle and the task, understands the risk assessment findings and 
control measures and has received appropriate training, as necessary.  
• Drivers are properly trained, induction training will be given to new employees and further 
training may be provided for those employees at highest risk e.g. those with high annual 
mileage, poor accident records and inexperienced drivers.  
• Drivers will be trained to carry out basic safety checks, and what to do in the case of 
breakdown, accidents or emergencies.  
• Journeys will be planned. The working day is agreed between the employer and employee so 
that employees do not work all day then be expected to drive for long periods. Scheduling will 
take into account routes, time, distance and weather conditions.  
• Vehicles are appropriate for the task and maintained in a clean and roadworthy condition.  
Privately owned vehicles will not be used for work purposes unless they are insured for business 
use and, where the vehicle is over three years old, they have a valid MOT certificate.  
• Satellite navigation systems are installed to the lower corner of the screen so as to not obstruct 
your view. 
 
 Employee’s responsibilities  
 
• Employees must follow any advice, information, instruction and training given by the employer.  
• All employees who are expected to drive on company business must have a valid drivers’ 
licence for the class of vehicle they are driving.  
• Drivers must ensure, so far as is reasonably practicable, that the vehicle is adequate for the 
purpose and is in a safe mechanical condition. This is particularly important for privately owned 
and driven vehicles.  
• Drivers are expected to comply with traffic legislation, be conscious of road safety and 
demonstrate safe driving.  
• It is expected that employees driving vehicles on company business will not be under the 
influence of drink or drugs and must not drive whilst disqualified.  
• Drivers must stop after a crash or similar incident with which they are involved.  
• Employees must provide to management a copy of their driving licence on request and declare 
any driving convictions.  
• Employees must inform the employer if they become aware of any medical condition or take 
medication that might affect their ability to drive. 
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Health surveillance 
 
Health surveillance is conducted by observation, communication and systematically watching for 
early signs of work-related ill health. Health surveillance is essential if there is an identifiable 
disease or adverse health effect which is related to the employees’ exposure to a health risk, 
and a risk assessment has identified as having a reasonable likelihood of occurring under the 
particular work conditions involved.  
 
It requires the implementation of certain procedures to achieve this, including simple methods 
(i.e. looking for skin damage on hands), technical checks (i.e. audiology tests) or more involved 
medical examinations.  
 
Some hazardous substances, as referred to in the HSE’s EH40 and other guidance, will require 
health surveillance as a condition of use.  
 
Health surveillance records should be kept for forty years and include: -  
• Surname and forename.  
• Permanent address. 
• Sex.  
• Date of birth.  
• National Insurance Number.  
• Date of commencement of present employment.  
• A historical record of jobs involving exposure to the hazardous substances requiring the health 
surveillance.  
 
Associated hazards  
 
• Noise.  
• Whole body or hand-arm vibration.  
• Solvents, fumes, dusts, biological agents and other hazardous substances.  
• Dermatitis.  
• Asthma.  
• Asbestos, lead or work in compressed air.  
• Ionising radiation.  
• Diving.  
 
Employer’s responsibilities  
 
Pestproof Ltd will: -  
 
• Carry out a risk assessment to identify the health hazards within the workplace and 
communicate the findings to employees.  
• Take any necessary measures to remedy any risks found as a result of the assessment.  
• Ensure that new staff are included in health surveillance programmes.  
• Ensure that staff transferring to different work activities are included in the health surveillance 
programme if required.  
• Provide staff with relevant information and training.  
• Communicate the results of health surveillance to relevant employees.  
• Ensure that employees and their representatives are consulted on the need and procedures for 
health surveillance.  
• Ensure that personal files are kept up-to-date.  
• Ensure that staff attend the heath surveillance programme.  
• Ensure that sickness absence is monitored and employees are referred to management if the 
reason for absence is thought to be work-related.  
• Provide personal protective equipment where required.  
• Monitor and review the effectiveness of the arrangements.  
 
Employee’s responsibilities  
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Employees must co-operate with their employer on matters of health and safety. This extends to 
health surveillance where it has been identified as a necessary control measure or where there 
is a specific statutory requirement. If an employee has a concern about their health and safety, 
that of others affected by their work or encounters symptoms of ill health, they must inform their 
manager immediately. 
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Information, instruction and training 
 
Preventing accidents and ill health caused by work is a key priority for Pestproof Ltd. Health and 
safety information, instruction and training helps the company to ensure our employees are not 
injured or made ill by the work they do; promotes a positive safety culture, where safe and 
healthy working becomes second nature to everyone; and enables the company to meet its legal 
duty to protect the health and safety of our employees. Training isn’t just about formal 
“classroom” courses.  
 
Employer’s responsibilities  
 
• Consult with relevant persons to identify the information, instruction and training required for 
the company taking into account the level of skills required, the risks identified in the workplace, 
the position of the employee within the organisation and any relevant, specific individual needs.  
• Undertake a risk assessment to identify any further specific training needs.  
• Provide the necessary training, taking into account the capabilities, previous training, 
knowledge and experience of employees.  
• Ensure that the demands of the job do not exceed the employees’ ability to carry out their work 
without risks to themselves and others.  
• Prioritise information, instruction and training to ensure that any high risk needs are met first.  
• Determine the most suitable method for delivery of the information, instruction and training, 
including the use of internal and external providers.  
• Assess the suitability of the training and its effect on the employee and/or the business to 
enable changes, modifications or additions to be made if required.  
 
Relevant information, instruction and training will also be provided: -  
 
• On recruitment.  
• When moving persons to another task or promotion.  
• When the process, equipment or system of work is changed.  
• If a review determines a refresher program is required.  
 
Pestproof Ltd will document and maintain records of all information, instruction and training 
provided.  
 
Employee’s responsibilities  
 
• Co-operate with the company in relation to all training aspects.  
• Attend any training courses that are identified as necessary.  
• Follow training, guidance and instruction to prevent injury or ill health.  
• Use protective and safety equipment provided.  
• Report to their line manager any hazardous or dangerous situations.  
• Co-operate with management arrangements for health and safety. 
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Ladders and stepladders 
 
A third of all reported falls from height incidents involve ladders or stepladders, many injuries are 
caused by inappropriate or incorrect use of equipment. By conducting a risk assessment it may 
be determined that ladder use is acceptable for work of short duration (between 15 and 30 
minutes) and low risk, providing three points of contact can be maintained whilst working from 
the ladder or steps. 
 
 Associated hazards  
 
• Failure of the ladder itself, causing persons or equipment to fall.  
• Items falling from the ladder.  
• Users over-reaching or stretching from the ladder.  
• Overloading of the ladder.  
• The ladder slipping and falling due to not being correctly secured.  
• Faulty equipment.  
• Inappropriate use of ladders.  
• Manual handling when using ladders.  
 
Employer’s responsibilities  
 
All reasonable actions will be taken by Pestproof Ltd to ensure the safety of employees who 
work with ladders. Pestproof Ltd will, in consultation with employees and their representatives: -  
 
• Carry out a risk assessment of work activities involving the use of ladders.  
• Take all necessary measures to reduce any risks found as a result of the assessment.  
• Ensure that all ladders supplied are of good construction, sound material and are suitable for 
the tasks to be performed.  
• Ensure that all ladders used are clearly identified, regularly inspected and maintained.  
• Maintain a records system, which identifies each ladder and logs each inspection, repair and 
maintenance procedure undertaken.  
• Provide appropriate information and training to employees who use ladders, including 
additional information and training where the ladder is used in a high-risk environment or in a 
way, which increases the risks involved.  
• Ensure ladders are stored in a way that does not lead to warping, defects or reduction in 
strength. • Implement a reporting system, so that any concerns, problems, risks or defects 
encountered while using the ladders can be reported to a responsible person and the 
appropriate action taken.  
 
Safe Use of Ladders  
 
• Ladders should be appropriate for the job and not exceed 9 metres in length.  
• Ladders should comply with British/European Standards. Domestic equipment should not be 
used. • Ladders must be undamaged and free of paint or any other coating which could hide 
cracks or splits.  
• Ladder stiles must be undamaged and unbent.  
• Wood should be free of warping or splitting.  
• Metal ladders must be free from corrosion, sharp edges or dents and rungs free from distortion.  
• Footpads must be in good condition. 
 • Ladders should have slip-resistant rubber or plastic feet.  
• Ladders must be free of missing/loose rungs.  
• Ladders should be regularly inspected and defective ladders removed from use.  
• If ground conditions are poor, ladder feet should be tied into stakes in the ground, with a large 
flat wooden board as a base.  
• During use, ladders should extend at least 5 rungs (1.05m) past the landing point or above the 
highest rung on which feet rest.  
• Ladders should be positioned one metre out at the base for every four metres in height.  
• Ladders should be secured at the top or if this is not practicable, ladders should be secured 
near the bottom or weighted or footed to prevent flipping. 
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• The overlap for extension ladders should be up to 5m closed length 2 rungs, 5-6m closed 
length 3 rungs, and over 6m closed length 4 rungs.  
• There should only be one person on the ladder at any one time.  
• Employees should be trained to transport tools in a shoulder bag or wear a tool belt. Consider 
the use of a gin wheel or other lifting equipment.  
• Employees should be fully trained in ladder use.  
• Never use ladders near power lines or in strong winds.  
 
Safe use of stepladders  
 
• Stepladders should be of robust construction and in good condition.  
• Any retaining cords or straps must be of equal length and in good condition.  
• Any metal braces between the legs must be locked into place.  
• Legs of stepladders must be opened fully when in use.  
• All legs need to be firmly and squarely placed on a solid level surface.  
• The stepladder should be positioned close to the work to prevent overstretching.  
• The stepladder should be placed at right angles to the work if the work could cause sufficient 
force to make the stepladder unsuitable if used sideways.  
• The top tread should not be used unless it has been designed as a platform with a secure 
handhold.  
• When in use, the knees should be kept below the top of the steps for support and stability.  
• Only one person should use the stepladder at any one time.  
• The stepladder should be located or measures taken to prevent the stepladder from being 
struck by doors, vehicles etc.  
 
Employee’s responsibilities  
 
• Follow instruction, training and information provided by the employer on the safe use of 
ladders.  
• Check whether the type of work activity requires the use of a ladder; establish whether the 
ladder is suitable for the task and match the ladder to the job.  
• Ensure the ladder is in good condition; check that it has been inspected and stored correctly; 
any repairs have been carried out correctly; that it has been regularly maintained and that it is 
free from defect, of good construction and of sound material.  
• Report any defective ladders to the employer immediately.  
• Make use of any personal protective equipment provided by the employer.  
• Advise the employer of any health issues, which may affect the ability to work at height. 
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Leptospirosis 
 
Two types of Leptospirosis can affect employees in the UK: -  
 
Weil’s Disease: a serious and sometimes fatal infection that is transmitted to humans by contact 
with urine from infected rats.  
 
The Hardjo form of Leptospirosis: this is transmitted from cattle to humans. Symptoms 
include: a flu-like illness, severe headache and vomiting. With both forms bacteria can enter the 
body through cuts and scratches, through the lining of the mouth, throat and eyes. This is 
normally after contact with infected urine or contaminated water found in sewers, ditches and 
ponds.  
 
Associated hazards, those at risk  
 
• Farmers, sewer or ground workers.  
• Vets and abattoir workers.  
• Dairy farmers or fishery workers. 
• People who participate in outdoor water sports in contaminated water.  
 
Employer’s responsibilities  
 
In line with our other procedures, Pestproof Ltd will: -  
 
• Carry out a risk assessment of work activities that may put staff at risk of contracting the 
disease.  
• Take any necessary measures to remedy any risks found as a result of the assessment and 
inform employees of the findings.  
• Consider eliminating the rat population by using pest control measures.  
• Ensure staff are issued with and wear suitable and appropriate PPE.  
• Introduce safe systems of work after removing PPE, for handling any animal, or any 
contaminated clothing or other materials, and always before eating, drinking or smoking. 
 • Notify the Incident Contact Centre at Caerphilly should an employee contract the disease.  
 
Employee’s responsibilities  
 
Employees must: -  
• Co-operate with management arrangements for the prevention and control of Leptospirosis in 
the workplace.  
• Follow information, guidance and instruction given by the employer.  
• Report any incidences of ill health to the employer.  
• Make full and proper use of all personal protective equipment that has been issued to them.  
• Maintain a high level of personal hygiene. 
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Smoking in the workplace 
 
Second-hand or passive smoking has now been shown to cause lung cancer and heart disease 
in non-smokers. In addition, tobacco smoke is a cause of discomfort and irritation to many 
people, particularly those suffering from respiratory illnesses such as asthma.  
 
Pestproof Ltd will comply with statutory duties in respect of smoking in the workplace and in 
particular, fulfil obligations to assess the risk associated with smoking in the workplace. Effective 
measures to prevent or control any ill health effects or accidents arising from such activity will be 
applied.  
 
Associated hazards  
• Health risks including stroke, cancers and heart disease.  
• Fire damage to building and associated risks to those in and around the premises.  
 
Employers responsibilities 
 
 Pestproof Ltd will take all reasonable steps to ensure that employees and visitors are aware that 
all premises and company vehicles are legally required to be smoke free. To do this we will: -  
 
• Display 'no-smoking' signs at entrances to the premises and in vehicles.  
• Ensure that nobody smokes in our smoke free premises or vehicles.  
• Communicate information and instruction to employees and visitors.  
• Monitor and review effectiveness to ensure compliance.  
 
Employee’s responsibilities In accordance with Pestproof Ltd’s arrangements, employees will: -  
 
• Comply with verbal, written and signed instruction given by the employer  
• Co-operate as far as is necessary to enable compliance with the requirements for non-smoking  
• Not smoke whilst on company premises or in designated company vehicles. 
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Stress Description 
 
It is Pestproof Ltd’s policy to address all work-related illnesses and in particular stress, to control, 
reduce or eliminate so far as is reasonably practicable.  
The Health and Safety Executive has defined health and safety as both the physical and mental 
wellbeing of all persons employed by the company. We recognise that our personnel are the 
organisation’s most valuable assets and that any problem associated with work-related stress is 
a management duty.  
 
A certain amount of stress provides high motivation, a positive outlook and good performance. 
However, it is when these personal levels are exceeded that detrimental health effects may 
appear. Whilst stress-related problems of short duration often resolve themselves, it is the long-
term stresses that the company aim to address.  
 
Through the risk assessment process, Pestproof Ltd will continue to identify hazards and assess 
all mental and physical risks to health and safety with the objective of reducing them, as far as is 
reasonably practicable.  
 
The main problem with stress is the self-realisation that we are actively suffering from it. Others 
affected by our stress symptoms tend to shy away from broaching the subject as it may be 
construed as interference or just being nosy.  
 
Stress is usually brought about by an accumulation of minor irritations that cannot be resolved in 
the time scale we wish and/or with the desired outcome. However, there may be one single 
event or set of circumstances that combine to provide the additional stress overload. Some 
examples are: -  
 
Possible environmental stressors include noise, temperature, overcrowding and humidity.  
 
Possible work-related stressors include working to tight deadlines, overwork and change to 
organisation. Other issues that may have an impact include: -  
 
• Under challenged. 
 • Promotion prospects.  
• Racial or sexist remarks.  
• Personal relationships with other employees.  
• Travelling.  
• Job satisfaction.  
• Harassment and confrontation.  
 
Stress counselling can often have a stigma that it is only for the 'weak' or 'mentally ill', however 
the reverse is actually true.  
 
It may be difficult to talk to a colleague about the problem face to face, as it might be this 
relationship that is the cause. It is our policy that all employees can approach management to 
raise concerns relating to stress. All conversations will be addressed in the strictest confidence 
and we will try and assist any individuals suffering from stress. 
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Lone working Description 
 
 Lone workers can be anyone who works by his/herself without direct contact or supervision. 
Examples include: - a person working on their own in a workshop, home workers, persons 
working in an office on their own, persons working outside normal hours on their own and mobile 
or peripatetic workers.  
 
Associated hazards  
 
• Accidents.  
• Fire. 
 • Inadequate provision of rest, hygiene and welfare.  
• Violence whilst at work.  
• Manual handling activities.  
• Transport breakdown/accident en route.  
• Severe weather conditions.  
• Tracing of home address through vehicle registration.  
• Injury received whilst entering unsafe premises.  
• Lack of adequate visibility, due to poor lighting.  
 
Employer’s responsibilities 
 
 Pestproof Ltd realise that there may be concerns surrounding lone working, to allay these fears 
we will: -  
• Identify all employees who are lone workers.  
• Make a suitable and sufficient assessment of the risk to the health and safety of these 
employees and others who may be affected.  
• Identify the preventative and protective measures needed, so far as is reasonably practicable.  
• Ensure that mechanisms are in place to account for and trace the whereabouts of employees 
who work alone and that these systems are regularly checked.  
• Ensure that training in interpersonal skills, managing aggression and personal safety, that 
emphasises prevention and the continual assessment of risk is in place and available to 
employees.  
• Check that lone workers have no medical conditions, which make them unsuitable for working 
alone.  
• Supervision of lone workers will be provided which will be based upon the findings of the risk 
assessment. 
 • Establish emergency procedures in consultation with employees.  
• Ensure that appropriate support is given to staff following an incident.  
 
Employee’s responsibilities  
 
Employees who are recognised as lone workers, must: -  
• Co-operate with the employer by following rules and procedures designed to protect their 
safety as a lone worker.  
• Attend personal safety training programmes as directed by the employer.  
• Provide information on their whereabouts during working hours to the employer.  
• Report all incidents relating to lone working using Pestproof Ltd reporting procedure. 
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Lone Working Checklist - Employer 
 
Are employees who make lone visits: -  
 
• Fully trained in strategies for the prevention of violence?  
• Briefed about the area where they work?  
• Aware of attitudes, traits or mannerisms, which can annoy clients etc?  
• Been given all available information about the task from all relevant sources?  
 
Have they: -  
 
• Left an itinerary?  
• Made plans to keep in contact with yourself, colleague or other person?  
• The means to contact you if necessary - even when the main switchboard may not be in use?  
• Got your home telephone number (and you theirs), or have other arrangements been made for 
contact?  
• A sound grasp of your preventive strategy, the safety policy and any staff protection 
procedure?  
• Authority to arrange an accompanied visit, security escort or use of an alternative means of 
transport if necessary? 
 
 Do they: -  
 
• Carry forms for reporting incidents, or are they aware that the forms should be completed 
ASAP after an incident?  
• Appreciate the need for this procedure?  
• Use them?  
• Know your attitude to premature termination of visits?  
• Know how to control and defuse potentially violent situations?  
• Appreciate their responsibility for their own safety (and that of others if so accompanied)?  
• Understand the provision for their support by your organisation? 
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Lone Working Checklist - Employee 
 
Have you: - 
 
 • Received all the relevant training about violence to staff?  
• A sound grasp of Pestproof Ltd.’s safety policy and staff protection procedure? • A clear idea 
about the area into which you are going?  
• Arranged to take an escort or use an alternative means of transport, if necessary?  
• Made appointments?  
• Left your itinerary and expected departure/arrival times?  
• Told a colleague or manager about a change of plan?  
• Arranged for contact if your return is overdue?  
• Risk assessed the visit with the employer - could there be potential for personal assault?  
 
Do you carry: -  
 
• Or are you aware of where the forms to record and report "incidents" are?  
• A personal alarm and mobile phone? Do they work? Are they handy?  
• A bag/briefcase that suggest you have money or valuables with you? Is this wise where you 
are going today/tonight?  
• Out of hours telephone numbers etc. to summon help? 
 
 Can you: -  
 
• Be certain your attitudes, body language etc. won't cause trouble?  
• Defuse potential problems and manage aggression?  
 

Remember the three V's of visiting: vet, verify, vigilance 
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Mobile telephones 
 
 It is an offence for a person to drive a motor vehicle if they cannot have proper control of the 
vehicle.  
 
Since February 2007, Section 26 of the Road Safety Act set the fixed penalty for using a hand-
held phone while driving at £60 and three penalty points. The same penalties apply for not 
having proper control of a vehicle - a measure that can also be used where a driver has been 
distracted by using a hands-free mobile phone.  
 
In order to ensure compliance Pestproof Ltd will provide hands-free kits to members of staff who 
are required to use mobile telephones whilst working away from the premises.  
 
Under no circumstances are employees permitted to use hand-held telephones or any similar 
hand-held device e.g. Personal Data Assistant (PDA) or Palm Pilot whilst driving. The prohibition 
also applies when stopped at traffic lights or during other hold-ups that may occur during a 
typical journey when a vehicle can be expected to move off after a short while.  
 
To comply with legislation, it is important that the phone is sat in a cradle (not resting on a seat 
or in a pocket) fitted in a position that would not distract you from the road during use.  
 
Drivers still risk prosecution (for failure to have proper control) even if they use hands-free 
phones when driving.  
 
The following guidance is given to all drivers who are required to use mobile phone hands-free 
kits: -  
 
• Only use the phone when it is safe to do so.  
• Understand how your phone operates and utilise the one-touch speed-dial facility.  
• Only acknowledge incoming calls on a hands-free system, where answering is automatic or 
one touch button.  
• Only use short responses and indicate that you will return the call when it is safe to do so.  
 
Whenever possible, drivers should delay making outgoing calls whilst travelling.  
 
General Use of Mobile Phones  
 
Only use the mobile phone when it is essential to do so and do not use the phone any longer 
than is necessary.  
 
Do not press the telephone to your ear or the side of your head; try to leave a gap between your 
ear and the handset if possible.  
 
When making calls to, or receiving calls from mobile phones, always ask whether it is safe to 
speak. 
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HEALTH & SAFETY POLICY FOR PROVISION AND USE OF WORK EQUIPMENT 
 
CONTENTS 
Section 1. Arrangements 
Section 2. Appendices 
 
PESTPROOF LTD 
 
SECTION 1: SUMMARY SHEET 
SECTION 2: ARRANGEMENTS 
Title: Provision and Use of Work Equipment 
 
References:  
Health & Safety at Work Act 
Provision and Use of Work Equipment Regulations (PUWER) 
Management of Health & Safety at Work Regulations. 
 
Definitions: Work equipment – term used to include any equipment used at work including tool 
box tools, machines such as photocopiers, circular saws, electric drills vehicles provided by an 
employer for work purposes such as cars, vans, dumper trucks, etc., apparatus such as lab 
equipment, lifting equipment such as hoists, installations such as a series of machines 
connected together. 
 
Use – the word use in PUWER includes all activities involving work equipment such as 
stopping or starting the equipment, repair, maintenance, modification and servicing, 
cleaning and transporting Inspection –means of identifying whether the equipment can be 
operated, adjusted and maintained safely and that any defect, damage or deterioration can be 
detected and remedied before it results in unacceptable risks. 
 
INTRODUCTION 
 
The Provision and Use of Work Equipment Regulations (PUWER) place duties 
on employers to ensure that all equipment for use at work is suitable and 
sufficient for the purpose for which it will be used, is maintained in good 
condition and that persons that use the equipment have received appropriate 
information instruction and training. 
 
The Management of Health & Safety at Work Regulations also has important 
general provisions relating to the safety of work equipment, including the 
requirement to carry out a risk assessment 
 
Where other pieces of legislation place specific requirements on work 
equipment, e.g. Lifting Operations and Lifting Equipment Regulations, these 
apply in addition to PUWER and take precedence. 
 
 
Employees may not have any duties under PUWER. However, members of our 
staff could have responsibilities for the use of work equipment under this policy and 
will be expected to adhere to these at all times. 
 
2. SELECTION OF WORK EQUIPMENT 
 
One of the main factors to be considered is ergonomics. Ergonomic design 
takes account of the size and shape of the human body. Operation of the 
equipment should not place the user at risk. 
 
Work equipment must be suitable for the intended tasks and environments. For instance 
electrical equipment used in potentially flammable environments must be intrinsically safe. 
 
INSPECTION & MAINTENANCE 
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Where the risk assessment identifies a significant risk associated with work 
equipment the equipment should be inspected before it is used for the first time, 
or before subsequent use if equipment is reassembled at a new site. Inspection 
is only necessary where there is a significant risk arising from incorrect 
installation or re-installation, deterioration or as a result of particular 
circumstances that could affect the safe operation of the work equipment. 
 
Inspections do not include maintenance on the equipment or “user checks”. 
 
Inspections should be carried out by competent persons and should include 
visual checks, functional checks and testing where appropriate. 
 
The extent of an inspection depends on the type of equipment, where it is used 
and how it is used, however it will always included safety-related parts which 
are necessary for safe operation, e.g. overload warning devices and limit switches. 
 
Inspections must be recorded. 
 
STAFF RESPONSIBILITIES 
 
All personnel must carry out a brief visual check before they use any work equipment, commonly 
termed a “user check”. 
 
All personnel must report any defect identified on any item of work equipment to their own line 
manager immediately. 
 
All personnel must use work equipment in the manner in which they have been instructed. 
 
RISK ASSESSMENT 
 
There is no specific requirement to carry out a risk assessment in PUWER 
because of the general requirement under the Management of Health & Safety 
at Work Regulations. 
 
The risks associated with all work equipment must be assessed, taking into 
account the equipment itself and any associated substances, or electrical or mechanical 
hazards. 
 
Arrangements for the Provision of First Aid 
 
The following arrangements are intended to ensure that sufficient first aid cover is 
available should anyone be taken ill or injured, while on our organisations premises or when 
working on project or job away from the office. By implementing these arrangements our 
organisation will be complying with The Health and Safety (First-Aid) Regulations 1981. 
 
Definition of "first aid" 
 
First aid is defined as treatment for the purpose of preserving life and minimising the 
consequences of injury and illness until help from a medical practitioner or nurse is obtained;  
 
Alternatively, minor injuries which would otherwise receive no treatment or which do not 
need treatment by a medical practitioner or nurse. 
 
Duties of Heads of Department 
 
Senior Management Must Ensure: 
 

provide first aid to all staff  
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aid to all staff 
 

 aid, including the location 
of equipment, facilities and first aiders. 
 
Assessment of first aid needs 
 
In order to determine the appropriate level of first aid cover that is required our organisation 
conducts assessments of first aid requirements on behalf of the company. 
 
The assessment takes into account the: 
 

 
 

elp i.e. Accident and Emergency 
 

e hazards and risks of the work 
 

ent, so that they are readily available 
when needed 
 

-of-hours occupation of 
Premises 
 
Assessment Results 
 
The main office location has been assessed for first aid provision and record of the assessment 
are kept on file 
 
When working on special projects or jobs separate assessments will be carried out at the time of 
the initial risk assessment. These details will be communicated to the respective workforce.  
. 
Assessment Review 
 
Our organisation will review the first aid assessment when there is a significant change, in their 
activities, to ensure that the level of cover is adequate. A significant change would include an 
increase in staff or the introduction of a new premises or additional hazards.  
 
Selection of first aid personnel 
 
When selecting individuals to be trained as first aiders and/or appointed persons the 
following factors should be taken into account: 
 

sition and communication skills 
 

 knowledge and learn new skills 
 

 demanding emergency procedures 
 

ely and rapidly to an emergency 
 

 
retain the first aid qualification 
 
Duties of First Aiders 
 
While ensuring their own safety at all times first aiders should: 
 
respond promptly to all calls for first aid assistance within their area 
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 they are trained to 

prevent the condition of the casualty from deteriorating and if possible promote 
recovery 
 

 
appropriate medical aide has taken over care of the casualty 
 

e a first aid treatment log book entry  
 

nce with departmental procedure 
 

 
contents are maintained in date 
 
Training of first aid personnel 
 
Before taking up first aid duties, the first aider must attend the appropriate first aid 
Training.  In the case of a fully qualified first aider, he or she must attend and pass a 
training course that is approved by the Health and Safety Executive Safety Services provides 
training courses in first aid. The following is a brief description of the courses. 
 
First Aid at Work (Certificate) course 
 
This is a course approved by the Health & Safety Executive (HSE) for first aid at work, leading to 
certification which is valid for three years. The syllabus consists of 
instructions and practical training in first aid as required under the Health and Safety 
(First-Aid) at Work Regulations 1981. 
 
It takes into account the “hazards” encountered at the workplace; covers a broad topic area with 
emphasis on how to give immediate treatment and to recognise when it is necessary to get 
medical aid. The course should last at least 1 day. 
 
Insurance 
 
Employees who administer first aid while on company business, in accordance with their 
training, are covered by the organisations Employers Liability insurance. 
 
First Aid Equipment 
 
The assessment will indicate the number and location of first aid boxes and any 
additional specialist materials necessary to provide adequate cover 
 
First Aid Kit 
 
First aid kits should be of a suitable material to protect the contents from moisture and dust, 
preferably wall mounted and located near a basin for hand washing. It must be labelled with a 
white cross on a green background. Mobile first aid kits will be of the same construction and 
located in an accessible place within the first aiders vehicle.  
 
Quantities of first aid items may vary according to assessment of need, but as a 
general guide a minimum stock per box would be: 
 
Contents of the First Aid Box 
· Guidance leaflet e.g. HSE leaflet "Basic advice on first aid at work" *  
 
· List of contents and the name, location and telephone number of the first aiders 
  and/or appointed persons 
 
· 20 individually wrapped sterile adhesive dressings (assorted sizes), appropriate 



 46 

  to the type of work (e.g. blue waterproof for food handlers) 
 
· 2 sterile eye pads with attachment 
 
· 4 individually wrapped triangular bandages 
 
· 6 safety pins 
 
· 6 medium sized individually wrapped sterile un-medicated wound dressings 
  (12cm x 12cm) 
 
· 2 medium sized individually wrapped sterile un-medicated wound dressings 
  (18cm x 18cm) 
 
· One pair of disposable gloves 
 
First aid materials must be replenished as soon as possible after use, and boxes must be 
checked regularly by the person responsible for the box to ensure that all items are in date. 
 
Eyewash 
 
Where assessment indicates the need for eye irrigation facilities, if mains tap water is not 
readily available, a minimum of 1litre sterile normal saline 0.9% in sealed 
disposable containers must be available as close as possible to the place where the 
need might arise. Once the seal is broken they should not be kept for reuse, and they should not 
be used after the expiry date. Containers must be checked on a regular basis by the appointed 
person/first aider. 
 
First aid provision for fieldwork 
 
The provision of first-aiders for fieldwork will depend on the associated risks, including the ease 
of access to the nearest medical help, the nature of the work being undertaken and the terrain 
and climate in the fieldwork location. Where a requirement for first aiders is identified, they must 
hold the First Aid at Work Certificate. In addition ensure that first aiders are trained to deal with 
injuries that could arise from any hazards likely to be encountered. 
 
Where identified as necessary a standard first aid kit must contain sufficient supplies 
for the number of participants involved in the fieldwork. In addition to the standard kit, items 
necessary for the treatment of injuries specific to the location, particularly if it is remote, must be 
included. It may also be appropriate to carry medicines for emergency use, and information 
relating to pre-existing conditions that participants may have the standard of health care in the 
country to be visited is in doubt, sufficient Sterile Medical Packs containing needles, sutures and 
syringes, for use by medical professionals, should be carried in the first aid kit.  
 
Information for all staff  
 
In all locations information must be prominently displayed on the: 
· location of first aid boxes; 
· names of first aiders and how to contact them. 

 
Steve Ivell  BSc. Hon Managing director 
 
 
Signed    
 
 
 
Date:    27th February 2019 
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Appendix to BS OHSAS 18001:2007 

                Occupational Health & Safety Policy IMS 
 
 

4.1 General Requirements 
  
This Policy Statement outlines the Integrated System adopted by our organisation to meet the 
requirements of OHSAS 18001.  
 
4.2 18001 OHSAS Policy 
 
Our policy with respect to health and safety is as follows: 
 

1. We shall respect all legal requirements with respect to the health and safety of our 
employees, contractors and visitors to our premises. This also includes specified client 
requirements.  

 
2. Additionally, we shall ensure that our standards are continually improved, resulting in an 

ever safer and healthier environment. 
 
3. The system we follow shall be documented, and address the requirements of OHSAS 

18001:2007. 
 

4. Our commitment to Health and Safety will be communicated to all our employees, who in 
turn shall be instructed in the importance of respecting their obligations to the general 
Health and Safety of our workplace environment. 

 
5. This statement is available for all interested parties and will be displayed throughout the 

organisations locations. 
 

6. Top Management will review this policy annually at review meetings. 
 
4.3 Planning  
 
4.3.1 Planning for Hazard identification, Risk assessment and Risk control 
 
All hazards are assessed using Risk Assessment techniques. All normal activities are addressed 
and the activities of subcontractors considered. Any operational process undertaken by the 
organisation or its sub-contractors will be subject to a risk assessment evaluation. 
 
Additional activity or undertaking subsequently adopted or installed, whether of a permanent or 
temporary nature, will be similarly risk assessed.  
 
Risk assessments are maintained by the Management Representative(s) for the Health and 
Safety system and available for inspection & audit. 
 
Organisational Risk Assessments: 
 

1. Are undertaken using the organisations standard Risk Assessment analysis tool.  The 
tool is deployed to identify and define persons at risk, potential hazards, preventative 
measures and management actions. 

 
2. Risk Assessment is a proactive activity for all operational processes to verify at the 

outset that safety criteria have been addressed. 
 

3. The analysis tool classifies potential risk levels and identifies manageable requirements. 
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4. Risk Assessments are consistent with organisational experience and industry norms. 
 

5. Risk Assessments facilitate risk management programmes and corresponding training 
awareness activity.  

 
6. This Risk Assessment methodology demonstrates risk management consistency and 

illustrates increased management vigilance. 
 
 
4.3.2 Legal Requirements 
 
All applicable Legislation is maintained by the Management Representative(s).  New impacting 
Legislation is reviewed by the Top Management team at Management Review Meetings to 
ensure appropriate inclusion is implemented. 
 
 
4.3.3 Objectives 
 
Top Management and their delegates are responsible for formulating objective(s) that are 
designed to improve the performance of the organisations Health and Safety system 
conformance. 
 
These objectives are reviewed at periodic Management Meetings and reviewed for effectiveness 
or revision, as appropriate. 
 
4.3.4 Management Programmes 
 
Management programmes are implemented to address H & S objectives.  The programmes are 
discussed at Management Reviews to verify resource allocation is achieving the desired target 
outcomes. 
 
4.4 Implementation and Operation 
 
4.4.1 Structure and Responsibility 
 
All positions impacting upon Health and Safety have assignments identified in associated Job 
Profiles, defining relevant activities. These Job Profiles form part of the IMS S6 Human 
Resource provision. 
 
4.4.2 Training, Awareness and Competence 
 
All personnel have received training that ensures awareness of: 
 

1. the importance of conforming to OH&S requirements, 
 
2. the consequences with respect to OH&S of their activities, especially the benefits of 

improved personal compliance, 
 

3. their role in maintaining a safe workplace, 
 

4. the appropriate action in an emergency, 
 

5. the consequences of departures from approved operating procedures. 
 
4.4.3 Consultation and Communication 
 
All employees are made aware of the: 
 

1. development of new OH&S policies and procedures, 
2. possibility of new arrangements that could affect OH&S, 
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3. informed as to who is their employee H & S representative(s) 
4.  representation on OH&S matters at Management Meetings. 

 
4.4.4 Documentation 

 
All procedures and other relevant documents relating to the OH&S system are managed via the 
IMS system. 
 
4.4.5 Document and Data Control 

 
Documents are controlled and protected via the IMS system. 
 
4.4.6 Operational Control 
 
Control of operations is exercised such that: 
 

1. documented processes exist where necessary, 
 
2. operating criteria are defined as appropriate, 

 
3. any purchased materials that have an associated OH&S risk are identified and handled 

according to an approved best practice, 
 

4. suppliers of such materials are notified of the approved handling procedure, 
 

5. contractors are made aware of such procedures, 
 

6. operations within the scope of the organisational process flow are assessed for risk and 
suitable practices developed & implemented to eliminate or reduce potential risks.  

 
4.4.6 Emergency Preparedness and Response 

 
Potential risks are considered and appropriate response developed.   Emergency drills will be 
communicated to all personnel (e.g.) fire drills are rehearsed and evaluated on a regular basis. 
 
4.5 Checking and Corrective Action 
 
4.5.1 Performance Measurement and Monitoring 
 
OH&S performance is measured via: 
 

1. checking that objectives are met, 
 
2. checking compliance with OH&S requirements, 

 
3. reacting to incidents of reported accidents, ill health and other indicators of deficient 

performance, 
 
4. analysis of data obtained from audits and other processes designed to provide feedback 

on the OH&S compliance to specified requirements. 
 
4.5.2 Accidents, Incidents, Non-conformances and Corrective and   Preventive Action 

 
The ISO 9001 IMS Section 8, addresses under the topic of Opportunity for Improvement (OFI) 
the Reporting, Investigation, Analysis & Corrective & Preventive Action process implementation 
governing Occupational Health & Safety accidents, near misses and related issues. 
 
4.5.3 Records and Records Management 
  
Records are maintained and managed as per IMS. 
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4.5.3 Audit 

 
Audits are performed as detailed within the ISO 9001 IMS, Section 8 Process and are scheduled 
within these arrangements.  
 
4.6 Management Review 

 
The OH&S system is reviewed within the broader Management Review of all IMS agenda topics 
and is minuted accordingly. 
 
 
 
 
 
 
 


